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14-1

14-2

Identifying Community
Resources

Control of Bleeding

Applying an Arm Splint
Booting Up and Shutting Down
the Computer

Software Installation

Hardware Installation
Answering and Screening
Incoming Calls

Transferring a Call

Taking a Telephone Message
Calling a Pharmacy to Refill an
Authorized Prescription
Handling Problem Calls
Placing Outgoing Calls
Recording a Telephone Message
on an Answering Device or Voice
Mail System

Preparing, Sending, and
Receiving a Fax

Establishing the Appointment
Matrix in a Paper System
Establishing the Appointment
Matrix Using Medical Office
Simulation Software (MOSS)
Making an Appointment on

the Telephone Using Paper
Scheduling

Making an Appointment on the
Telephone Using Medical Office
Simulation Software (MOSS)
Checking in Patients in a Paper
System

Checking in Patients Using
Medical Office Simulation
Software (MOSS)

Cancellation and Rescheduling
Procedures Using Paper
Scheduling

Cancellation and Rescheduling
in Medical Office Simulation
Software (MOSS)

Scheduling Inpatient and
Outpatient Admissions and
Procedures

Establishing a Paper Medical
Chart for a New Patient
Establishing an Electronic
Medical Record for a New Patient
Using Medical Office Simulation
Software (MOSS)
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15-1

15-2

15-3
15-4
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18-3
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19-5

Correcting a Paper Medical
Record

Correcting an Electronic Medical
Record

Steps for Manual Filing with an
Alphabetic System

Steps for Manual Filing with a
Numeric System

Steps for Manual Filing with a
Subject Filing System

Preparing and Composing
Business Correspondence Using
All Components (Computerized
Approach)

Addressing Envelopes According
to United States Postal
Regulations

Folding Letters for Standard
Envelopes

Creating a Mass Mailing Using
Mail Merge

Preparing Outgoing Mail
According to United States Postal
Regulations

Applying Managed Care Policies
and Procedures

Screening for Insurance
Obtaining Referrals and
Authorizations

Computing the Medicare Fee
Schedule

Current Procedural Terminology
Coding

International Classification of
Diseases, 9th Revision, Clinical
Modification Coding

Applying Third-Party Guidelines
Completing a Medicare CMS-1500
(08-05) Claim Form
Recording/Posting Patient
Charges, Payments, and
Adjustments in a Manual System
Balancing Day Sheets in a Manual
System

Posting Patient Charges Using
Medical Office Simulation
Software (MOSS)

Insurance Billing Using Medical
Office Simulation Software
(MOSS)

Posting Payments and
Adjustments Using Medical Office
Simulation Software (MOSS)
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20-1
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24-2

24-3

24-4

24-5

Processing Credit Balances and
Refunds Using Medical Office
Simulation Software (MOSS)
Preparing a Deposit

Recording a Nonsufficient Funds
Check in a Manual System
Writing a Check

Reconciling a Bank Statement
Establishing and Maintaining a
Petty Cash Fund

Explaining Fees in the First
Telephone Interview

Prepare Itemized Patient Accounts
for Billing in a Manual System
Identify Accounts Receivable
Using Medical Office Simulation
Software (MOSS)

Preparing Itemized Patient
Accounts for Billing Using
Medical Office Simulation
Software (MOSS)

Post/Record Collection Agency
Adjustments in a Manual System
Post/Record Adjustments Using
Medical Office Simulation
Software (MOSS)

Preparing Accounts Receivable
Trial Balance in a Manual System
Preparing Accounts Receivable
Trial Balance Using Medical Office
Simulation Software (MOSS)
Medical Asepsis Hand Wash
(Hand Hygiene)

Removing Contaminated Gloves
Transmission-Based Precautions:
Donning a Gown, Mask, Gloves,
and Cap (Isolation Technique)
Sanitization of Instruments
Taking a Medical History for a
Paper Medical Record
Measuring an Oral Temperature
Using an Electronic
Thermometer

Measuring an Aural Temperature
Using a Tympanic Thermometer
Measuring a Temperature

Using a Temporal Artery (TA)
Thermometer

Measuring a Rectal Temperature
Using a Digital Thermometer
Measuring an Axillary
Temperature
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Measuring an Oral Temperature
Using a Disposable Oral Strip
Thermometer

Measuring a Radial Pulse

Taking an Apical Pulse
Measuring the Respiration Rate
Measuring Blood Pressure
Measuring Height

Measuring Adult Weight
Assisting with a Complete Physical
Examination

Assisting with Routine Prenatal
Visits

Assisting with Pelvic Examination
and Pap Test (Conventional and
ThinPrep® Methods)

Assisting with Insertion of an
Intrauterine Device (IUD)

Wet Prep/Wet Mount and
Potassium Hydroxide (KOH)
Prep

Amplified DNA ProbeTec Test for
Chlamydia and Gonorrhea
Administration of a Vaccine
Maintaining Immunization
Records

Measuring the Infant: Weight,
Length, and Head and Chest
Circumference

Taking an Infant’s Rectal
Temperature with a Digital
Thermometer

Taking an Apical Pulse on an
Infant

Measuring Infant’s Respiratory
Rate

Obtaining a Urine Specimen
from an Infant or Young Child
Instructing Patient in Testicular
Self-Examination

Urinary Catheterization of a
Female Patient

Urinary Catheterization of a Male
Patient

Fecal Occult Blood Test
Performing Visual Acuity Testing
Using a Snellen Chart
Measuring Near Visual Acuity
Testing Color Vision Using the
Ishihara Plates

Performing Eye Instillation
Performing Eye Patch Dressing
Application

Performing Eye Irrigation
Assisting with Audiometry
Performing Ear Irrigation
Performing Ear Instillation
Assisting with Nasal Examination
Cautery Treatment of Epistaxis
Performing Nasal Instillation
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Administer Oxygen by Nasal
Cannula for Minor Respiratory
Distress

Instructing Patient in Use of
Metered Dose Inhaler
Spirometry

Pulse Oximetry

Assisting with Plaster Cast
Application

Assisting with Cast Removal
Assisting the Physician

during a Lumbar Puncture or
Cerebrospinal Fluid Aspiration
Assisting the Provider with

a Neurologic Screening
Examination

Applying Sterile Gloves

Chemical “Cold” Sterilization of
Endoscopes

Preparing Instruments for
Sterilization in Autoclave
Sterilization of Instruments
(Autoclave)

Setting Up and Covering a Sterile
Field

Opening Sterile Packages of
Instruments and Supplies and
Applying Them to a Sterile Field
Pouring a Sterile Solution into a
Cup on a Sterile Field

Assisting with Office/Ambulatory
Surgery

Dressing Change

Wound Irrigation

Preparation of Patient’s Skin
before Surgery

Suturing of Laceration or Incision
Repair

Sebaceous Cyst Excision

Incision and Drainage of
Localized Infection

Aspiration of Joint Fluid
Hemorrhoid Thrombectomy
Suture/Staple Removal
Application of Sterile Adhesive
Skin Closure Strips

Transferring Patient from
Wheelchair to Examination Table
Transferring Patient from
Examination Table to Wheelchair
Assisting the Patient to Stand and
Walk

Care of the Falling Patient
Assisting a Patient to Ambulate
with a Walker

Teaching the Patient to Ambulate
with Crutches

Assisting a Patient to Ambulate
with a Cane

Provide Instruction for Health
Maintenance and Disease
Prevention
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42-5
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Proper Disposal of Drugs
Administration of Oral
Medications

Withdrawing Medication from a
Vial

Withdrawing Medication from an
Ampule

Administration of Subcutaneous,
Intramuscular, and Intradermal
Injections

Administering a Subcutaneous
Injection

Administering an Intramuscular
Injection

Administering an Intradermal
Injection of Purified Protein
Derivative (PPD)

Reconstituting a Powder
Medication for Administration
Z-Track Intramuscular Injection
Technique

Perform Single-Channel or
Multichannel Electrocardiogram
Holter Monitor Application
(Cassette and Digital)

Using the Microscope

Palpating a Vein and Preparing a
Patient for Venipuncture
Venipuncture by Syringe
Venipuncture by Vacuum Tube
System

Venipuncture by Butterfly Needle
System

Capillary Puncture

Obtaining a Capillary Specimen
for Transport Using a Microtainer
Transport Unit

Obtaining Blood for Blood
Culture

Hemoglobin Determination
Using a CLIA Waived
Hemoglobin Analyzer
Microhematocrit Determination
Erythrocyte Sedimentation Rate
Prothrombin Time (Using CLIA
Waived ProTime Analyzer)
Assessing Urine Volume, Color,
and Clarity

Using the Refractometer to
Measure Specific Gravity
Performing a Urinalysis Chemical
Examination

Preparing Slide for Microscopic
Examination of Urine Sediment
Performing a Complete Urinalysis
Utilizing a Urine Transport
System for C&S

Instructing a Patient in the
Collection of a Clean-Catch,
Midstream Urine Specimen
Procedure for Obtaining a Throat
Specimen for Culture
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Wet Mount and Hanging Drop
Slide Preparations

Performing Strep Throat Testing
Instructing a Patient on
Obtaining a Fecal Specimen
Pregnancy Test

Performing Infectious
Mononucleosis Test

Obtaining Blood Specimen for
Phenylketonuria (PKU) Test
Screening Test for PKU
Measurement of Blood Glucose
Using an Automated Analyzer

44-6
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45-2
45-3
454
45-5
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45-7

Cholesterol Testing

Completing a Medical Incident
Report

Preparing a Meeting Agenda
Supervising a Student Practicum
Developing and Maintaining a
Procedure Manual

Making Travel Arrangements with
a Travel Agent

Making Travel Arrangements via
the Internet

Processing Employee Payroll
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46-1

46-2
46-3
46-4

Perform an Inventory of
Equipment and Supplies
Perform Routine Maintenance or
Calibration of Administrative and
Clinical Equipment

Develop and Maintain a Policy
Manual

Prepare a Job Description
Conduct Interviews

Orient Personnel
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