Medical Administrative Specialist

Course Syllabus

Course Name:
Medical Administrative Specialist
Module Nine:

Practice Finances
	Course Objectives
	Student will be able to explain, using accounting terminology, the procedures for maintaining two essential financial records; summarize the main focus of the Red Flag Requirements as they relate to the medical office as a business; list three banking duties of the administrative medical assistant; explain how an employee’s net salary is determined.

	Module Materials
	Medical Office Procedures 87h Ed by Nenna L. Bayes

	Assignment
	Read chapter and summary
Study Key Terms and Review all Figures
Project 9.1 – Updating Daily Journals – follow the instructions as stated in the textbook. Use the Excel document to complete the journal activities. Save as Project 9.1 and upload assignment.
Project 9.2 – Reconciling a Bank Statement – follow the instructions as stated in the textbook. Type your response in Word and upload assignment. Save as Project 9.2
Project 9.3 – Reconciling Petty Cash - follow the instructions as stated in the textbook. Type your response in Word and upload assignment. Save as Project 9.3 and upload
Project 9.6 – Calculating an Employees’ Payroll – follow the instructions as stated in the textbook. Use Microsoft Excel to create the table and calculate Base Hours and Base Pay, Overtime Rate, Overtime Earnings, and Gross Earnings. Save as Project 9.6 and upload
Chapter 9 Review: Using Terminology, Check Your Understanding, and Thinking it Through. Type your responses and submit. (Do Not Type Questions –Make sure to number your responses and identify each section) Save as Chapter 9 Review

	Special Instructions

	Note:  The Medisoft Project 9.5 will be completed using the software Medisoft Advance Version 17. Follow the printing instructions as stated in the Textbook. All printed assignments will be handed in the Inbox next to the printer.

	Assessment Instructions
	Email your instructor when you're ready to take the exam


