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	I.
	COURSE DESCRIPTION:

Prepares students to work with Microsoft Office 2010 using Windows 7 operating system and Internet Explorer in medical office settings.  Medical offices are fast-past environments that require proficiency with a variety of duties, tasks and skills specific to healthcare.  This course teaches key computer competencies needed in a healthcare environment and provides practice in applying skills in realistic medical scenarios.  Throughout the course realistic medical assignments and activities provide the context for learning essential computer tasks performed in a healthcare setting.  All of the computer skills are taught in the context of preparing materials to support the services that are provided in various medical environments.


	II.
	LEARNING OUTCOMES AND ELEMENTS OF THE PERFORMANCE:



	
	Upon successful completion of this course, the student will demonstrate the ability to:



	
	1.
	Use Windows and the basics of the operating system to display and manage information within a work environment.


	
	
	Potential Elements of the Performance:

· Exploring the Windows Desktop

· Opening and Manipulating Windows

· Exploring the Taskbar, Gadgets, and Dialog Box Components



	
	2.
	Use and navigate the Internet using Internet Explorer for purpose of research and enhancement to work assignments.


	
	
	Potential Elements of the Performance:

· Using URLs and hyperlinks

· Searching and downloading medical resources



	
	3.
	Use MS Word to create documents such as memos, letters, medical reports, medical research papers, brochures and envelopes through the use of editing and formatting features as well as advanced editing and visual elements.


	
	
	Potential Elements of the Performance:

· Produce a medical related report

· Create and maintain medical records and chart notes

· Edit and format informative documents for patients about appointment scheduling, disease prevention and education opportunities

· Prepare envelops, mailing labels, and documents for mailings 

· Create patient questionnaires and forms for gathering patient information


	
	4.
	Use Excel to analyze and present data organized in a worksheet and perform what-if analysis scenarios.


	
	
	Potential Elements of the Performance:

· Purchase orders and statistic calculations for costs 

· Invoices for services

· Inventory Reports

· A lab requisitions billing report

· A requisition form

· A surgery report

· Revenue summary reports



	
	5.
	Use PowerPoint to create interesting and powerful presentations for the purpose of preparing medical presentations for clinics and hospitals.



	
	
	Potential Elements of the Performance:

· Completing the presentation cycle
· Applying and changing slide templates
· Using formatting and enhancement tools
· Apply the use of WordArt, SmartArt diagrams and animation

· Run a presentation and use the pen and highlighter during a presentation

· Adding sound to a presentation

· Printing and previewing presentation and notes



	
	6.
	Integrating MS Word, MS Excel and MS PowerPoint to demonstrate how to share data between programs within the MS Office Suite to enhance the best use of these tools and to manage data efficiently in the medical office.


	
	
	Potential Elements of the Performance:

· Copying, exporting, linking and embedding data

· Export a PowerPoint presentation to a word document

· Export a Word Outline to a PowerPoint presentation

· Link an Excel Chart with a Word document

· Edit a linked Object

· Embed a Word table into a PowerPoint presentation




	III.
	TOPICS:



	
	 1.
	Exploring Windows and the Desktop

	
	 2.
	Management of Files and Folders Using Windows Explorer 

	
	 3.
	Using Internet Explorer

	
	 4.
	Using MS Word to Create and Edit a Document

	
	 5.
	Formatting Characters and Paragraphs in MS Word

	
	 6.
	Formatting and Enhancing a Document in MS Word using Advanced Features

	 
	 7.
	Formatting Documents with Advanced Features

	
	 8.
	Creating a Worksheet in MS Excel

	
	 9.
	Analyzing Data Using MS Excel

	
	10.
	Editing and Formatting Worksheets

	
	11.
	Using Functions, Adding Visual Elements, Modifying Print Options, and Working with Tables using Advanced Features

	
	12.
	Integrating MS Word and Excel

	
	13.
	Creating a Presentation in MS PowerPoint

	
	14.
	Editing Slides and Slide Elements in a Presentation

	
	15.
	Integrating Word Excel and PowerPoint


	IV.
	REQUIRED RESOURCES/TEXTS/MATERIALS:

Using Computers in the Medical Office
ISBN: 978-0-76384-429-5
Authors:  Rutkosky, Seguin, Roggenkamp, Rutkosky
Publisher: Paradigm Publishing


	V.
	EVALUATION PROCESS/GRADING SYSTEM:

Windows Assignment: 5% 

File Management Assignment: 5% 

Internet Explorer Assignment: 5%
Windows and Internet Explorer Quiz:  5% 

MS Word Assignment 1: 5% 

MS Word Assignment 2: 5% 
MS Word Test: 10% 
MS Excel Assignment 1: 5%

MS Excel Assignment 2: 5%
MS Excel Test: 10% 

MS PowerPoint Assignment 1: 5% 

MS PowerPoint Assignment 2: 5% 

Integrating Microsoft Products Assignment: 5% 

Final Exam: 25% 



	
	The following semester grades will be assigned to students:


	
	Grade
	Definition
	Grade Point Equivalent

	
	A+
	90 – 100%
	4.00

	
	A
	80 – 89%
	

	
	B
	70 - 79%
	3.00

	
	C
	60 - 69%
	2.00

	
	D
	50 – 59%
	1.00

	
	F (Fail)
	49% and below
	0.00

	
	
	
	

	
	CR (Credit)
	Credit for diploma requirements has been awarded.
	

	
	S
	Satisfactory achievement in field /clinical placement or non-graded subject area.
	

	
	U
	Unsatisfactory achievement in field/clinical placement or non-graded subject area.
	

	
	X
	A temporary grade limited to situations with extenuating circumstances giving a student additional time to complete the requirements for a course.
	

	
	NR
	Grade not reported to Registrar's office.  
	

	
	W
	Student has withdrawn from the course without academic penalty.
	


	VI.
	SPECIAL NOTES:



	Attendance:

Sault College is committed to student success.  There is a direct correlation between academic performance and class attendance; therefore, for the benefit of all its constituents, all students are encouraged to attend all of their scheduled learning and evaluation sessions. This implies arriving on time and remaining for the duration of the scheduled session.  



	Student must take final exam to pass the course.



	VII.
	COURSE OUTLINE ADDENDUM:


	
	The provisions contained in the addendum located on the portal form part of this course outline.


