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Synopsis

With proven techniques and professional insight, this one-of-a-kind resource is your complete guide
to ensuring both effective patient care and sound business practices in the medical facility. From the
front office to financial management, each detailed chapter addresses the interpersonal and
administrative concerns youA¢a -4,¢ll face in the management of a medical office, accompanied
by realistic forms, letters, and procedural policies that help you prepare for on-the-job success. This
new edition keeps you up to date on emerging developments in billing and coding, documentation,
ethical and legal issues, and technological advances to help you keep your medical office at the
forefront of the competitive health care field.ManagerA¢a -4,¢s Alert boxes detail measures to help
you avoid complications and prevent potential emergencies.From the ExpertA¢a -4,¢s Notebook
boxes help you build daily decision-making skills with helpful tips, suggestions, and insights drawn
from real-world practice.Exercises at the end of each chapter reinforce concepts and help you
assess your understanding.Detailed appendices provide fast, easy access to commonly used
abbreviations and symbols, Medicare information, helpful websites, and answers to the
end-o-f-chapter exercises, as well as a sample procedure and policy manual to guide you in
developing your own practices.Written Communication chapter helps you ensure proper
communication and documentation in the health care facility.Updated content in the Medical Record
chapter familiarizes you with the latest information on the electronic medical record.The updated
Billing, Coding, and Collections chapter keeps you up to date with the latest coding and insurance
forms (CMS 1500).Coverage of current legal and ethical issues and emerging technology in the

medical office keep you apprised of recent developments.
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Customer Reviews

This book is very outdated. If you are a teacher thinking of using this book, just dont. It references

out of date information. It is cheap for students but | would not rely on this book for anything.

Ordered this item and received it very quickly! Arrived exactly as expected. Very pleased.

Great introductory book that is well organized and covers a lot of topics. Worth the money

| love my purchase. It arrived on time and was in GREAT condition....This purchase was worth

every penny | spent and more!!l! Will spread the word with my fellow classmates regarding my

GREAT experience.....!IIll THANKS A MILLION!!! :)

Love this book.

| bought it for school and it is wonderful! The book it self is easy to navigate. The service when

ordering this book was exceptional! Wonderful service!

Delivery not as expected but otherwise product ordered was received in great condition as

advertised.

| got my book in no time but honestly i hate this book. Chapter 3 is 20 pages long and it's sosososo

boring. We haven’t even had our first test yet, and | dread reading it. | don’t think I’'m gonna get

anything from this book.
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