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We offer online education programs designed to provide the workforce skills necessary to enter a new field or advance your current career. Our Online Career Training Programs in the Allied Health, Computer-Internet, Business, Technical and Construction industries provide the most effective online training.
The amount of time to complete our programs varies from student to student.  Students are assigned a Career Counselor who assists the students with setting an achievable study/completion schedule, within the given 3 to 12 month completion window (per program).
To earn a certificate in GES147 Certified Medical Administrative Assistant (Voucher Included), students must complete 160 hours of training.  
Student Name:	Click here to enter text.
Start Date:	Click here to enter a date.
End Date:	Click here to enter a date.
Program Fee:	$1495
Training Status:	Choose a Training Status.
POC Name:             Jerry Spencer
Phone Number:     931-221-1030
Email:                      spencerj@apsu.edu
Address:                Austin Peay State University
                                Continuing Education
   McReynolds Building 	 
                                P.O. Box 4678
		   Clarksville, TN 37044


Certified Medical Administrative Assistant (Voucher Included)
I.    BECOMING AN ADMINISTRATIVE MEDICAL ASSISTANT  
            A.        QUALITIES OF A MEDICAL ASSISTANT
            B.        JOB DUTIES
            C.        CERTIFICATION
            D.        SCOPE OF PRACTICE
            E.        AMBULATORY HEALTHCARE SETTINGS
            F.        THE HEALTHCARE TEAM
II.    MANAGING STRESS AND IMPROVING COMMUNICATION   
            A.    STRESS AND BURNOUT
            B.       TYPES OF COMMUNICATION
            C.        BARRIERS TO EFFECTIVE COMMUNICATION
            D.        PATIENT INTERVIEW TECHNIQUES
            E.        THE STAGES OF GRIEF
III.    LAW, ETHICS AND HEALTHCARE
            A.        HEALTH INSURANCE PORTABILITY AND ACCOUNTABILITY ACT (HIPAA) 
            B.    AMERICANS WITH DISABILITIES ACT (ADA)
            C.    OCCUPATIONAL SAFETY AND HEALTH ADMINISTRATION (OSHA)
            D.        INFORMED CONSENT
             E.        ADVANCE DIRECTIVES
             F.        ETHICAL GUIDELINES FOR HEALTHCARE PROVIDERS
            G.    MEDICAL IDENTIFY THEFT
IV.    IMPROVING YOUR MEDICAL OFFICE
            A.       THE RECEPTION AREA
            B.        THE MEDICAL RECEPTIONIST
            C.        SAFETY ISSUES
            D.        OPENING AND CLOSING THE FACILITY
V.    COMPUTERS IN THE AMBULATORY CARE SETTING
            A.    USE OF COMPUTERS IN THE MEDICAL OFFICE
            B.       ELECTRONIC MEDICAL RECORD (EMR) AND ELECTRONIC HEALTH RECORD (EHR)
            C.        SAFEGUARDING PROTECTED HEALTH INFORMATION (PHI)
            D.       CLOUD COMPUTING
            E.        MOBILE HEALTH (MHEALTH)
VI.    TELECOMMUNICATIONS AND PATIENT SCHEDULING
            A.    TELEPHONE TECHNIQUES
            B.    FAXING
            C.    EMAILS
            D.    PATIENT PORTAL
            E.        PATIENT SCHEDULING METHODS
            F.       CANCELLATIONS AND NO SHOWS
            G.    DEALING WITH IRATE PATIENTS    

MIDTERM   
[bookmark: _GoBack]VII.    MEDICAL TERMINOLOGY:  WORD PARTS, PLURALS, ABBREVIATIONS
            A.    IMPORTANCE OF MEDICAL TERMINOLOGY
            B.    UNDERSTANDING WORD PARTS:  ROOTS, PREFIXES, SUFFIXES
            C.    ABBREVIATIONS AND ACRONYMS IN MEDICAL RECORDS
            D.    PLURAL ENDINGS    
VIII.    MANAGING MEDICAL RECORDS
            A.        PURPOSES OF MEDICAL RECORDS
            B.        ELECTRONIC, PAPER AND HYBRID MEDICAL RECORDS
            C.        CATEGORIES OF MEDICAL RECORDS
            D.        FLOW SHEETS
            E.        SOAP NOTES
            F.    FILING PAPER RECORDS
            G.    RELEASE OF INFORMATION (ROI)
            H.    PERSONAL HEALTH RECORD (PHR)
IX.    WRITTEN COMMUNICATION
            A.        COMPONENTS OF A BUSINESS LETTER
            B.        PROOFREADING
            C.        MEETING AGENDAS
            D.        BUSINESS EMAILS
X.    WORKING WITH MEDICAL DOCUMENTS
             A.        PURPOSES OF MEDICAL RECORDS
             B.    TYPES OF MEDICAL RECORD
            C.    MEDICAL TRANSCRIPTIONIST/MEDICAL SCRIBE    
            D.        ELECTRONIC SIGNATURES
XI.    MEDICAL BILLING AND CODING:  AN OVERVIEW
            A.    HEALTH INSURANCE TERMS
            B.    PRIVATE AND GOVERNMENT-SPONSORED INSURERS
            C.    CODE SETS:  ICD-10-CM/PCS, CPT, HCPCS LEVEL II
            D.    CMS-1500 AND UB-04
            E.    ELECTRONIC CLAIMS
            F.    PRE-AUTHORIZATIONS
            G.    MEDICAL NECESSITY    
            H.    EXPLANATION OF BENEFITS (EOBS)
            I.    FAIR DEBT COLLECTION PRACTICES ACT
            J.    ADVANCE BENEFICIARY NOTICE (ABN)
XII.    DAILY FINANCIAL PRACTICES
            A.        ACCOUNTS RECEIVABLE AND ACCOUNTS PAYABLE
            B.    PROVIDER FEES
            C.    IMPROVING PATIENT PAYMENTS
            D.    CLAIMS DENIAL STRATEGIES
            E.    PRACTICE MANAGEMENT SOFTWARE
            F.    MANAGING PATIENT ACCOUNTS
            G.    PETTY CASH
XIII.    THE ADMINISTRATIVE MEDICAL ASSISTANT AS OFFICE MANAGER
            A.    QUALITIES OF AN OFFICE MANAGER
            B.    JOB DUTIES
            C.    POLICY & PROCEDURE MANUAL
            D.    STAFF MEETINGS
            E.    PHYSICIAN CREDENTIALING
            F.    CLINICAL DOCUMENTATION IMPROVEMENT (CDI)
            G.    PRACTICE WEBSITES

            FINAL    
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