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New four-color interior. Thoroughly revised and updated, Medical Office Procedures is a

text-workbook that introduces and describes the tasks of a medical assistant's career; teaches

records management, medical communications, and scheduling skills; and describes procedures for

preparing patients' charts and bills. Practice management and finances are also addressed.

Multi-day simulations provide real-world experience with physician dictation. Managerial skills have

been added for this edition.  Two new authors, Nenna L. Bayes, B.A., M.Ed, and Bonnie J. Crist,

B.S., CMA (AAMA), add valuable currency to the text's content and instruction. Bayes and Crist

offer a wealth of instructional experience. They have used this product for many editions.
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Nenna L. Bayes , AAS, BBA, M.Ed., CPC, has coauthoredand reviewed various titles within the

medical administrative fields. She earned anassociate of applied business degree, a bachelor of

business administration degree,and a masters of arts in education from Morehead State University.

During her tenure,she has taught numerous courses within the administrative and medical

administrativecurriculum. She is a professor in and the program coordinator for the OfficeSystems

Technology and Medical Information Technology programs at AshlandCommunity and Technology

College in Ashland, Kentucky, and has received manyteaching excellence awards. She is also a

certified professional coder (CPC). Prior toteaching, she worked in various medical office

environments. Additionally, she is amember of the American Academy of Professional Coders



(AAPC) and the AmericanHealth Information Management Association (AHIMA).She lives in

Flatwoods, Kentucky, with her husband and is blessed to have twochildren and two granddaughters

. She is actively involved in music and enjoyscamping in her leisure time.

The book came on time, much faster than I thought it would. I probably did not need to choose the

faster shipping. The book was in very good condition, very little underlining. This is the first time I

have purchased a book on line and I was very pleased. I wish I had purchased my other books on

line, as well. I could have saved about 50.00 dollars! The school bookstore did not even carry used

versions of the other texts.

Product came as described, in excellent, packaged, condition, and shortly after being purchased.

Unfortunately I had to send it back because my teacher changed it to a combo pack for my class.

But the seller made the refund process very easy and they responded fast. Thanks so much!

good

The book was in good contidion like mentioned but when it came to the workpages that I needed for

class, most of them were missing. This would have been fine if I was told about it firsthand, but it

wasn't even mentioned.

Just what I needed. Awesome price.

great textbook. more than met my expectations, and helped greatly with my classwork. even though

my classes are available on e-text, I still find a hard copy invaluable.

It was what i was expecting

Buyer beware! This book does not come with the CDS! If you want or need them, you will have to

purchase them separately for another $25.50. The ISBN for the CDs is 007-746-0375,  does sell

this, or you can purchase it directly from the publisher for $30. Either way, this is not a nice thing to

do to students. If it's a requirement for the book, it should be included and QUIT PLAYING GAMES

WITH US. Had I known they needed to be purchased separately, I would have done so in the first

place.
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