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IntroductionIntroduction

Preparing for a certification exam can feel overwhelming, but with the right tools, it becomes
an opportunity to build confidence, sharpen your skills, and move one step closer to your
goals. At Examzify, we believe that effective exam preparation isn’t just about
memorization, it’s about understanding the material, identifying knowledge gaps, and
building the test-taking strategies that lead to success.

This guide was designed to help you do exactly that.

Whether you’re preparing for a licensing exam, professional certification, or entry-level
qualification, this book offers structured practice to reinforce key concepts. You’ll find a
wide range of multiple-choice questions, each followed by clear explanations to help you
understand not just the right answer, but why it’s correct.

The content in this guide is based on real-world exam objectives and aligned with the types
of questions and topics commonly found on official tests. It’s ideal for learners who want to:

• Practice answering questions under realistic conditions,
• Improve accuracy and speed,
• Review explanations to strengthen weak areas, and
• Approach the exam with greater confidence.

We recommend using this book not as a stand-alone study tool, but alongside other
resources like flashcards, textbooks, or hands-on training. For best results, we recommend
working through each question, reflecting on the explanation provided, and revisiting the
topics that challenge you most.

Remember: successful test preparation isn’t about getting every question right the first
time, it’s about learning from your mistakes and improving over time. Stay focused, trust the
process, and know that every page you turn brings you closer to success.

Let’s begin.
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How to Use This GuideHow to Use This Guide

This guide is designed to help you study more effectively and approach your exam with
confidence. Whether you're reviewing for the first time or doing a final refresh, here’s how to
get the most out of your Examzify study guide:

1. Start with a Diagnostic Review

Skim through the questions to get a sense of what you know and what you need to focus on.
Your goal is to identify knowledge gaps early.

2. Study in Short, Focused Sessions

Break your study time into manageable blocks (e.g. 30 – 45 minutes). Review a handful of
questions, reflect on the explanations.

3. Learn from the Explanations

After answering a question, always read the explanation, even if you got it right. It reinforces
key points, corrects misunderstandings, and teaches subtle distinctions between similar
answers.

4. Track Your Progress

Use bookmarks or notes (if reading digitally) to mark difficult questions. Revisit these
regularly and track improvements over time.

5. Simulate the Real Exam

Once you're comfortable, try taking a full set of questions without pausing. Set a timer and
simulate test-day conditions to build confidence and time management skills.

6. Repeat and Review

Don’t just study once, repetition builds retention. Re-attempt questions after a few days and
revisit explanations to reinforce learning. Pair this guide with other Examzify tools like
flashcards, and digital practice tests to strengthen your preparation across formats.

There’s no single right way to study, but consistent, thoughtful effort always wins. Use this
guide flexibly, adapt the tips above to fit your pace and learning style. You've got this!
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Questions
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1. Periodically, the files of patients no longer being seen by providers will be?
A. Archived
B. Purged
C. Updated
D. Reviewed

2. Exercises that involve contracting and briefly holding the pelvic floor
muscles are referred to as:
A. Dialysis
B. Calyces
C. Kegels
D. Crunches

3. If a service is not documented in the medical record, what should the
coder's action be?
A. Add a service to the record
B. Ignore the service entirely
C. Review the chief complaint
D. Consult with the clinical medical assistant

4. Professional liability insurance covers which of the following?
A. Errors and omissions made in the standard course of medical care
B. Misdemeanor offenses
C. The intentional release of PHI
D. Criminal behavior

5. Which body system is responsible for processing food into a usable form
for the body?
A. Circulatory
B. Respiratory
C. Digestive
D. Nervous
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6. What autoimmune condition is characterized by excess production of
thyroxine?
A. Hashimoto's thyroiditis
B. Addison's disease
C. Grave's disease
D. Cushing's syndrome

7. Which diagnostic examination is used to examine the flow of urine from the
bladder and through the urethra?
A. Intravenous pyelogram
B. Ultrasound
C. X-ray
D. Voiding cystourethrography

8. A caller should not be placed on hold for more than:
A. one minute
B. 30 seconds
C. ten minutes
D. three minutes

9. What does the parathyroid hormone primarily regulate in the body?
A. Blood glucose levels
B. Calcium levels
C. Body temperature
D. Fluid balance

10. Endometrium ablation is commonly used to treat which condition?
A. Uterine cancer
B. Cervical cancer
C. Excessive vaginal bleeding
D. Infertility
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Answers
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1. B
2. C
3. B
4. A
5. C
6. C
7. D
8. A
9. B
10. C
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Explanations
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1. Periodically, the files of patients no longer being seen by providers will be?
A. Archived
B. Purged
C. Updated
D. Reviewed

The correct answer is that the files of patients no longer being seen by providers will be purged. In medical
administrative practice, purging refers to the process of removing outdated or inactive patient files from the
system. This is essential for maintaining organized records and ensuring that only current, relevant information
is readily accessible. By purging files, healthcare facilities can optimize storage space, streamline workflows,
and enhance data management efficiency.  Archived files, while also a method of record management, typically
refer to files that are retained for future reference or legal compliance but are not actively used. Updating files
involves adding new information or changes about a patient's status or treatment, which would not apply to
patients who are no longer being seen. Reviewing files implies looking over them without any specific action to
remove or update them, which does not align with the process for patients no longer receiving care. Thus,
purging is the most suitable term for the action taken regarding files of inactive patients.

2. Exercises that involve contracting and briefly holding the pelvic floor
muscles are referred to as:
A. Dialysis
B. Calyces
C. Kegels
D. Crunches

The correct term for exercises that involve contracting and briefly holding the pelvic floor muscles is Kegels. This
type of exercise is specifically designed to strengthen the pelvic floor muscles, which support the bladder,
uterus, and rectum. Kegel exercises are particularly beneficial for individuals experiencing urinary incontinence,
pelvic organ prolapse, or those looking to enhance sexual health.  The other terms provided do not relate to
pelvic floor muscle exercises. Dialysis refers to a medical procedure that filters waste products from the blood in
individuals whose kidneys are not functioning properly. Calyces are the structures in the kidney that collect
urine. Crunches are a type of abdominal exercise designed to strengthen the core muscles. By understanding the
unique purpose of Kegel exercises, one can appreciate their importance in maintaining pelvic health and
function.
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3. If a service is not documented in the medical record, what should the
coder's action be?
A. Add a service to the record
B. Ignore the service entirely
C. Review the chief complaint
D. Consult with the clinical medical assistant

The correct action when a service is not documented in the medical record is to ignore the service entirely. This
is based on the principle that coding must reflect only the services that are documented and substantiated in the
medical record. Accurate coding requires a clear link between the documentation and the services provided to
ensure compliance with regulations and reimbursement policies.  When a service is not documented, it cannot
be coded or billed, as there is no official record to verify that the service was actually performed. Accepting or
assuming that a service was provided without documentation could lead to compliance issues or audits, as it
would misrepresent the care given and potentially result in fraud.  In situations where there is a service that is
believed to have occurred but is absent from the record, the appropriate course of action would typically involve
reviewing the documentation process or consulting with relevant staff, such as the clinical medical assistant, for
clarification, rather than coding a service based on assumptions or incomplete information.

4. Professional liability insurance covers which of the following?
A. Errors and omissions made in the standard course of medical care
B. Misdemeanor offenses
C. The intentional release of PHI
D. Criminal behavior

Professional liability insurance, often known as malpractice insurance, is specifically designed to protect
healthcare professionals against claims of negligence arising from the services they provide. It covers errors and
omissions that may occur during the standard course of medical care, allowing healthcare providers to defend
themselves against allegations that could result in financial loss or damage to their reputation.  The focus of
professional liability insurance is on the provision of care and the possibility that a healthcare provider did not
meet the required standard of care, leading to harm to a patient. This can include mistakes in diagnosis,
treatment, or general patient management.  In contrast, misdemeanor offenses, intentional release of protected
health information (PHI), and criminal behavior typically fall outside the scope of coverage provided by
professional liability insurance, as these actions are not related to the professional standards of practice within
the healthcare field. Instead, such actions usually involve legal repercussions that are handled separately from
malpractice claims. Therefore, the answer accurately reflects the nature of the coverage provided by
professional liability insurance.
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5. Which body system is responsible for processing food into a usable form
for the body?
A. Circulatory
B. Respiratory
C. Digestive
D. Nervous

The digestive system is specifically designed to process food into a usable form for the body. It comprises
various organs, including the mouth, esophagus, stomach, intestines, and anus, that work together to break
down food through mechanical and chemical processes. The digestive system serves several key functions: it
ingests food, breaks it down into smaller nutrients, absorbs these nutrients into the bloodstream, and eliminates
waste products.  Understanding the role of the digestive system is crucial in recognizing how the body obtains
the energy and nutrients necessary for growth, maintenance, and overall health. The digestive process begins
the moment food enters the mouth, where it is chewed and mixed with saliva. As it moves through the
gastrointestinal tract, it undergoes further digestion and nutrient absorption, ultimately providing the energy and
components needed by all other body systems.  Other body systems, such as the circulatory, respiratory, and
nervous systems, support various functions but do not directly process food for energy or nutrients. The
circulatory system transports nutrients, oxygen, and waste products; the respiratory system facilitates gas
exchange; the nervous system controls and coordinates bodily functions. However, it is the digestive system
that is fundamentally responsible for transforming food into a form the body can utilize.

6. What autoimmune condition is characterized by excess production of
thyroxine?
A. Hashimoto's thyroiditis
B. Addison's disease
C. Grave's disease
D. Cushing's syndrome

Grave's disease is an autoimmune condition characterized by an overstimulation of the thyroid gland, leading to
an excess production of thyroxine (T4). This condition occurs when the immune system mistakenly attacks the
thyroid gland, causing it to produce too much thyroid hormone. The symptoms of Grave's disease often include
weight loss, rapid heartbeat, increased appetite, and anxiety, among others. This hyperthyroidism arises due to
the production of antibodies that activate the thyroid-stimulating hormone (TSH) receptor, mimicking the action
of TSH and stimulating excessive thyroid hormone production.  In contrast, Hashimoto's thyroiditis is another
autoimmune condition but typically leads to hypothyroidism, where the thyroid gland is underactive and
produces insufficient hormone levels. Addison's disease and Cushing's syndrome also involve hormone
production but affect different glands and hormones entirely; Addison's disease involves insufficient production
of adrenal hormones, and Cushing’s syndrome results from excess cortisol production. Thus, the specificity of
Grave's disease in relation to thyroxine makes it the correct choice for identifying the autoimmune condition
characterized by excess production of this hormone.
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7. Which diagnostic examination is used to examine the flow of urine from the
bladder and through the urethra?
A. Intravenous pyelogram
B. Ultrasound
C. X-ray
D. Voiding cystourethrography

Voiding cystourethrography is the correct choice because it specifically involves taking X-ray images of the
bladder and urethra while the patient is urinating. This diagnostic examination allows healthcare providers to
visualize the flow of urine, assess the anatomy of the bladder and urethra, and identify any abnormalities such
as obstructions, tumors, or issues related to bladder function.  This procedure is particularly useful for
diagnosing conditions related to urinary tract issues, as it reveals how well urine flows and any potential
complications during the voiding process. As a contrast agent is used, it makes the bladder and urethra visible in
the X-ray images, providing essential information about the patient's urinary function.  In contrast, the other
options serve different purposes and do not specifically focus on visualizing urine flow. An intravenous
pyelogram, for example, examines the kidneys and urinary system with a contrast dye but does not focus on the
flow through the urethra during urination. An ultrasound is typically used for imaging soft tissues and organs but
does not provide real-time information about the flow of urine. Conventional X-rays are also not targeted at
evaluating the urinary flow and are more general in their application.

8. A caller should not be placed on hold for more than:
A. one minute
B. 30 seconds
C. ten minutes
D. three minutes

When managing phone calls in a medical office or any professional setting, it is essential to ensure that callers
feel valued and their needs are addressed promptly. Placing a caller on hold for an extended period can lead to
frustration and dissatisfaction. The general guideline is that a caller should not be placed on hold for more than
one minute. This standard helps maintain good customer service and demonstrates respect for the caller's time. 
Keeping hold times under one minute encourages efficient call management and allows the staff to respond
quickly to inquiries or concerns. If an issue arises that requires more time to resolve, it's a good practice to
periodically check in with the caller and provide updates. This approach not only enhances the overall experience
for the caller but also fosters a sense of care and attentiveness from the medical practice.

9. What does the parathyroid hormone primarily regulate in the body?
A. Blood glucose levels
B. Calcium levels
C. Body temperature
D. Fluid balance

The parathyroid hormone (PTH) primarily regulates calcium levels in the body, making the chosen answer
accurate. PTH, which is secreted by the parathyroid glands, plays a critical role in maintaining calcium
homeostasis. When calcium levels in the blood are low, PTH is released, prompting the bones to release calcium,
the kidneys to reabsorb more calcium from urine, and the intestines to absorb calcium from food by influencing
the production of active vitamin D. This multifaceted approach ensures that blood calcium levels remain within
the narrow range necessary for various physiological functions, including muscle contraction, blood clotting, and
nerve transmission. The other options are not directly linked to the function of parathyroid hormone; for
instance, blood glucose levels are primarily regulated by insulin and glucagon from the pancreas, while body
temperature and fluid balance involve different regulatory systems within the body.
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10. Endometrium ablation is commonly used to treat which condition?
A. Uterine cancer
B. Cervical cancer
C. Excessive vaginal bleeding
D. Infertility

Endometrial ablation is a medical procedure specifically designed to remove or destroy the endometrial lining of
the uterus. This treatment is primarily indicated for women who experience excessive vaginal bleeding, often due
to conditions such as heavy menstrual periods (menorrhagia) or other abnormalities affecting the uterine lining.  
The procedure is effective in reducing or eliminating heavy bleeding, thus improving quality of life for those who
suffer from it. It is less invasive than a hysterectomy and can often be performed on an outpatient basis. By
targeting the endometrium, it directly addresses the source of excessive bleeding, making it a suitable option for
management.  While uterine and cervical cancers are serious conditions that require different treatment
approaches, they do not typically rely on endometrial ablation as a therapeutic option. Similarly, infertility can
have various underlying causes, and while treating conditions that contribute to heavy bleeding might improve
fertility outcomes, endometrial ablation itself is not a direct treatment for infertility. Thus, excessive vaginal
bleeding is the most relevant and common condition treated with this procedure.

Sample study guide, visit https://mindtapmedicaladminassistant.examzify.com
for the full version with hundreds of practice questions 15

SAMPLE



Next StepsNext Steps

Congratulations on reaching the final section of this guide. You've taken a meaningful step
toward passing your certification exam and advancing your career.

As you continue preparing, remember that consistent practice, review, and self-reflection
are key to success. Make time to revisit difficult topics, simulate exam conditions, and track
your progress along the way.

If you need help, have suggestions, or want to share feedback, we’d love to hear from you.
Reach out to our team at hello@examzify.com.

Or visit your dedicated course page for more study tools and resources:

https://mindtapmedicaladminassistant.examzify.com

We wish you the very best on your exam journey. You've got this!
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