Name
  Date
  Score


COMPETENCY ASSESSMENT

Procedure 13-2:  Establishing the Appointment Matrix Using Medical Office Simulation Software (MOSS)

	Task:
	To designate and block time for provider commitments outside the clinic on an electronic appointment matrix.

	Conditions:
	•
Computer with MOSS installed

	Standards:
	Perform each Task within 10 minutes with a minimum score of ___ points, as determined by your instructor.


Competency Assessment Information

Use the following information to complete this procedure. The Case Study for Quality Care Committee meeting is found directly following this Competency Assessment checklist.

Today is January 15, 2013 and you are working at the front office. The Clinic Manager gives you a memorandum with the following information and asks you to block the appointment matrix as indicated below:


1.
Case Study – Dr. Heath will be attending a Quality Care Committee meeting at New York County Hospital on the first of each month beginning February 1, 2013 through December 2, 2013. The meeting is from 9:00 a.m. to 10:00 a.m. in Conference Room 200. NOTE: If the first of the month is on a weekend day, the meeting will be held on the next business day.


2.
Dr. Heath has requested that the calendar be blocked each Friday afternoon from 4:00 p.m. to 6:00 p.m. from February 1, 2013 through April 26, 2013. He plans to visit his patients at Retirement Inn Nursing Home every week during those three months.


3.
Dr. Schwartz has requested two time blocks. The first is February 14, 2013. No patients are to be scheduled from 1:00 p.m. through closing (6:00 p.m.); he is taking the afternoon off. The second is a staff meeting for all providers on Monday, March 4, 2013 from 11 a.m. until noon. All staff doctors are to meet in the conference room.

Time began: ___________
Time ended: ___________
Total time: ___________

	No.
	Step
	Points
	Check #1
	Check #2
	Check #3

	1
	Open MOSS and select Appointment Scheduling from the Main Menu.
	
	
	
	

	2
	Using the calendar on the top right, select a date. Hint: Use the –M and +M and –Y and +Y to navigate to the correct month and year, and then click on the date.
	
	
	
	

	3
	Click on the time slot in the applicable provider column and then click on Block Calendar.
	
	
	
	

	4
	Click Yes to create a new calendar block. In Field 1 of the Block Calendar window, enter the name of the time block in the Description field. Complete Fields 2–9 with information as applicable to the block.
	
	
	
	

	5
	Click on Save to post the block to the appointment matrix. A confirmation message will verify the information was posted.
	
	
	
	

	6
	Check the appointment matrix to be sure the blocks are in place correctly.
	
	
	
	

	7
	Close the Practice Schedule and return to the Main Menu.
	
	
	
	

	Student’s Total Points
	
	
	
	

	Points Possible
	
	
	
	

	Final Score (Student’s Total Points/Possible Points)
	
	
	
	


Instructor’s/Evaluator’s Comments and Suggestions:

	CHECK #1

Evaluator’s Signature: 
	Date: 


	CHECK #2

Evaluator’s Signature: 
	Date: 


	CHECK #3

Evaluator’s Signature: 
	Date: 


ABHES Competencies: MA.A.1.7.b(2) Apply computer application skills using variety of different electronic programs including both practice management software and EMR software; MA.A.1.8.b Prepare and maintain medical records

CAAHEP Competencies: V.P.5 Execute data management using electronic healthcare records such as the EMR; V.P.6 Use office hardware and software to maintain office systems

CASE STUDY FOR QUALITY CARE COMMITTEE MEETING

	No.
	Step
	

	1
	Open MOSS and select Appointment Scheduling from the Main Menu.
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	2
	Using the calendar on the top right, select February 1, 2013. Hint: Use the –M and +M and –Y and +Y to navigate to the correct month and year, and then click on the date.
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	3
	Click on the 9:00 a.m. slot in the column for Dr. Heath, and then click on Block Calendar.
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	4
	Click Yes to create a new calendar block. In Field 1 of the Block Calendar window, enter Meeting. Complete Fields 2–8 with information as applicable to the block, and then in the Note field, input the meeting name and the location.
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	5
	Click on Save to post the block to the appointment matrix. A confirmation message will verify the information was posted.
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	6
	Check the appointment matrix to be sure the blocks are in place correctly.

	7
	Close the Practice Schedule and return to the Main Menu.
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