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COURSE NUMBER: MED 124 

 

PREREQUISITE(S): NONE 

 

CO-REQUISITE(S): NONE 

 

COURSE 

DESCRIPTIONS 

This course covers the use of medical software for    
accounting, billing and patient records. 
 

 
 

TEXTBOOK(S): Textbook information can be found on the Book Inn web site 
at http://www.sccsc.edu/resources/bookstore. It will also be 
included on the course syllabus addendum distributed by the 
instructor. 

 

REFERENCE(S): None 

 

OTHER REQUIRED 

MATERIALS, TOOLS, 

AND EQUIPMENT: 

 
None 

 

METHOD OF 

INSTRUCTION: 

This course will be taught using lectures, visual aids, 
competency assessments, and workbook assignments to 
complete class requirements. Unit exams, daily quizzes, and 
a final exam will be given. 

 

GRADING SYSTEM: 94 - 100 = A 
85 - 93 = B 
80 - 84 = C 
70 - 79 = D 
Below - 70 = F 
 

 
 
 

 

 

 
 
 

   

http://www.sccsc.edu/resources/bookstore
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GRADE 

CALCULATION 

METHOD: 

 

 

 

 

 

 

 

 

 

 

Unit Tests, Brochure                                   
Quizzes, Competency Assessment and 
Workbook Assignments 

= 
= 

60% 
20% 

 

Final Exam = 20%  

 = 100%  
 

In order to pass MED 124, an overall grade of 80% must 

be achieved.  An unsatisfactory/failure on a competency 

assessment will not be accepted. 

 

No grades will be rounded off!!! 

 
Students are not allowed to take tests home under any 
circumstances.  Students must review all tests in class when 
they are returned by each instructor. If a student is caught 
printing or copying a test they will be dismissed from the 
program. 

 

ATTENDANCE 

POLICY: 

 

The student is responsible for punctual and regular 
attendance in all classes, laboratories, clinical, practical, 
internships, field trips, and other required class activities.  
The College does not grant excused absences; therefore, 
students are urged to reserve their absences for 
emergencies.  When illness or other emergencies occur, the 
student is responsible for notifying instructors and completing 
missed work if approved for late submission by instructors. 
 
The student is tardy if not in class at the time the class is 
scheduled to begin and is admitted to class at the discretion 
of the instructor.   
 
If a student is absent on the day a test is given or an 
assignment is due, they are expected to call the instructor 
who taught the content that day.  Each student should be 

prepared to take the test in the testing lab within 48 hours 

of the original test date and time.  Extenuating 
circumstances over this time frame must be approved by the 

Instructor/ Program Director.  Failure to complete the test 

during the scheduled make-up time will result in a “0” on 

the test.  All make-up tests will be short answer, fill in the 
blank and discussion questions. 
 
 
 
 
Instructors maintain attendance records.  However, it is the 
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student’s responsibility to withdraw from a course.  A student 
enrolling in and attending at least one course session 
remains enrolled until the student initiates a withdrawal. 
 
Students will be held responsible for all classes and material 
covered that day and must make up all practical procedures 

(labs, etc.) covered on the day of absence. Any unannounced 

quizzes given on a day of absence cannot be made up, 

and a grade of "0" will be received for that quiz. 
 
Withdrawal Policy:  During the first 75% of the course, a 
student may initiate withdrawal and receive a grade of W.  A 
student cannot initiate a withdrawal during the last 25% of 
the course.  Extenuating circumstances require 
documentation and approval by the appropriate department 
head and academic dean. 
 
Absences for Religious Holidays:  Students who are absent 
from class in order to observe religious holidays are 
responsible for the content of any activities missed and for 
the completion of assignments occurring during the period of 
absence.  Students who anticipate their observance of 
religious holidays will cause them to be absent from class 
and do not wish such absences to penalize their status in 
class should adhere to the following guidelines: 
 

1. Observance of religious holidays resulting in three or 
fewer consecutive absences:  Discuss the situation 
with the instructor and provide written notice at least 
one week prior to the absence(s).  Develop (in writing) 
and instructor-approved plan which outlines the make- 
up of activities and assignments. 

 
     2. Observances of religious holidays resulting in four or 
 more consecutive absences:  Discuss the situation 
 with the instructor and provide the instructor with 
 written notice within the first 10 days of the academic 
 term.  Develop an instructor-approved plan with 
 outlines the make-up of activities and assignments. 

 

 

 

ACADEMIC 

CONDUCT:  

 

 

 

ACADEMIC DISHONESTY:  Students are expected to uphold the 
integrity of the College's standard of conduct, specifically in 
regards to academic honesty.  All forms of academic 
dishonesty including, but not limited to, cheating on 
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assignments/tests, plagiarism, collusion, and falsification of 
information will call for disciplinary action.  Disciplinary action 
imposed may include one or more of the following: written 
reprimand, loss of credit for assignment/test, termination 
from course, and probation, suspension, or expulsion from 
the College.  For further explanation of this and other 
conduct codes, please refer to the Student Handbook. 
 

CELLULAR PHONES AND PAGERS/BEEPERS:  Cellular phones, 
pagers and beepers are not permitted to be turned on or 
used within the classroom.  Use of these devices during 
classroom time will be considered a violation of the student 
code as it relates to “disruptive behavior.”   

 

CLASS/LAB 

PROCEDURES: 

 
None 

 

ACCOMMODATIONS: 

 

Students who need special accommodations in this class 
because of a documented disability should notify Student 
Disability Services. You may contact Student Disability 
Services by calling, (864) 592-4811, toll-free 1-866-591-
3700; via email through the Spartanburg Community College 
web site at www.sccsc.edu/SDS/; or by visiting the office 
located in the Dan Lee Terhune Student Services Building, 
room 112 of the Spartanburg Community College campus.  
By contacting Student Disability Services early in the 
semester, students with disabilities give the College an 
opportunity to provide necessary support services and 
appropriate accommodations. 

http://www.sccsc.edu/SDS/


 

 

COURSE 

COMPETENCIES & 

OBJECTIVES: 

Upon satisfactory completion of this course, the student 

will be able to: 
 

I.       Medical Records 

        1.  List reasons for maintaining medical records. 

        2.  Describe the operation of an electronic health record 

                        (EHR) system.  

        3.   Compare the benefits of an electronic medical  

                        record (EMR) and a paper based medical record. 

        4. Name three basic types of medical record  

                        organization systems.      

        5. State the functions of a flow sheet. 

        6. Explain several ways information can be entered 

                        Into a medical record.  

      7. Name various titles a physician may have in the  

                        treatment of patients. 

        8. List contents of a patient’s medical record file. 

                   9.  State the differences between a manual, electronic, 

                        and digital signature. 

                  10.  Describe two types of documentation formats. 

                  11.  Understand the contents of a history and physical 

                         examination report. 

                  12.  Define an internal and external audit of medical  

                         records. 

                  

 II.   Drug and Prescription Records 

 

        1. Define the five schedules of controlled substances. 

        2. Understand when and how to renew a physician’s 

                        narcotic license. 

        3. Explain the three types of drug names. 

        4. Name the components of a prescription. 

        5. Discuss how e-scripts are used and state the benefits  

                        of using an electronic prescription program. 

        6. Define terms and abbreviations pertaining to drugs. 

        7. Determine classifications of drugs based on their  

                        functions. 

        8. Document telephone calls regarding prescriptions in 

                        the medical record. 

        9. State the prevention measures used to track  

                        prescription refills and avoid prescription errors. 
                10. Describe the methods used to store, control, and  

                          dispose of drugs. 
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 III. Fees, Credit and Collections 

 

1. Define credit and collections terminology and use 

      collection abbreviations. 

        2.  Explain fee schedules and fee discounts. 

        3.  Discuss fees with patients and communicate fee 

                        policies. 

        4.  Understand billing methods. 

        5.  Report how billing services are used in the medical 

                        office. 

        6.  Describe credit laws. 

7.  List the services of a credit bureau. 

8.  State the importance of aging accounts and dun     

     messages. 

                 9.  Pursue telephone debt collection tactfully. 

                  10. Determine when to seek and how to select a  

                        collection agency. 

                  11. Decide when to use small claims court. 

                  12. Explain federal bankruptcy and garnishment laws. 

                  13. Trace a debtor who has moved and left no 

                        forwarding address. 

 

 IV.   Banking 

 

        1.  Define common banking terms. 

        2   List different types of checking accounts. 

        3.  Name several types of checks. 

        4.  Explain the difference between a blank, a restrictive,  

                        and a full endorsement. 

        5.  Describe various methods of paying bills. 

        6.  Discuss reasons to make prompt bank deposits. 

        7.  State precautions when using an automated teller  

                        machine. 

        8.   Articulate features of online banking. 

        9.  Understand the steps used in reconciling a bank  

                        statement. 

       

      V.       Bookkeeping 

 

1. Name four accounting systems and compare their  

            differences and similarities. 

2. Define bookkeeping terminology and use proper 

abbreviations. 

       3.  Determine ledger card components. 

       4.  State posting procedures on a ledger and on a  
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               computerized account. 

       5.   Explain daysheet posting procedures. 

       6.   Discuss several ways bookkeeping errors can be 

             located. 

                   7.   Describe accounts receivable control procedures. 

                   8.   Explain two types of cash funds typically used in a 

                          medical office. 

                   9.   Use a pegboard bookkeeping system. 

 

 VI.   Health Insurance Systems and Claim Submission 

 

1.    Define frequently used insurance terms and 

      abbreviations. 

          2.   Identify third-party payers and types of insurance. 

          3.   Explain methods of payment. 

          4.   Understand insurance plans and list various  

                        programs. 

          5.   Define precertification, predetermination, and  

                        preauthorization. 

          6.   Contrast and compare types of managed care  

                        organizations. 

          7.   Describe Medicaid and Medicare Parts A, B, C,  

                        and D. 

          8.   Indicate the three main types of TRICARE coverage. 

          9.   Discuss different types of workers’ compensation  

                        disability coverage. 

                10.   Complete health insurance claims 

                11.   State claim submission guidelines and time limits  

                        for various insurance programs. 

                12.   Name the differences between electronic and paper  

                        claim submissions. 

                13.   Trace unpaid insurance claims and describe the  

                        appeals process. 

 
  VII.   Procedural and Diagnostic Coding 

 

1. Outline items to address in a coding compliance 

program. 

2. Explain the standard code set and its components  

and purpose. 

3. Name codebooks used to code professional and       

diagnostic services. 

4. State advantages and disadvantages of computer- 

assisted coding. 

5. Discuss codebook terms and identify symbols in the  
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Current Procedural terminology (CPT) codebook. 

6. Define reimbursement terminology. 

7. Explain the concept of surgical package rules, 

follow-up days, and Medicare’s global surgery 

policy. 

8. Name sections and subsections of CPT and recount 

unique coding practices within each section. 

9. State reasons procedure modifiers are used and 

explain how to apply add-on codes. 

10. Code professional services and procedures using 

CPT and HCPCS II. 

11. Define a qualified diagnosis. 

12. Explain abbreviations and punctuation used in the 

International Classifications of Diseases, 10
th

 

Revision, Clinical Modification (ICD-10-CM) 

13. Describe the organization of the ICD-10-CM 

codebook as it relates to locating codes. 

14. Follow coding guidelines and apply general and 

specific rules to code diagnoses using ICD-10-CM. 

15. Code diagnostic statements using ICD-10-CM. 

 
 VIII.   Financial Management of the Medical Practice 

 

        1.  Explain the value of a medical office budget. 

        2.  Distinguish between types of financial reports. 

        3.  Describe various ways to analyze practice  

                        productivity. 

        4.  List accounts payable categories. 

        5.  Explain gross and net income. 

                6.  Define payroll terminology and use the abbreviations. 

                7.  Describe payroll information. 

        8.  Name deductions withheld and state how they are  

                        determined when preparing payroll. 

        9.   State when quarterly and annual reports are due. 

       10.   List components of an employee’s earnings record  

                         and payroll register. 
 

. 
 

  
 
 


