Foreword

Preface

How to Use This Book
How to Use the CD-ROM

SECTION 1

XXi
XXiii
XXiX
XXXi

MEDIcAL HEALTH CARE ROLES AND RESPONSIBILITIES 1

& 77— BN

CHAPTER 1
Health Care Providers 2

UNIT 1T A Brief History of Medicine / 3

Ancient History 3
Medieval History 7
Early Medical Pioneers 8
Modern Medical Pioneers 9
Controversial Discoveries 13
New Technology 13
The Impact of Government on Health Care 13
The Impact of Consumers on Health Care 14
UNIT 2 The Total Health Care Team / 16
Allied Health Care Team Members 17
Physician Team Members 20
Subspecialty or Special Interest Areas 21
A Note Regarding Doctors 25
CHAPTER 2
The Medical Assistant 28
UNIT 1 Training, Job Responsibilities, and
Employment Opportunities / 29
Training 31
Job Responsibilities 32
Employment Opportunities 33
Career Laddering 33
UNIT 2 Personal Characteristics / 37
Highly Desirable Characteristics of Health
Care Workers 37
Personality Qualities 39
Perception as a Professional 41

CONTENTS

UNIT 3 Professionalism / 42

How Medical Assisting Began 43
History of Professional Organizations 43
Professionalism 46
AAMA and AMT Examinations 46
Continuing Education 49

CHAPTER 3

Medical Ethics and Liability 51

UNIT 1 Ethical and Legal Responsibilities / 52
Licensure Requirements 53
Ethical Considerations 53
State and Federal Laws 54
Legal and Ethical Issues 55
The Uniform Anatomical Gift Act 55
Living Will 56
Durable Power of Attorney 56
Accepting or Refusing Treatment 56
Legal Matters 56
Right to Privacy 59

UNIT 2 Professional Liability / 59
Physician and Patient Rights 60
Medical Assistant Rights 61
Negligence 61
Medical Records 63
Health Insurance Portability and

Accountability Act of 1996 65

CHAPTER 4

Professional Communications 67

UNIT 1 Verbal and Nonverbal Messages / 68
Perception 70
Body Language 70

UNIT 2 Behavioral Adjustments / 72
Defense Mechanisms 73
Problem Solving 74
Mental and Emotional Status Influencing

Behaviors 75

Communicating Emotional States 75

UNIT 3 Patients and Their Families / 76
Right to Privacy 77
Choice of Treatment 78
Terminal lliness 79

vii



viii CONTENTS

UNIT 4 Office Interpersonal Relationships / 80

Staff Arrangements 81
Intraoffice Communication 82
Career Entry 82
Employee Evaluation 83
CHAPTER 5
Medical Terminology 85
UNIT 1 Introduction to Medical Terminology / 86
Breaking a Medical Term Apart 87
Spelling Medical Terminology 88
UNIT 2 Prefixes, Suffixes, Word Roots, and
Combining Forms / 88
Prefixes 88
Suffixes 20
Word Roots and Combining Forms 93
UNIT 3 Forming Plurals from Singulars / 94
Forming Plurals 924

UNIT 4

Understanding and Building Medical Terms

of Body Systems / 95

Anatomical Position, Directional Terms, and

Body Planes
Structure of the Human Body
The Integumentary System
The Musculoskeletal System
The Cardiovascular System
The Respiratory System
The Gastrointestinal (Digestive) System
The Urinary System
The Nervous System
The Endocrine System
The Special Senses
The Reproductive System
Common Abbreviations

SECTION 2

95
97
97
98
98
101
103
105
106
107
108
108
111

THE ADMINISTRATIVE MEDICAL ASSISTANT 113

- Ty,

CHAPTER 6
Oral and Written Communications 114

UNIT 1

Telephone Communications / 115

Answering the Telephone
Documenting Telephone Messages

Procedure 6-1: Perform a Telephone Screening

Messaging Devices

Procedure 6-2: Obtain a Telephone Message

from a Phone Recording Device

115
116
117
117

118

UNIT 2

UNIT 3

UNIT 4

UNIT 5

Common Types of Phone Calls

Procedure 6-3: Telephone a Patient with Test

Results
Finding Phone Numbers

Schedule Appointments / 126

Appointment Strategies

Procedure 6-4: Schedule Appointments
Establishing a Matrix

Appointment Scheduling Strategies
Maintaining the Schedule

Scheduling Business Appointments
Adhering to a Realistic Schedule
Referral Appointments

Procedure 6-5: Arrange a Referral Appointment

Follow-Up Appointments

Written Communications / 138

Written Communication

Procedure 6-6: Respond to Written
Communication

Preparing Written Communication

Composing a Business Letter

Mailable Standards

Selecting a Letter Style

Compose a Business Letter

Procedure 6-7: Compose a Business Letter

Receiving and Sending Office
Communications / 151

Incoming Mail

Sorting Mail

Opening Mail

Processing Incoming Mail
Vacation Mail
Machinable Mail
Addressing Envelopes
Address Block Location
Completing Mailing
Stamp or Meter Mail

Mail Classifications
Special Mailing Services
Alternative Ways to Communicate

Office Management Equipment / 165

Calculator

Procedure 6-8: Total Charges on a Calculator

Copy Machine

Procedure 6-9: Operate a Copy Machine
Microfilm

Dictation-Transcription Machine
Procedure 6-10: Operate a Transcriber
The Computer

Printers

Computer Software

Important Factors in Selecting a Computer

System

Procedure 6-11: Operate an Office Computer

120

122
125

126
127
129
131
132
134
135
136
137
137

138

141
141
145
146
148
148
149

151
152
152
152
153
153
153
153
155
156
158
159
160

166
166
167
167
168
169
170
171
174
175

178
178



CHAPTER 7

Facility and Records Management

181

UNIT 1 Preparing for the Day / 182
Preparing for the Day 182
Procedure 7-1: Open the Office 183
The Receptionist 184
Procedure 7-2: Obtain New Patient
Information 188
Closing the Office 188
Procedure 7-3: Close the Office 188
UNIT 2 The Patient’s Medical Record / 189
HIPAA and the Medical Record 190
The Purpose of Records 191
Parts of the Medical Record 191
Dating, Correcting, and Maintaining
the Chart 194
Tracking Medical Records 194
Call-Backs 195
The Problem-Oriented Medical Record 195
UNIT 3 Filing / 199
Importance of Filing 200
Filing Steps 200
Finding a Missing Chart 201
Filing Storage 203
Filing Supplies 204
Paperless Files 205
Filing Systems 205
Filing Alphabetically 206
Procedure 7-4: File Item(s) Alphabetically 207
Procedure 7-5: Pull File Folder from
Alphabetic Files 208
Filing Numerically 208
Procedure 7-6: File Item(s) Numerically 209
Procedure 7-7: Pull File Folder from
Numeric Files 209
Filing by Subject 209
Using a Chronologic (Tickler) File 210
Desktop Files 210
Purging Files 211
CHAPTER 8
Collecting Fees 214
UNIT 1 Paying for Medical Services / 215
Personal Data Sheet 215
Payment Planning 217
Credit Card Usage 218
UNIT 2 Bookkeeping Procedures / 218
Bookkeeping Terms 219
Procedure 8-1: Prepare a Patient Ledger
Card 221
Procedure 8-2: Record Charges and Credits 221
Procedure 8-3: Generate an Itemized
Statement 222

CONTENTS

ix

Bookkeeping 223
Exceptions to Usual Procedures 223
Pegboard System 224
Procedure 8-4: Process a Credit Balance and
Refund 225
UNIT 3 Billing and Collections / 226
Collecting Overdue Payments 228
Advantageous Collection Opportunities 228
Making the Collection Call 228
Collection Letters 229
Procedure 8-5: Compose a Collection
Letter 230
Procedure 8-6: Post Non-Sufficient Funds
(NSF) Checks and Collection Agency
Payments 232
CHAPTER 9
Health Care Coverage 235
UNIT 1 Fundamentals of Managed Care / 236
Health Maintenance Organizations 237
The Insurance Paper Trail 240
UNIT 2 Health Care Plans / 241
Commercial Health Insurance 242
Managed Care Delivery Systems 243
Consumer-Driven Health Plans (CDHPs) 244
Government Health Plans 245
UNIT 3 Preparing Claims / 252
The Beginning of Claim Forms 253
The History of Coding 253
Use of Current ICD Codes 254
Performing Coding Functions 254
Identifying the Diagnosis 255
Current Procedural Terminology Codes 257
Completing the Claim Form 259
Procedure 9-1: Perform Procedural and
Diagnostic Coding 260
Maintaining an Insurance Log 261
Procedure 9-2: Complete a Claim Form 262
Delinquent Claims 263
Common Claim Errors 263
Electronic Claim Filing 264
Accepting Assignment 264
Medicare Audit 264
Reimbursement 265
The Future of Insurance Claims 265
Maintaining Currency 265
CHAPTER 10

Medical Office Management 270

UNIT 1

Safety, Security, and Emergency Plans
in the Medical Office / 271

A Safe, Healthy Environment Throughout the

Medical Office

271



X CONTENTS

UNIT 2

UNIT 3

UNIT 4

UNIT 5

General Office Safety
Security in the Medical Office

The Language of Banking / 277
Banking Terms

Currency, Checks, and Petty Cash / 280

Currency

Features of a Check

Writing Checks

Procedure 10-1: Prepare a Check

Patients’ Checks

Endorsement

Making Deposits

Procedure 10-2: Prepare a Deposit Slip

Deposit by Mail

Reconciling Bank Statements

Petty Cash and Other Accounts

Procedure 10-3: Reconcile a Bank Statement

Procedure 10-4: Establish and Maintain
a Petty Cash Fund

Employee, Salary, Benefits,

and Tax Records / 288

Employee Requirements and Records
Medical Office Requirements and Records
Benefits

General Management Duties / 294

Daily and Monthly Account Records

Missed Appointments

Office Policy Manual

Office Procedure Manual

HIPAA and Office Policy

Office Liability Insurance

Staff Meetings

Practice Information Brochure

Patient Refunds

Equipment Maintenance and Supply
Inventory

Procedure 10-5: Perform an Inventory
of Supplies and Equipment

Responsibility for Decision Making

Responsibilities to Employees

Responsibility for the Facility

Procedure 10-6: Perform Routine
Maintenance of Administrative
and Clinical Equipment

Responsibilities to Physicians

Physician’s Professional Meetings

Responsibility for Preparing for a Site
Visit

Procedure 10-7: Manage a Physician’s
Professional Schedule and Travel

Preparing for an Insurance Site Review

Preparing for Disaster

Moving the Office

Manager’s Rewards

274
276

277

281
281
282
283
284
284
285
285
286
286
286
287

288

288
290
292

294
295
295
295
295
296
296
296
297

297

298
299
300
300

301
301
301

302

302
303
303
303
304

SECTION 3
STRUCTURE AND FUNCTION OF THE BODY 307

CHAPTER 11
Anatomy and Physiology
of the Human Body 308

UNIT 1 Anatomic Descriptors and Fundamental
Body Structure / 309

Anatomy and Physiology Defined 310
Language of Medicine 310
Anatomic Directional Terms 310
Body Cavities and Organs 312
The Cell 313
Passing Molecules Through Cell
Membranes 316
Cellular Division 319
Homeostasis 321
Mutations and Traits 321
Genetic and Congenital Disorders 322
Discoveries in Human Genetics 327
New Genetic Techniques 329
Tissues 330
Organs 333
Systems 333
UNIT 2 The Nervous System / 335
Membrane Excitability 337
Peripheral Nervous System
and Spinal Cord 339
Central Nervous System 341
Diagnostic Tests 345
Diseases and Disorders 346
UNIT 3 The Senses / 358
The Eye and the Sense of Sight 359
Diseases and Disorders of the Eye 361
The Ear and the Sense of Hearing 368
Diagnostic Tests 369
Diseases and Disorders of the Ear 370
The Nose and the Sense of Smell 372
Diseases and Disorders of the Nose 372
The Tongue and the Sense of Taste 374
Diseases and Disorders of the Mouth
and Tongue 374
The Skin and the Sense of Touch 375
UNIT 4 The Integumentary System / 375
Functions 376
Structure of the Skin 377
The Skin as a Diagnostic Testing Site 378
Diseases and Disorders 378



UNIT 5

UNIT 6

UNIT 7

UNIT 8

UNIT 9

The Skeletal System / 391

Bone Structure

Number of Bones
Functions of the Skeleton
Spinal Column

The Skull

The Rib Cage

Long Bones

Bones of the Hands and Feet
The Pelvic Girdle

Joints

Fractures

Amputation

Diagnostic Examinations
Diseases and Disorders
Replacing Bone and Joints

The Muscular System / 410

Muscle Fuel

Functions of Muscle
Muscle Growth

Types of Muscle Tissue
Skeletal Muscle Action
Muscle Tone

Muscle Attachment
Sheaths and Bursae
Major Skeletal Muscles
Muscle Strain and Cramps
Smooth Muscle Action
Diseases and Disorders

The Respiratory System / 419

The Pathway of Oxygen
Respiration

The Lung and the Pleura
The Muscles of Breathing
Diagnostic Examinations
Diseases and Disorders

The Circulatory System / 439
The Heart

The Blood Vessels

The Lymphatic System

The Blood

Cardiovascular Tests

Diseases and Disorders

The Immune System / 474

Origin of Cells

Organs of the Immune System
Cell Markers

Lymphocytes

Complement System
Cytokines

Immune Responses

392
393
393
394
395
396
396
396
396
397
398
400
400
402
409

411
412
412
412
413
413
414
414
414
417
417
417

420
423
424
424
425
427

440
446
449
451
455
458

475
476
477
478
480
480
481

UNIT 10

UNIT 11

UNIT 12

UNIT 13

CONTENTS

Immunization
Diseases and Disorders

The Digestive System / 503

The Mouth

The Esophagus

The Stomach

The Small Intestine

The Large Intestine
Diagnostic Examinations
Diseases and Disorders

The Urinary System / 526
The Kidneys

The Ureters

The Urinary Bladder

The Urethra

Dialysis

Kidney Transplant
Diagnostic Examinations
Diseases and Disorders

The Endocrine System / 542

Pituitary Gland

Thyroid Gland

Parathyroid Glands

Adrenal Glands (Suprarenal)
Pancreas

Thymus Gland

Pineal Body

Gonads (Testes and Ovaries)
Interrelationship of the Glands
Diagnostic Examinations
Diseases and Disorders

The Reproductive System / 558

Differentiation of Reproductive Organs

Male Reproductive Organs

Diagnostic Exams and Tests of the Male
Reproductive System

Diseases and Disorders of the Male
Reproductive System

Female Reproductive Organs

Fertilization

Pregnancy

The Birth Process

Infertility

Contraception

Diagnostic Tests of the Female
Reproductive System

Diseases and Disorders of the Female
Reproductive System

Malignancy of the Female
Reproductive Organs

Sexually Transmitted Diseases (STDs)

xi

485
485

505
507
507
508
510
512
514

527
529
530
530
530
533
534
535

544
545
547
547
547
548
548
548
548
548
550

559
560

564

565
567
574
575
577
578
579

583

584

588
591



xii CONTENTS

SECTION 4
599

THE CLINICAL MEDICAL ASSISTANT

CHAPTER 12
Preparing for Clinical Duties 600

UNIT 1 The Safety and Well-Being of Staff and
Patients / 601
Keeping the Entire Medical Facility Clean 601
Guidelines for Preventing the Transfer

of Disease 604
Hand Washing Guidelines 605
Basic Guidelines for Lab Safety 605
Procedure 12-1: Hand Washing 606

UNIT 2 Infection Control / 610

Disease Prevention 611
Disease Transmission 614
Infection Control 619
Care of Instruments 620

Procedure 12-2: Wrap Items for Autoclave 623
Procedure 12-3: Perform Sterilization
through Use of an Autoclave 625

CHAPTER 13
Beginning the Patient’s Record 627

UNIT 1 In-Person Screening / 628

Screening 628
Phone Screening 629
In-Person Screening 629
Conducting the In-Person Screening 631
Procedure 13-1: Perform In-Person

Screening 632

UNIT 2 The Medical History / 633

Medical History 633
Obtaining a Patient History 636
Procedure 13-2: Obtain and Record

a Patient History 637
Patient Education 637
After the History Is Completed 637

UNIT 3 Body Measurements and Vital Signs / 639

Body Measurements 640
Height and Weight 640
Procedure 13-3: Measure Height

on a Balance Beam Scale 642
Procedure 13-4: Weigh Patient

on Balance Beam Scale 643
Vital Signs 645
Temperature 645

Procedure 13-5: Measure Oral
Temperature with a Disposable

Plastic Thermometer 649
Procedure 13-6: Measure Oral
Temperature with an Electronic
Thermometer 651
Procedure 13-7: Measure Rectal
Temperature with an Electronic
Thermometer 652
Procedure 13-8: Measure Axillary
Temperature with an Electronic
Thermometer 653
Procedure 13-9: Measure Core Body
Temperature with an Infrared
Tympanic Thermometer 655
Procedure 13-10: Measure Temperature
with a Temporal Artery Thermometer 656
Pulse 658
Procedure 13-11: Measure the Radial Pulse 661
Respiration 662
Procedure 13-12: Measure the Apical Pulse 663
Temperature-Pulse-Respiration Ratio 664
Blood Pressure 664
Procedure 13-13: Measure Respirations 665
Procedure 13-14: Measure Blood Pressure 670
CHAPTER 14
Physical Examinations and Assessment
Procedures 674
UNIT 1 Procedures of the Eye and Ear / 675
Eye and Ear Examination 675
Procedure 14-1: Irrigate the Eye 677
Procedure 14-2: Irrigate the Ear 678
Procedure 14-3: Instill Ear Medication 680
Visual Acuity 681
Procedure 14-4: Instill Eye Medication 682
Procedure 14-5: Screen Visual Acuity
with a Snellen Chart 684
Procedure 14-6: Screen Visual Acuity
with the Jaeger System 685
Procedure 14-7: Determine Color Vision
Acuity by the Ishihara Method 687
Contrast Sensitivity Screening 688
Auditory Acuity 688
Hearing Tests 689
UNIT 2 Preparing for Examinations / 692
Before the Examination 693
Procedure 14-8: Prepare and Maintain
Examination and Treatment Areas 694
Assisting the Patient 694
Examination Positions 694
Procedure 14-9: Assist the Patient to the
Horizontal Recumbent Position 695
Procedure 14-10: Assist the Patient
to the Prone Position 696



UNIT 3

UNIT 4

UNIT 5

Procedure 14-11: Assist the Patient
to a Sims’ Position

Procedure 14-12: Assist the Patient
to a Knee-Chest Position

Procedure 14-13: Assist the Patient
to a Fowler’s Position

Procedure 14-14: Assist the Patient
to a Lithotomy Position

The Physical Examination / 703

The Complete Physical Examination

Examination Techniques

Physical Examination Format

After the Examination

The Diagnosis

Documentation of the Exam

Patient Follow-Up

Procedure 14-15: Prepare a Patient for and
Assist with a Routine Physical Examination

Special Examinations / 720

The Pap Test

After the Examination

Procedure 14-16: Prepare the Patient
for and Assist with a Gynecologic
Examination and ThinPrep Pap Test

Reporting Pap Test Results

Other Procedures

Obstetrics Patients

Estimating the Date of Delivery

Medical Assistant’s Role

Prenatal Visits

Sigmoidoscopy

Cleansing Enema

Procedure 14-17: Assist with a
Sigmoidoscopy

Procedure 14-18: Administer
a Disposable Cleansing Enema

Proctologic Positioning, Instruments,
and Procedures

Pediatric Examinations

and Procedures / 739

The Pediatric Patient

Failure to Thrive (FTT)

Child Abuse

Well or Sick Child Appointments

The Examination

Health Care Documentation

Medical Assistant Responsibility

Assisting with the Pediatric Exam

Examination Preparation

Pediatric Measurements

Measuring Height

Procedure 14-19: Measure Recumbent
Length of Infant

Procedure 14-20: Measure Height

Weighing the Pediatric Patient

697

698

700

701

704
705
707
714
714
716
716

718

721
726

726
728
728
729
729
730
730
733
734

735

737

738

739
740
740
742
744
744
745
745
746
746
746

750
751
751

CONTENTS

xiii

Head Circumference 752
Procedure 14-21: Weigh an Infant 752
Chest Circumference 753
Recording Measurements 753
Procedure 14-22: Measure Head
Circumference 753
Vision Screening 754
Procedure 14-23: Measure an Infant’s
Chest Circumference 754
Hearing Screening 755
Procedure 14-24: Screen Pediatric Visual
Acuity with a Modified Snellen Chart 756
CHAPTER 15
Specimen Collection and Laboratory
Procedures 758
UNIT 1 The Microscope / 760
Parts of the Microscope 762
Procedure 15-1: Use a Microscope 762
UNIT 2 Capillary Blood Collection / 763
Skin Puncture 763
Procedure 15-2: Puncture Skin
with a Sterile Lancet 765
UNIT 3 Venous Blood Collection / 766
Venipuncture 767
Procedure 15-3: Obtain Venous Blood
with the Butterfly Needle Method 770
Procedure 15-4: Obtain Venous Blood
with a Sterile Needle and Syringe 770
Procedure 15-5: Obtain Venous Blood
with a Vacuum Tube 775
UNIT 4 Common Physician’s Office Lab
Diagnostic Tests / 780
Laboratory Classification and Regulation 781
Hemoglobin and Hematocrit 783
Procedure 15-6: Hemoglobin Determination
Using a Hemoglobinometer 784
Procedure 15-7: Determine Hematocrit
(Hct) Using a Microhematocrit Centrifuge 786
Automation for Hematology Testing 788
The WBC Differential 789
Erythrocyte Sedimentation Rate 789
Glucose Testing 791
Procedure 15-8: Perform an Erythrocyte
Sedimentation Rate (ESR) 792
Procedure 15-9: Screen Blood Sugar
(Glucose) Level 793
Procedure 15-10: Perform Hemoglobin A1C
(Glycosylated Hemoglobin) Screening 795
Cholesterol Testing 796
Procedure 15-11: Perform a Cholesterol
Screening 796
Procedure 15-12: Screen and Follow Up
Blood Test Results 797



Xiv CONTENTS

Immunology 797
Procedure 15-13: Perform a Screening
for Infectious Mononucleosis 798
PKU Testing 799
Urine Specimens 800
Procedure 15-14: Instruct a Patient
on the Collection of a Clean-Catch
Midstream Urine Specimen 802
Physical Urinalysis 802
Chemical Urinalysis 804
Microscopic Examination of Urine 807
Procedure 15-15: Test Urine with
Multistix® 10 SG 808
Procedure 15-16: Obtain Urine Sediment
for Microscopic Examination 810
Procedure 15-17: Perform Screening
for Pregnancy 810
Procedure 15-18: Screen and Follow
Up Urine Test Results 811
Collection of Specimens for Substance
Abuse Analysis and Chain of Custody 812
Fecal (Stool) Specimens 812
Procedure 15-19: Instruct a Patient
to Collect a Stool Specimen 814
Procedure 15-20: Perform a Hemoccult
Test 816
Sputum Specimens 816
Procedure 15-21: Instruct a Patient
to Collect a Sputum Specimen 817
UNIT 5 Bacterial Specimen Collection, Cultures,
and Diagnostic Tests / 818
Bacterial Specimen Collection 819
Procedure 15-22: Perform a Wound
Collection for Microbiologic Testing 819
Gram Staining and Microbiologic Smears 821
Morphologic Shapes 822
Procedure 15-23: Obtain a Throat Culture 826
Procedure 15-24: Perform a Rapid Strep
Screening Test for Group A Strep 826
UNIT 6 Other Frequently Ordered Laboratory
Tests and Normal Values / 827
Screening Test Results 828
Common Tests and Normal Values 828
Panels 830
CHAPTER 16
Diagnostic Tests, X-Rays, and Procedures 832
UNIT 1 Diagnostic Tests / 833
Skin Tests 833
Procedure 16-1: Perform a Scratch Test 837
Procedure 16-2: Perform a Patch Test 839
UNIT 2 Cardiology Procedures / 840
Path of Electrical Impulses 842
Routine Electrocardiograph Leads 843

Procedure 16-3: Obtain a Standard

12-Lead Electrocardiogram 846
Interference 848
Standardization 851
Stress Tests 853
Holter Monitor 855
Procedure 16-4: Holter Monitoring 856
Other Cardiovascular Equipment 856
UNIT 3 Diagnostic Procedures / 857
Vital Capacity Tests 858
Sonographic Studies 858
Procedure 16-5: Perform Spirometry
Testing 859
Magnetic Resonance Imaging (MRI) 860
UNIT 4 Diagnostic Radiologic Examinations / 861
Radiologic Studies 862
CHAPTER 17

Minor Surgery in the Medical Office 871

UNIT 1 Instruments / 872

Instrument Care 872
Instrument Components 872
Instrument Classification 873
UNIT 2 Preoperative Preparations / 877

Preparing for Surgery 878
Procedure 17-1: Sterile Tray Set-up 879
Preparing the Patient 884
Skin Preparation 884
Procedure 17-2: Prepare SKin for Minor

Surgery 885

UNIT 3 Assisting with Minor Surgical
Procedures / 886

General Information 887
Sterile Gloves 888
Procedure 17-3: Put on Sterile Gloves 889
Anesthetics 892
Assisting the Physician 892
Suture Material 892
Procedure 17-4: Assisting with Minor

Surgery 893
Procedure 17-5: Assisting with Suturing

a Laceration 894
Postoperative Instructions 895
Suture Removal 895
Procedure 17-6: Remove Sutures 896
Protective Bandages 898

CHAPTER 18

Assisting with Medications 900

UNIT 1 Prescription and Nonprescription
Medications / 901

Commonly Prescribed Medications 901
Pharmaceutical References 9203



Drug Categories and Classifications
Drug Actions

Drug Forms

The Medication Order

Writing Prescriptions

Controlled Substances

Recording Medications
Calculations

Storing Medications

Methods of Administering
Medications / 914

Administering Medication

Routes of Administration

Procedure 18-1: Obtain and Administer
Oral Medication

Considerations of Drug Action

Injections and Immunizations / 921
Injections
Procedure 18-2: Withdraw Medication
from an Ampule
Procedure 18-3: Withdraw Medication
from a Vial
Administering Injections
Procedure 18-4: Reconstitute a Powder
Medication
Procedure 18-5: Administer an
Intradermal Injection
Procedure 18-6: Administer
a Subcutaneous Injection
Procedure 18-7: Administer
an Intramuscular Injection
Procedure 18-8: Administer
an Intramuscular Injection
by the Z-Track Method
Administering Injections
to Infants and Small Children
Principles of IV Therapy
Preparing and Injecting Insulin
Immunity
Types of Vaccines
Immunization Schedules
Disease Protection

CHAPTER 19
Emergencies, Acute lliness, Accidents,
and Recovery 951

UNIT 2

UNIT 3

9204
9204
9204
905
905
907
910
912
912

914
916

917
920

922

924

925
927

928

930

933

934

935

936
937
9240
940
940
9241
941

UNIT T Managing Emergencies in the Medical
Office / 952
Emergency Provisions in the Medical Office
Documenting Emergency Procedures
Emergency Services

UNIT 2 Acute lllness / 955

Recognize and Respond to an Emergency
Distinguishing Severity of Illness

953
954
954

956
956

B >

CONTENTS XV

Respiratory Emergencies 961
Procedure 19-1: Perform an Abdominal

Thrust on an Adult Victim with

an Obstructed Airway 964
Cardiopulmonary Resuscitation (CPR) 966
CPR and Disease Transmission 966
Procedure 19-2: Perform Adult

Cardiopulmonary Resuscitation (CPR) 969
CPR for Children and Infants 972
Procedure 19-3: Perform Cardiopulmonary

Resuscitation (CPR) for Children 973

UNIT 3 First Aid in Accidents and Injuries / 975

Sudden llinesses and Injuries 976
Burns 977
First Aid for Common Injuries 980
Wounds 983
Procedure 19-4: Clean Wound Areas 984
Procedure 19-5: Apply a Recurrent

Turn Bandage to a Finger 985
Procedure 19-6: Apply a Bandage

in an Open or Closed Spiral 986
Procedure 19-7: Apply a Figure-Eight

Bandage to a Hand and Wrist 987
Procedure 19-8: Apply a Cravat

Bandage to Forehead, Ear, or Eyes 988
Procedure 19-9: Apply a Triangular

Bandage to the Head 989

UNIT 4 Recovering Function and Mobility / 990

Indications for Mobility Devices 9290
Procedure 19-10: Apply an Arm Sling 992
Procedure 19-11: Use a Cane 993
Procedure 19-12: Use Crutches 995
Procedure 19-13: Use a Walker 996
Procedure 19-14: Assist a Patient from a

Wheelchair to an Examination Table 997
Procedure 19-15: Assist a Patient from

an Examination Table to a Wheelchair 9299
Safety at Home 1000

SECTION 5
BEHAVIORS AND HEALTH

CHAPTER 20
Behaviors Influencing Health 1004

UNIT 1T Nutrition, Exercise, and Weight
Control / 1005

Nutrition 1006
Food Labels 1015
Weight Control 1017



Xvi CONTENTS

Diets 1018
Exercise 1020
Healthy Spirit 1020
Sleep 1020
UNIT 2 Habit-Forming Substances / 1023
Types of Habit-Forming Substances 1024
The Disease of Dependency 1024
Alcohol 1024
Tobacco 1026
Marijuana 1027
Stimulants 1028
Opiates 1030
Injection Drug Use 1033
Hallucinogens, Dissociative Drugs,
and Club Drugs 1034
Depressants 1034
Patient Care 1035
UNIT 3 Related Therapies / 1036
Alternatives to the Traditional
Medical Model 1036
Increased Popularity of Related
Medical Therapies 1037
Foods 1038
Herbal Products and Dietary
Supplements 1039
Related Therapies 1040
SECTION 6
EMPLOYABILITY SKILLS
PPy - .

CHAPTER 21
Explore, Enter, and Succeed
in Employment 1050

UNIT 1 Externship / 1051

Defining the Purpose 1051
Externship Policy 1051
Selecting Externship Sites 1051
Externship Objectives 1052
Externship Agreements 1052
Planning for Externship Experiences 1052
Externship Evaluation 1054

UNIT 2 The Job Search / 1056

The Resumé 1057
Procedure 21-1: Prepare a Resumé 1058
The Cover Letter 1060
Classified Advertisements 1061
Public Employment Services 1061
Private Employment Agencies 1062
Other Contacts 1062

UNIT 3 Career Entry and Success / 1062
Career Entry 1063
Application Forms 1063
Procedure 21-2: Complete a Job Application = 1065
The Interview 1065
What Employers Want Most in Employees 1068
Procedure 21-3: Write an Interview

Follow-up Letter 1069

The Job Description 1070
The Employee Evaluation and Review 1071
Advancement 1072
Terminating Employment 1073
Employee Records 1074
Summary 1074
A Final Note 1075

APPENDIX A

Medical Assistant Role Delineation

Chart 1077

APPENDIX B

Certified Medical Assistant (CMA) Certification
Examination Outline 1078

APPENDIX C

Registered Medical Assistant (RMA)

Certification Examination Outline 1080

APPENDIX D

Certified Medical Administrative
Specialist (CMAS) Certification
Examination Outline 1082

APPENDIX E

Measurements and Abbreviations 1033

Glossary /1089
Spanish Language Glossary / 1125
Index / 1155



LisT OF PROCEDURES

Procedure 6-1: Perform a Telephone Screening / 117

Procedure 6-2: Obtain a Telephone Message from a
Phone Recording Device / 118

Procedure 6-3: Telephone a Patient with Test
Results / 122

Procedure 6-4: Schedule Appointments / 127
Procedure 6-5: Arrange a Referral Appointment / 137
Procedure 6-6: Respond to Written Communication / 141
Procedure 6-7: Compose a Business Letter / 149
Procedure 6-8: Total Charges on a Calculator / 166
Procedure 6-9: Operate a Copy Machine / 167
Procedure 6-10: Operate a Transcriber / 170

Procedure 6-11: Operate an Office Computer / 178

Procedure 7-1: Open the Office / 183

Procedure 7-2: Obtain New Patient Information / 188
Procedure 7-3: Close the Office / 188

Procedure 7-4: File Item(s) Alphabetically / 207
Procedure 7-5: Pull File Folder from Alphabetic Files / 208
Procedure 7-6: File Item(s) Numerically / 209

Procedure 7-7: Pull File Folder from Numeric Files / 209

Procedure 8-1: Prepare a Patient Ledger Card / 221
Procedure 8-2: Record Charges and Credits / 221
Procedure 8-3: Generate an Itemized Statement / 222

Procedure 8-4: Process a Credit Balance
and Refund / 225

Procedure 8-5: Compose a Collection Letter / 230

Procedure 8-6: Post Non-Sufficient Funds (NSF) Checks
and Collection Agency Payments / 232

Procedure 9-1: Perform Procedural and Diagnostic
Coding / 260

Procedure 9-2: Complete a Claim Form / 262

Procedure 10-1: Prepare a Check / 283
Procedure 10-2: Prepare a Deposit Slip / 285
Procedure 10-3: Reconcile a Bank Statement / 287

Procedure 10-4: Establish and Maintain a Petty Cash
Fund / 288

Procedure 10-5: Perform an Inventory of Supplies and
Equipment / 298

Procedure 10-6: Perform Routine Maintenance of
Administrative and Clinical Equipment / 301

Procedure 10-7: Manage a Physician’s Professional
Schedule and Travel / 302

Procedure 12-1: Hand Washing / 606
Procedure 12-2: Wrap Items for Autoclave / 623

Procedure 12-3: Perform Sterilization through Use of an
Autoclave / 625

Procedure 13-1: Perform In-Person Screening / 632

Procedure 13-2: Obtain and Record a Patient
History / 637

Procedure 13-3: Measure Height on a Balance Beam
Scale / 642

Procedure 13-4: Weigh Patient on Balance Beam
Scale / 643

Procedure 13-5: Measure Oral Temperature with a
Disposable Plastic Thermometer / 649

Procedure 13-6: Measure Oral Temperature with an
Electronic Thermometer / 651

Procedure 13-7: Measure Rectal Temperature with an
Electronic Thermometer / 652

Procedure 13-8: Measure Axillary Temperature with an
Electronic Thermometer / 653

Procedure 13-9: Measure Core Body Temperature with
an Infrared Tympanic Thermometer / 655

Procedure 13-10: Measure Temperature with a Temporal
Artery Thermometer / 656

Procedure 13-11: Measure the Radial Pulse / 661
Procedure 13-12: Measure the Apical Pulse / 663

Xvii



xviii LIST OF PROCEDURES

Procedure 13-13: Measure Respirations / 665
Procedure 13-14: Measure Blood Pressure / 670

Procedure 14-1: Irrigate the Eye / 677
Procedure 14-2: Irrigate the Ear / 678
Procedure 14-3: Instill Ear Medication / 680
Procedure 14-4: Instill Eye Medication / 682

Procedure 14-5: Screen Visual Acuity with a Snellen
Chart / 684

Procedure 14-6: Screen Visual Acuity with the Jaeger
System / 685

Procedure 14-7: Determine Color Vision Acuity by the
Ishihara Method / 687

Procedure 14-8: Prepare and Maintain Examination and
Treatment Areas / 694

Procedure 14-9: Assist the Patient to the Horizontal
Recumbent Position / 695

Procedure 14-10: Assist the Patient to the Prone
Position / 696

Procedure 14-11: Assist the Patient to a Sims’
Position / 697

Procedure 14-12: Assist the Patient to a Knee-Chest
Position / 698

Procedure 14-13: Assist the Patient to a Fowler’s
Position / 700

Procedure 14-14: Assist the Patient to a Lithotomy
Position / 701

Procedure 14-15: Prepare a Patient for and Assist with a
Routine Physical Examination / 718

Procedure 14-16: Prepare the Patient for and Assist
with a Gynecologic Examination and ThinPrep
Pap Test / 726

Procedure 14-17: Assist with a Sigmoidoscopy / 735

Procedure 14-18: Administer a Disposable Cleansing
Enema / 737

Procedure 14-19: Measure Recumbent Length of an
Infant / 750

Procedure 14-20: Measure Height / 751
Procedure 14-21: Weigh an Infant / 752
Procedure 14-22: Measure Head Circumference / 753

Procedure 14-23: Measure an Infant’s Chest
Circumference / 754

Procedure 14-24: Screen Pediatric Visual Acuity with a
Modified Snellen Chart / 756

Procedure 15-1: Use a Microscope / 762

Procedure 15-2: Puncture Skin with a Sterile
Lancet / 765

Procedure 15-3: Obtain Venous Blood with the Butterfly
Needle Method / 770

Procedure 15-4: Obtain Venous Blood with a Sterile
Needle and Syringe / 770

Procedure 15-5: Obtain Venous Blood with a Vacuum
Tube / 775

Procedure 15-6: Hemoglobin Determination Using a
Hemoglobinometer / 784

Procedure 15-7: Determine Hematocrit (Hct) Using a
Microhematocrit Centrifuge / 786

Procedure 15-8: Perform an Erythrocyte Sedimentation
Rate (ESR) / 792

Procedure 15-9: Screen Blood Sugar (Glucose)
Level / 793

Procedure 15-10: Perform Hemoglobin A1C
(Glycosylated Hemoglobin) Screening / 795

Procedure 15-11: Perform a Cholesterol Screening / 796

Procedure 15-12: Screen and Follow Up Blood Test
Results / 797

Procedure 15-13: Perform a Screening for Infectious
Mononucleosis / 798

Procedure 15-14: Instruct a Patient on the Collection of
a Clean-Catch Midstream Urine Specimen / 802

Procedure 15-15: Test Urine with Multistix® 10 SG / 808

Procedure 15-16: Obtain Urine Sediment for
Microscopic Examination / 810

Procedure 15-17: Perform Screening for
Pregnancy / 810

Procedure 15-18: Screen and Follow Up Urine Test
Results / 811

Procedure 15-19: Instruct a Patient to Collect a Stool
Specimen / 814

Procedure 15-20: Perform a Hemoccult Test / 816

Procedure 15-21: Instruct a Patient to Collect a Sputum
Specimen / 817

Procedure 15-22: Perform a Wound Collection for
Microbiologic Testing / 819

Procedure 15-23: Obtain a Throat Culture / 826

Procedure 15-24: Perform a Rapid Strep Screening Test
for Group A Strep / 826

Procedure 16-1: Perform a Scratch Test / 837
Procedure 16-2: Perform a Patch Test / 839

Procedure 16-3: Obtain a Standard 12-Lead
Electrocardiogram / 846

Procedure 16-4: Holter Monitoring / 856
Procedure 16-5: Perform Spirometry Testing / 859



Procedure 17-1: Sterile Tray Set-up / 879

Procedure 17-2: Prepare Skin for Minor Surgery / 885
Procedure 17-3: Put on Sterile Gloves / 889
Procedure 17-4: Assisting with Minor Surgery / 893

Procedure 17-5: Assisting with Suturing a
Laceration / 894

Procedure 17-6: Remove Sutures / 896

Procedure 18-1: Obtain and Administer Oral
Medication / 917

Procedure 18-2: Withdraw Medication from an
Ampule / 924

Procedure 18-3: Withdraw Medication from a Vial / 925
Procedure 18-4: Reconstitute a Powder Medication / 928
Procedure 18-5: Administer an Intradermal
Injection / 930
Procedure 18-6: Administer a Subcutaneous
Injection / 933
Procedure 18-7: Administer an Intramuscular
Injection / 934
Procedure 18-8: Administer an Intramuscular Injection
by the Z-Track Method / 935

Procedure 19-1: Perform an Abdominal Thrust on an
Adult Victim with an Obstructed Airway / 964

Procedure 19-2: Perform Adult Cardiopulmonary
Resuscitation (CPR) / 969

LIST OF PROCEDURES Xix

Procedure 19-3: Perform Cardiopulmonary Resuscitation
(CPR) for Children / 973

Procedure 19-4: Clean Wound Areas / 984

Procedure 19-5: Apply a Recurrent Turn Bandage to a
Finger / 985

Procedure 19-6: Apply a Bandage in an Open or Closed
Spiral / 986

Procedure 19-7: Apply a Figure-Eight Bandage to a
Hand and Wrist / 987

Procedure 19-8: Apply a Cravat Bandage to Forehead,
Ear, or Eyes / 988

Procedure 19-9: Apply a Triangular Bandage to the
Head / 989

Procedure 19-10: Apply an Arm Sling / 992
Procedure 19-11: Use a Cane / 993
Procedure 19-12: Use Crutches / 995
Procedure 19-13: Use a Walker / 996

Procedure 19-14: Assist a Patient from a Wheelchair to
an Examination Table / 997

Procedure 19-15: Assist a Patient from an Examination
Table to a Wheelchair / 999

Procedure 21-1: Prepare a Resume / 1058
Procedure 21-2: Complete a Job Application / 1065

Procedure 21-3: Write an Interview Follow-up
Letter / 1069



