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Introduction 

CONCEPTS TAUGHT: 
• Insurance terminology 

• Basic billing / insurance concepts 

• Coding considerations 

• Practice Management Software as a tool 

 

SUMMARY: 
     Using a PowerPoint®, narrated lecture (also available on class 

website), students are introduced to the basic concepts and termi-

nology in a practice setting with regard to coding, billing and insur-

ance filing. 

 

          Supplemental assignment of online search for coding and 

billing websites is sometimes given. Students are instructed to 

post answers to class website’s forum. 

      

PURPOSE: 
     Basic concept exposure for following assignments. 

 

Joy Gayler, Instructor 
864-578-8770, Ext. 250 
jgayler@sherman.edu 

MODULE MATERIAL: 
 
 
 
• Assignment sheet (for op-

tional/supplemental assign-
ment) 

 

PERIPHERAL  
CONSIDERATIONS: 
 
• Pre-load lecture and check 

sound. 

Automated Office Procedures 
BUSI 012 
 

TOPIC: INTRODUCTION TO PRACTICE  
               MANAGEMENT SOFTWARE 



Some assignment sections have been omitted or altered due to copyright issues
regarding the reprinting of CPT codes and ICD-9 codes.



Screenshot of title slide of narrated Billing, Insurance, Claims and Codes PowerPoint lecture.
The presentation is made available online through course web site.
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Lytec Set up 

CONCEPTS TAUGHT: 
• Simple database concepts 

• Coding and billing components 

• Practice Management Software as a practice building tool 

 

SUMMARY: 
     Using Lytec Practice Management Software®, students will 

“run” a hypothetical office for the remainder of the quarter. 

 

     During this module, students will “set up” their practice within 

the software (database). They will input their specific provider in-

formation as well as a short lists of the following: insurance com-

panies, ICD-9 and CPT codes. 

 

     Instructor will lead students through the steps to enter each 

information component. All instructions are replicated in the actual 

assignment handouts for easy reference. 

 

PURPOSE: 
     Understand components needed and how utilized within data-

base-driven practice management software. 

 
Joy Gayler, Instructor 
864-578-8770, Ext. 1250 
jgayler@sherman.edu 

MODULE MATERIAL: 
 
 
• Assignment packet 
 -set-up instructions 
 - insurance companies 
 - ICD-9 codes 
 - CPT codes 
 - other various codes 

 
PERIPHERAL  
CONSIDERATIONS: 
 
• Chirocode Deskbook® as  

reference source 
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TOPIC: LYTEC: SET UP AND ENTERING CODES 
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Entering Patients 

CONCEPTS TAUGHT: 
• Simple database concepts 

• Patient data components 

• Practice Management Software as a practice management 

tool 

• Entering patient claim information 

• Insurance verification and coverage 

•  

SUMMARY: 
     Using Lytec Practice Management Software®, students will 

“run” a hypothetical office for the remainder of the quarter. 

     During this module, students will enter 4 hypothetical patients 

and their “history.” Personal info, insurance info, and diagnostic 

codes for each patient will be entered and assigned to their re-

spective “charts” within Lytec. 

    Using a “John Doe” patient, instructor will lead students through 

the steps to enter each information component. Students enter 

remaining patients on their own. Instructions are contained in 

handout packet for easy reference. 

 

PURPOSE: 
     Understand components needed and how utilized within data-

base-driven practice management software. 

 

Joy Gayler, Instructor 
864-578-8770, Ext. 250 
jgayler@sherman.edu 

MODULE MATERIAL: 
 
 
• Assignment packet 
 -patient info 
 - insurance info 
 -diagnostic codes 

 
PERIPHERAL  
CONSIDERATIONS: 
 
• Chirocode Deskbook® as  

 reference source 
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Billing and Charges 

CONCEPTS TAUGHT: 

• Coding and Billing concepts 

• Insurance filing concepts 

• Practice Management Software as a practice management tool 

 

SUMMARY: 
     Using Lytec Practice Management Software®, students will “run” a 

hypothetical office for the remainder of the quarter. 

     During this module, students will enter charges into Lytec for their 

hypothetical patients. 

     Each patient case file contains progress notes with diagnostic codes 

and procedures entered. Students will translate this information into ICD-

9 and CPT codes and enter them appropriately for billing and insurance 

filing purposes.  

Instructor will lecture on CMS (HCFA)-1500 claim form sections during 

this module. Specific rules for filing to Medicare will also be discussed. 

    Using a “John Doe” patient, instructor will lead students through the 

steps to enter each information component. Students enter remaining 

patient charges on their own. Instructions are contained in handout 

packet for easy reference. 

 

PURPOSE: 
     Understand billing and insurance components and how utilized within 

database-driven practice management software. 

 Joy Gayler, Instructor 
864-578-8770, Ext. 250 
jgayler@sherman.edu 

MODULE MATERIAL: 
 
 
• Assignment packet 
 -patient progress notes 
 -CMS-1500 form 
 -Medicare filing rules 

 
PERIPHERAL  
CONSIDERATIONS: 
 
• Chirocode Deskbook® as  

reference source 
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TOPIC: LYTEC: BILLING AND CHARGES 












