
Medical Assisting: Administrative and Clinical Competencies,
Sixth Edition, is a proven, competency-based learning
system with a 23-year history of success. The text is
full-color throughout and written in an interesting,
easy-to-understand format. The content covers the
knowledge, skills, attitudes, and values necessary to
prepare you to become a successful, multiskilled med-
ical assistant.

Information is presented in six major sections,
which are divided further into 21 chapters and 80 units
of instruction. There are hundreds of new color pho-
tos, illustrations, charts, and tables to visually supple-
ment and reinforce the written material. New and
revised instructor materials and student resources, in-
cluding a Workbook, Instructor’s Resource Manual, Elec-
tronic Classroom Manager, Online Companion, and
WebTutor, complete this learning system.

The text and workbook are comprehensive, covering
the administrative, clinical, and general areas identified
by the current Medical Assisting Role Delineation
Study issued by the American Association of Medical
Assistants (AAMA) and the National Board of Examin-
ers. The learning and performance competencies are
identified at the beginning of each unit of instruction.
Performance objectives correlate with each written ad-
ministrative or clinical procedure.

A clear and concise presentation of human anatomy
and physiology is included in the text. The structure and
function of each body system is followed by a discussion
of the common diagnostic examinations and diseases
and disorders of that system. To facilitate learning, an ex-
panded outline format organizes the description, signs
and symptoms, etiology, and treatment for each disease.

The entire learning system is designed as an interactive
guide for a successful career as a multiskilled medical as-
sistant in today’s dynamic health care environment. It
can be used in a variety of settings:

● For a structured classroom setting, with the exper-
tise of a qualified instructor

● For individualized instruction of learners in pro-
grams of diversified training, because much of the
content and format are appropriate for self-study

● For on-the-job training in a physician’s office, where
the learning package serves as a supplement to em-
ployee instruction and as a resource manual

● For review by medical assistants who wish to prepare
for the certification exam

Completion of the learning materials, achievement
of the learning and performance objectives, and appli-
cation of the competencies during externship or em-
ployment prepare you to successfully complete a
national certification exam.

A Student Software CD-ROM accompanies this
book and contains interactive software that challenges
you to apply content, think critically, develop compe-
tency in skills, and improve your knowledge base.

Together the authors have more than 75 years of
medical and academic educational preparation and
employment experience. In addition, medical assis-
tants, educators, nurse practitioners, physicians from
general and specialty practices, a medical laboratory
technician, a medical engineer, and a bank manager
have reviewed and contributed to this sixth edition.

WHAT’S NEW IN THE SIXTH
EDITION?
Many changes were made to reflect the impact of tech-
nology, recent legislation, medical advances, and re-
vised accreditation standards. Boxed features and
icons highlighting important HIPAA concepts and
EHR trends are included throughout each chapter.
Other new features have been added, including a
Study Checklist, Certification Connection, Activities,
and Critical Thinking and StudyWARE Challenges.
Limitations on clinical laboratory procedures and the
impact of this and other legislation on the operation
of a medical office are explained. Other changes in-
volve third-party payments, the shift to managed care,
and the communication revolution. The anatomy and
physiology content reflects advances in cellular biol-
ogy applications, new photographs of pathology, and
the ever-changing diagnostic and treatment methods.
A Spanish Glossary of key terms is found following
the English Glossary.

Technology Initiatives
Major new technology initiatives are an integral part of
the sixth edition. Highlights include:

● New StudyWARE software with quizzes, activities,
and the Competency Challenge is included on the
Student Software CD-ROM.
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● The Critical Thinking Challenge and a Medical Ter-
minology Audio Library are included on the Student
Software CD-ROM.

● Medical Office Simulation Software and case studies
accompany the Workbook.

● SYNAPSE EHR version 1.0: Electronic Charting Soft-
ware and task exercises accompany the Workbook.

Content Improvements
The major content changes to the text are as follows:

Chapter 1, Health Care Providers, includes a new
table format for historical developments and people
important to development. Unit 2, The Total Health
Care Team, has been revised and streamlined to com-
bine material from fifth edition’s Units 2 and 3.

Chapter 2, The Medical Assistant, includes ex-
panded information on the American Medical Technol-
ogists (AMT) and National Heathcareer Association
(NHA) organizations and provides information about
the CMAS, CCMA, and CMAA exams. 

Chapter 3, Medical Ethics and Liability, offers a
new discussion on HIPAA and the Privacy Rule. 

Chapter 4, Professional Communications, reflects
the move of material on Career Entry and Employee
Evaluation to a more appropriate place in Chapter 21
on employment.

Chapter 5, Medical Terminology, is an entirely
new chapter, based on accreditation and certification
exam content standards.

Chapter 6, Oral and Written Communications,
includes new content on HIPAA guidelines relating to
telephone and written communications, and content
on computerized appointment scheduling. The latest
technology equipment and instructions are provided.
The chapter includes new procedures on performing a
telephone screening, placing a follow-up call to inform
a patient of test results, and responding to written
communication. 

Chapter 7, Facility and Records Management,
starts with a new Unit 1, Preparing for the Day. Unit 2,
The Patient’s Medical Record, gives an overview of
HIPAA relating to the medical record and discusses
electronic health records. 

Chapter 8, Collecting Fees, has been streamlined.
The units have been combined and reorganized. 

Chapter 9, Health Care Coverage, offers an up-
dated discussion of Medicare and Medicaid.

Chapter 10, Medical Office Management, starts
with a new placement of Unit 1, Safety, Security, and
Emergency Plans. Unit 2, The Language of Banking,
gives expanded instruction on writing a check and
completing a check stub. Unit 5, General Manage-
ment Duties, includes new content on office liability
insurance, equipment inventory and maintenance,
and physician’s professional meetings. The chapter

includes new procedures on establishing and main-
taining a petty cash fund, performing an inventory of
supplies and equipment, performing routine mainte-
nance of administrative and clinical equipment, and
managing a physician’s professional schedule and
travel.

Chapter 11, Anatomy and Physiology of the Hu-
man Body, shows new pathology photographs. In ad-
dition, the content was thoroughly reviewed by
specialists in each body system.

Chapter 12, Preparing the Clinical Duties, in-
cludes a new procedure on performing sterilization
through use of an autoclave.

Chapter 13, Beginning the Patient’s Record, starts
with two brand-new units on in-person screening and
the medical history, which include new procedures on
performing an in-person screening and taking a med-
ical history. Unit 3, Body Measurements and Vital
Signs, added discussion and procedures on body mea-
surements and the temporal artery thermometer and
deleted discussion and procedures involving mercury
thermometers.

Chapter 14, Physical Examinations and Assess-
ment Procedures, offers new information on the
medical assistant’s role in the complete physical ex-
amination, Pap testing, and prenatal visits. Step-by-
step discussion of the physical exam format is
presented in outline format. Unit 5, Pediatric Exami-
nations and Procedures, is completely new. This
chapter offers several new procedures on preparing
and maintaining examination and treatment areas,
preparing patients for and assisting with routine
physical examinations, and assisting with a gyneco-
logic examination and ThinPrep Pap test.

Chapter 15, Specimen Collection and Laboratory
Procedures, has been completely rewritten and reorga-
nized to map to accreditation standards. To this end,
all non-CLIA-waived tests have been removed. The
chapter includes new procedures on performing an 
erythrocyte sedimentation rate (ESR), performing a
rapid strep screening test for group A strep, instructing
a patient in the collection of a clean-catch midstream
urine specimen, and performing a wound collection for
microbiologic testing.

Chapter 16, Diagnostic Tests, X-Rays, and Proce-
dures, includes new information on RAST testing and
a new procedure on performing spirometry testing.

Chapter 17, Minor Surgery in the Medical Of-
fice, has been expanded into three distinct units:
Unit 1 discusses the care and handling of instru-
ments; Unit 2 informs about preoperative instruc-
tions and provides a new procedure on sterile tray
set-up; and Unit 3 goes in-depth about assisting with
minor surgical procedures, including new informa-
tion on anesthetics, postoperative instructions, and
bandaging. 
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Chapter 18, Assisting with Medications, gives
more information about using the PDR, drug cate-
gories and classifications, and controlled substances.
New content on principles of IV therapy, vaccina-
tions, and immunizations has been added, along
with a new procedure on reconstituting a powdered
medication.

Chapter 19, Emergencies, Acute Illness, Acci-
dents, and Recovery, provides new information on
recognizing and responding to an emergency, safety
and emergencies in children, and CPR for children and
adults. It includes a new procedure on performing ab-
dominal thrusts on an adult victim with an obstructed
airway.

Chapter 20, Behaviors Influencing Health, dis-
cusses the new food pyramid from the U.S. Depart-
ment of Agriculture and includes a revised discussion
of nutrition, calories, and cultural influence on diets.
The unit on Habit-Forming Substances was entirely re-
vised by a certified substance abuse nurse.

Chapter 21, Explore, Enter, and Succeed in Em-
ployment, has been retitled to reflect revised, more
practical chapter content. Unit 1, Externship, is brand
new. Unit 3, Career Entry and Success, includes two
new procedures on completing a job application and
writing an interview follow-up letter.

More Support Materials
This edition marks a drastic improvement in instructor
and student support materials: 

● A completely revised Workbook maps to the text and
follows a new unit structure.

● Competency Evaluations include links to ABHES
and CAAHEP competencies, with their alphanu-
meric designations.

● Unit Applications and Procedures are designed to
provide Work Products as outlined from CAAHEP.

● The Workbook includes case studies that comple-
ment Medical Office Simulation Software and
SYNAPSE EHR, version 1.0: Electronic Charting
Software.

● Microsoft PowerPoint presentations incorporate
over 45 minutes of video clips and web links.

● An Image Library includes illustrations and photos
from the text.

● A new Online Companion includes content for in-
structors and students. 

● A ready-to-use Curriculum is available on the Online
Companion and includes detailed lesson outlines
for each unit, suggested activities, and procedures
specifically mapping to accreditation competencies.

● WebTutor Advantage on Blackboard or WebCT in-
cludes Microsoft PowerPoint, test bank, video clips,
animations, quizzes, exams, and static and interac-
tive files for each chapter.

COMPREHENSIVE LEARNING
PACKAGE

Student Support
The Workbook (ISBN 1-4180-3267-0) has been fully
revised to closely map the unit structure of the text. Ex-
plore each unit’s content through the Words to Know
Challenge, Unit Reviews, and Case Studies with critical
thinking questions. Following completion of perfor-
mance objective practice in each chapter, remove the
corresponding Performance Evaluation Checklists
in the Workbook and perform the procedures. Each
checklist contains columns for multiple attempts, links
to both ABHES and CAAHEP competency numbering,
appropriate documentation boxes, and work product
notations.

SYNAPSE EHR, version 1.0: Electronic Charting
Software is packaged free with the Workbook and in-
cludes four modules to provide experience entering 
patient information into an electronic chart. Each
module assigns specific tasks to the student and con-
cludes with critical thinking questions about the mate-
rial presented. A Performance Evaluation Checklist
follows this section to provide documentation of this
competency.

Medical Office Simulation Software is packaged
free with the Workbook with six case studies to provide
experience using practice management software. Each
case study requires the student to register patients, en-
ter and verify insurance information, create appoint-
ments, post procedures, and perform billing routines.

The Online Companion contains additional games
and activities relating to anatomy and physiology, to help
reinforce concepts and terminology. To access, go to
www.delmarlearning.com/companions, select Allied Health in
the drop-down menu, and click on the title of this book.

Instructor Support
The Instructor’s Resource Manual (ISBN 1-4180-
3268-9) provides answer keys for the text and Workbook,
teaching tips and suggestions, class and individual ac-
tivities, and lesson outlines for each unit.

The Electronic Classroom Manager (ISBN 1-4180-
3269-7) is a CD-ROM loaded with content to provide
instructors with complete support in the classroom. 

● Use the electronic Instructor’s Resource Manual
files to help prepare for class.

● Deliver effective presentations with chapter Mi-
crosoft PowerPoint presentations, which include
visuals and approximately 45 minutes of video clips. 

● Create quizzes and tests to monitor student progress
with the Computerized Test Bank in ExamView,
with over 1,700 questions. 
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● The Image Library of over 700 illustrations allows
you to pick the important visuals from the text to in-
corporate into your own class presentations.

The Online Companion contains extra content for
your classroom. To access, go to www.delmarlearning.com/
companions, select Allied Health in the drop-down
menu, and click on the title of this book. It includes:

● Password-protected complete Curriculum, which
includes detailed lesson outlines for each unit 

● Updates and additional curriculum, documents, and
mapping tools

Check out the WebTutor on either Blackboard or
WebCT to help manage your course. 

● WebTutor Advantage (ISBN 1-4180-3274-3 on Black-
board; ISBN 1-4180-3273-5 on WebCT) provides a
course calendar, chat, e-mail, threaded discussions,
web links, and a white board and is loaded with con-
tent related to each chapter, including quizzes, ex-
ams, interactive activities, flash cards, and more.

● WebTutor Toolbox (ISBN 1-4180-3276-X on Black-
board; ISBN 1-4180-3277-8 on WebCT) offers the
same course management features and functional-
ity. Chapter content includes objectives, frequently
asked questions, and learning links.

ACKNOWLEDGMENTS
A textbook of this nature requires the input and assis-
tance of many friends, professional colleagues and ac-
quaintances, subject matter experts, the publishing
team, and the group of reviewers. We owe them all a
great deal of appreciation and recognition for their
willingness to contribute their time and expertise to as-
sist with this revision.

A special acknowledgment to National College, In-
dianapolis, Indiana, for its participation in the pho-
tographing of many figures in this textbook, with
special thanks to Jim Pershing, Campus Director; Ted
Westlund, Director of Health Care Education; the
staff, faculty, and students at the Indianapolis campus;
and Evie O’Nan, Director of Health Care Education at
the Florence campus and her volunteer students.

Contributors
Special recognition for their contribution to the sixth
edition is due to the following:

Michelle Heller, CMA, RMA, program director,
Medical Assisting Program at the Ohio Institute of
Health Careers, for her guidance, advice, and assistance
throughout the revision process.

Lyn Veach, CMA, MLT (ASCP), former medical as-
sistant instructor, Columbus State Community Col-
lege, for her revision of two units in Chapter 6 and all
of Chapters 17 and 18. Lyn also revised several chapters
in the Workbook and Instructor’s Resource Manual.

Paula Murphy, MA, reimbursement manager for a
large orthoneuro practice, for her expertise in fiscal
management and insurance for revising Chapters 8
and 9.

Kent Vedder, BSME, director of engineering for a
medical plastics company, for his assistance with elec-
tronic communications, computer terminology, and pre-
vention and dealing with computer viruses in Chapter 6.

Cecilia Krebs, CARN (certified addiction RN), for
her outstanding in-depth revision of habit-forming
substances in Chapter 20, Unit 2.

We continue to acknowledge the following contribu-
tors to the fifth edition, whose work remains a part of
this text:

Anne Burns, RPh, Clinical Assistant Professor and
manager of the Proficiency Practice Laboratory, The
Ohio State University College of Pharmacy, for assis-
tance with Chapter 18 on medications.

Holly Herron Meader, RN, MS, Life Flight trauma
nurse and critical care outreach manager, for contribu-
tions to Chapter 19 on first aid and emergency care.

Susan L. Newell, Key Bank branch manager, for as-
sistance with banking processes and procedures in
Chapter 10.

Warner M. Thomas, Jr., attorney at law, for his re-
view and recommendations regarding medical ethics
and liability in Chapter 3.

Anatomy and Physiology Chapter
The invaluable contributions from physicians, educa-
tors, nurse specialists, and nurse practitioners are truly
outstanding. They invested many hours in reviewing,
identifying, and recommending content to be added,
deleted, or updated in the 13 units of Chapter 11.
Words alone are not adequate to express our apprecia-
tion. A very special acknowledgment to the following
contributors to the sixth and previous editions:

Unit 1 Anatomic Descriptors and Fundamental
Body Structure 

Carmen Carpenter, RN, MS, CMA, Chair, Allied
Health Science and Medical Assisting, South Univer-
sity, West Palm Beach, FL

Stephen D’Ambrosio, PhD, Professor of Radiobi-
ology and Pharmacology, The Ohio State University
College of Medicine (fourth and fifth editions)

xxvi PREFACE

Keir_00b_FM_i-xxviii.qxd  2/1/07  2:22 PM  Page xxvi



Unit 2 The Nervous System
Claire V. Wolfe, MD, Physical Medicine and Reha-

bilitation

Unit 3 The Senses
Janet McOwen, RN, ophthalmology practice
Lawrence Koegel, MD, otorhinolaryngology
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About the Supplements

The Workbook has been fully revised to map more closely to the text and follows a new unit structure. Explore each unit’s 
content through the Words to Know Challenge, Unit Reviews, and Case Studies with critical thinking questions.

Unit Applications are designed to provide Work Products as outlined by CAAHEP, and Certifi cation and Registration 
Preparation questions emphasize the importance of credentialing.  

Following completion of performance objective practice in each chapter, remove the corresponding Performance 
Evaluation Checklists at the back of the Workbook and perform the procedures. Each checklist contains columns 
for multiple attempts, links to both ABHES and CAAHEP competency numbering, and documentation boxes.

INSTRUCTOR SUPPORT

The Instructor’s Resource Manual provides answer keys for the text and Workbook, teaching tips and suggestions, 
class and individual activities, and sample syllabi and course outlines.

The Electronic Classroom Manager is a CD-ROM loaded with content to provide instructors with complete support in 
the classroom, including electronic Instructor’s Manual fi les, Microsoft PowerPoint presentations, a Computerized Test 
Bank, and an Image Library.

The Online Companion contains extra content for the classroom.
• Password-protected complete Curriculum, which includes detailed lesson outlines for each unit 
• Updates and additional curriculum documents and mapping tools
• Additional games and activities for students

WebTutor on either Blackboard or WebCT to help manage your course. 
• WebTutor provides a course calendar, chat, e-mail, threaded discussions, web links, and a white board.
• WebTutor Advantage is loaded with content related to each chapter, including quizzes, exams, interactive activities, fl ash 
 cards, and more.

SYNAPSE, version 1.0: An Electronic 
Charting Simulation is packaged free with 
the Workbook and includes fi ve modules to 
provide experience entering patient information 
into an electronic chart. Each module assigns 
specifi c tasks to the student and concludes 
with critical thinking questions about the 
material presented. 

Medical Offi ce Simulation Software 
is packaged free with the Workbook with 
six case studies to provide experience using 
practice management software. Each case 
study requires the student to register patients, 
enter and verify insurance information, create 
appointments, post procedures, and perform 
billing routines.
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