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	 HEALTH UNIT COORDINATOR
	 This course covers how to transcribe doctor’s orders, coordinate work flow for a 
	 nursing unit, order necessary lab work, and diets. Students are also introduced to 
	 daily care of legal medical records, retrieving clinical lab results, and patient 
	 privacy. This course along with completion of Microsoft Office, Keyboarding, and 
	 Medical Terminology provides a non-credit vocational certificate. A textbook must 
	 be purchased.
	 code:	 GSMED-035-MC			   cost:		  $299
	 dates:	 Feb 3-Apr 28			   days:		  W	
	 time:	 06:00PM-09:00PM		  location:		 MAC 112	

	 INSURANCE PROCEDURES
	 This course is an introductory medical insurance course. Topics of discussion 
	 include medical law and ethics, various types of insurance policies and coverage, 
	 deductibles, co-insurance, and procedures for completing the CMS-1500 form 
	 and other insurance forms. Emphasis is placed on categorizing insurance plans 
	 and defining insurance acronyms commonly used in health care practices. A 
	 textbook must be purchased.
	 code:	 GSMED-038-MC			   cost:		  $219
	 dates:	 Jan 25-Mar 15			   days:		  M	
	 time:	 06:30PM-09:30PM		  location:		 MAC 112	

	 COMPUTERIZED MEDICAL BILLING
	 Prerequisite: GSMED 038 - Insurance Procedures, typing speed of 30 wpm and knowledge 
	 of computers/Windows
	 This course introduces students to computerized medical billing using MOSS 
	 software. Learn how to input patient information, schedule appointments, handle 
	 billing, produce reports, and process insurance claim forms electronically. A 
	 textbook must be purchased.
	 code:	 GSMED-040-MC			   cost:		  $239
	 dates:	 Mar 29-May 17			   days:		  M	
	 time:	 06:30PM-09:30PM		  location:		 MAC 115

	 INTRODUCTION TO CPT-4 CODING
	 Prerequisite: GSMED 017 - Medical Terminology
	 This course introduces the process of coding medical records with the use of the 
	 CPT coding system. The intent is to develop an understanding of coding and 
	 classification systems in order to assign valid CPT procedure codes. ICD-9-CM 
	 Coding cannot be taken at the same time as CPT-4 Coding. A textbook must be 
	 purchased.
	 code:	 GSMED-045-MC			   cost:		  $249
	 dates:	 Jan 20-Mar 31			   days:		  W	
	 time:	 06:30PM-09:30PM		  location:		 MAC 127	

MEDICAL OFFICE ASSISTANT CERTIFICATE PROGRAM

Insurance Procedures			   GSMED 038
Medical Terminology			   GSMED 017
Keyboarding				    GSVS 091
Microsoft Office				    GSVS0 089
Medical Office Management			  GSMED 097
Spanish I					     PILAN 047


