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Medical Transcription I

AH 222 

4 credits

Course Information

Course Description: This course is an introduction to basic medical transcription through the process of transcribing medical dictation and completing related assignments. 

Transcription skills emphasizing correct use of grammar, punctuation and spelling are studied.  Basic transcription practice that includes a variety of dictated medical reports is also included.  An emphasis on AAMT (American Association of Medical Transcription) style and format is included.

The student will gain exposure to the following specialties by transcribed reports and assignments: dermatology, urology, gastroenterology, cardiology, pulmonary medicine, endocrinology, orthopedics, obstetrics and gynecology, otorhinolaryngology, ophthalmology, neurology, psychiatry, pathology, and radiology

Prerequisites:  Medical Terminology, Pharmacology, Medical Disorders

Course Objectives:  It is expected that students will be able to:

· To acquire the basic requirements to transcribe medical documents typically found in a medical setting using a transcription machine and a computer.

· To understand the importance of proofreading a document.

· To apply knowledge from anatomy, pharmacology, medical terminology, English grammar, spelling, and transcription rules of style to produce a high quality document.

· To learn the fundamentals, perspectives, and style of medical transcription.

Work Expectations, Graded & Ungraded (e.g. assignments, projects, papers, tests, etc.):

· The student will be expected to complete all assignments. 

· All chapter assignments will be completed in the order they are presented. 

· Quizzes are open note, open book.  

· A final exam will be completed at the conclusion of 17 chapters. 

· A letter grade will be awarded upon the completion of the course. 

Exams - Policies & Procedures:  
· There are assignments and quizzes for which a grade will be calculated. 

· There is no time limit for the final assignments and quizzes. 
Delivery Method(s):  All assessments will be completed in an online format.  For transcription assignments, these must be transcribed by the student in proper transcription format.  The student will not be required to be on campus at anytime unless specifically requested by the student or the instructor.

Technology Required:  Students must have access to a computer with Internet Explorer 5.0 or higher or Netscape 4.0 or higher.  

Textbook/Course Materials:

Medical Transcription Fundamentals and Practice 2nd edition; Health Professions Institute.  ISBN 0-13-018735-6. (this includes a CD-Rom)

Stedman's or Dorland's Medical dictionary 

Pharmaceutical drug reference 

USB foot pedal ordered MSU-B Bookstore or from www.hpisum.com  

Headset 

All materials (except the headset) can be ordered by contacting the bookstore at 701-228-5458 or e-mail bookcell@misu.nodak.edu 

Course Fees:  $165/credit x 4 credits = $660

Timeline of the Course:  This course is offered 5 times each year following an 8-week schedule. New sessions start at the beginning and mid-terms of fall, spring, and summer semester.  (typically August, October, January, March, and June).  Students are expected to complete the course in 8 weeks.  Should an emergency occur,  the student needs to contact the instructor.  If a student elects to discontinue the course, they must complete the online drop/withdraw form found on the MSU-Bottineau Online Campus homepage.

Instructor Information:

Name:  Melissa Coleman 

Title:  Lecturer 

Phone:  701-263-6725

E-mail:  melissa.coleman@misu.nodak.edu

Fax: 701-263-6725

Credentials: AS in Medical Secretary, Minot State University 

Register for this Course: 

Once students have completed the registration process and have paid the course fees, they will receive an e-mail that outlines steps for accessing the course. (link to Admission/Registration page)

