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COURSE NUMBER: OST 143 
 
PREREQUISITE(S):  MAT 032 and RDG 100 
 
CO-REQUISITE(S): ENG 165 
 
COURSE 
DESCRIPTIONS 

This course emphasizes procedures and applications used in 
the office environment.   

 
TEXTBOOK(S): Fordney, Marilyn, French Linda, and Follis, Joan.  

Administrative Medical Assisting (5th edition) and Student 
Workbook to Accompany Administrative Medical Assisting (5th 
edition).  New York:  Thomson Delmar Learning, 2004. 
 
AMS Software, Inc. AMS Software, Inc. Medical Software 
Workbook with Student Disk.  North Carolina:  AMS Software, 
Inc., 2004.   

 
REFERENCE(S): None 
 
OTHER REQUIRED 
MATERIALS, TOOLS, 
AND EQUIPMENT: 

1 USB flash drive. 

 
METHOD OF 
INSTRUCTION: 

This course will be taught by lecture, demonstration and role 
play and numerous class exercises.   

 
90 - 100 = A 
80 - 89 = B 
70 - 79 = C 
60 - 69 = D 
Below - 60 = F 

 

GRADING SYSTEM: 

The standard mathematical procedure of rounding will be 
applied to arrive at a whole number percentage in final grade 
calculation. 

 
Tests = 40%  

Workbook  and AMS/Chartware 
Assignments 

= 30%  
GRADE 
CALCULATION 
METHOD: 

Timings = 5%  



OSHA/CPR Completion = 5%  

Final Exam = 20%  

 = 100%  

 
Everyone is expected to be present when a test is given.  
There are no make-up tests.  If an emergency arises and you 
are unable to be present for a test, call your instructor 
immediately. 
 
Timings:  Students will be required to complete 5 one minute 
timings during the semester.  The timings will be averaged to 
be 5% of the total grade.  Timings are given in class only.  
Everyone is expected to be present when timings are given.  
Dates will be announced in class.  There are no make-up 
timings.  If an emergency arises and you are unable to be 
present for a timing, call your instructor immediately, prior to 
the start of class. 

 
ATTENDANCE 
POLICY: 
 

Students are responsible for punctual and regular attendance 
in all classes, laboratories, field trips, and other 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 
work missed. 
 
Except in extenuating circumstances with approval by the 
division dean, instructors withdraw students from class when 
80 percent attendance is not maintained.  If a student exceeds 
the allowable attendance, the instructor will withdraw the 
student and award a grade of “W” or “WF” based upon the 
student’s academic standing at the last date of attendance. 
 
Students are tardy if not in class at the time the class is 
scheduled to begin.  Any student who is over five (5) 
minutes tardy will not be admitted to class. 
 
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) an 
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 which 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 
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: 

The following resource centers are available to students of 
Spartanburg Technical College.  Please visit, call or consult 
the College’s website to determine the hours of operation. 
 
 

Resource 
Location 

(East Building) 
Phone 

Number 
Advising Center E-1 591-3990 
Open Computer Lab 
(OCL) 

E-5 591-3968 

Tutorial Learning Center 
(TLC) 

E-2 591-3715 

Testing Center E-3 591-3966  
 
 Students who need special accommodations in this class 



ACCOMMODATIONS: 
 

because of a documented disability should notify Student 
Disability Services. You may contact Student Disability 
Services by calling, (864) 592-4811, toll-free 1-800-922-3679; 
via email through the Spartanburg Technical College web site 
at www.stcsc.edu/SDS/; or by visiting the office located in the 
Dan Lee Terhune Student Services Building, room 112 of the 
Spartanburg Technical 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. 

 
               



 
COURSE 
COMPETENCIES & 
OBJECTIVES: 

Upon satisfactory completion of this course, the student 
will be able to: 
 

I. Explain the duties associated with a medical office 
position 

 
1. Describe the responsibilities of different positions 

available in the medical office 
2. Identify personal and technical qualifications 

associated with the positions 
3. Describe the job opportunities in the medical office 

profession 
4. Understand the medicolegal and ethical 

responsibilities 
5. Maintain awareness of federal and state health care 

legislation and regulations including HIPAA 
 

II. Demonstrate proficiency in telecommunication skills 
 

1. Identify and demonstrate strategies for effective 
telephone communication 

2. Use the telephone message pad correctly 
3. List and describe the types of medical office 

telephone equipment 
4. Demonstrate the usage of multi-line phones 

 
III. Perform the steps of appointment scheduling utilizing 

various methods 
 

1. Discuss the various types of appointment systems 
2. Discuss major guidelines for scheduling office 

appointments 
3. Demonstrate appointment scheduling in a manual 

system 
4. Demonstrate appointment scheduling in a 

computerized system  
 
IV. Identify and demonstrate entry-level medical file 

management techniques 
 

1. Discuss the purpose of a medical records 
management system 

2. Explain the techniques for releasing and protecting 
medical records 

3. Discuss medical record retention 
4. Distinguish between the filing methods:  alphabetic, 



numeric, terminal digit 
5. Set up and manage medical filing systems. 

 
V. Process mail 

1. Explain how incoming mail is handled and sorted 
2. Prepare outgoing mail  
3. Annotate mail 
4. Prepare electronic communications 
5. Adhere to HIPPA regulations 

 
VI. Input and process data utilizing a computerized Medical 

Practice Management system and EMR 
 

1. Describe the purpose of using a computerized 
Medical Practice Management system. 

2. Enter patient information from registration form. 
3. Post patient charges and payments 
4. Generate encounter forms, insurance forms, and 

daily reports. 
5. Modify, edit and process practice management data  
6. Enter appointments and hospital visits 
7. Manage insurance and billing in the practice 

management system 
8. Understand how medical practice management 

system interfaces with EMR 
9. Export data from medical practice management 

system to EMR 
 

VII. Complete OSHA software tutorial and CPR certification 
and develop an understanding of the relationship to the 
medical practice. 
1. Complete OSHA tutorial 
2. Complete CPR certification process 

 
VIII. Speed in preparation of documents 

1. Type a minimum of 30 words or better with 2 or less 
errors. 

2. Provide practice in thinking and composing at the 
keyboard. 

 
 


