
 

Medical Assistant and Phlebotomy Certificate 

Applicants 
 

Steps to Getting Enrolled: 
 

1) Go to www.neosho.edu and apply for admission to the college (admission to the 

college is not admittance to the program). Make sure you pick the correct program as 

your major. 
https://www.neosho.edu/ProspectiveStudents/Admissions/AdmissionsChecklist.aspx  

 

2) Go to www.neosho.edu > Academics and Services tab> Healthcare> Medical 

Assistant (or Phlebotomy) > and review the program sheet and any FAQs. You should 

carefully consider if you are fit for the program(s) and understand the financial 

commitment. 
 

3) Forward your OFFICIAL college transcripts to the college Registrar and an unofficial 

college transcript from all prior colleges to the program advisor in order for your 

degree audit to be started (the sooner this is done, the sooner we will know what 

classes you need to finish the degree/certificate). 

a. Once you have a student ID number, contact the Program Advisor directly. 

There is no guarantee that the program advisor will know that you are interested 

in the program just by noting your interest on the college application. 

b. You can expect to get a tentative schedule based on the information you 

provide including the number of credit hours that you want to take a semester, 

whether or not you intend to take summer courses, and that you have the 

financial means to complete the program.  

c. You may get financial assistance by contacting the financial aid department 

directly: https://www.neosho.edu/Departments/FinancialAid.aspx. You should 

always apply early as possible – NCCC’s school code is 0019336. You may also set 

up payment arrangements. To avoid being dropped from your classes for non-

payment, notify the Advisor to enroll after financial aid/payment arrangements are 

made.  
 

4) Complete the online orientation. You must contact the program advisor directly so that 

you can get a tentative degree plan set up and get enrolled in the free online orientation 

course. In this course, the expectations of the program will be laid out, including time 

commitment, expectations for coursework including proper assignment submission. You 

will upload and submit the signed Handbook Acknowledgement form, and submit the 

signed application and handbook attestations through the orientation course. You can 

also return other program/health forms and your immunizations at this time, if completed. 

This course is critical to success in the program and obtaining full details of program(s) 

requirements. 
 

 

5) These program require on campuses and online courses. However, you should visit with 

your advisor if you plan to transfer to a university, as you may want to pursue taking 

courses that are more likely to transfer for credit such as Human Anatomy and Physiology 

with Lab, as opposed to the A&P for Allied Health course specific to the program.  

 

http://www.neosho.edu/
https://www.neosho.edu/ProspectiveStudents/Admissions/AdmissionsChecklist.aspx
http://www.neosho.edu/
https://www.neosho.edu/Departments/FinancialAid.aspx


6) A complete list of steps to enroll and details regarding the clinical 

externship/practicum courses, in which you work at a hospital or healthcare facility, is 

found in the Program Handbook. (Medical Assistants complete 160 hours; phlebotomy 

complete 120 hours.) 

 

7) Courses at NCCC utilize Jenzabar as the Learning Management System (LMS) for 

online courses, which is accessed through myNeosho from the website home page.  

 
 

 

 

 
 

You can find the schedule of courses offered in the semester through myNeosho when you 

click the link from the www.neosho.edu website. 

 
 

Search by semester: 

http://www.neosho.edu/


 

 
 

To find the course textbooks, click the [+] beside the course 

 
 



Once you have your student ID and sign up for your Panther mail account, this should be the 

primary form of communication between you and your instructor/advisor, as this account is 

the only verified account we have on file. 

 
Your myNeosho log on is user name: (your student id number) password: (last 4 digits of SSN). You 

must be logged in when setting up your email account. 
 

Once logged on, you can click the student email link and set up your panther email account: user 

name: firstname.lastname (i.e. chrisy.savage) with the password: neosho and the last 4 digits of your 

SSN (i.e. neosho1234) 

 

 

 
 

Before each semester you will likely need to complete a Personal Info Update (PIU) before 

you enroll. Please ensure this is done timely to avoid delays in enrollment. You should also 

monitor your financial account and respond to financial aid requests. Advisors CANNOT 

enroll students that have A/R holds, bookstore holds, etc. on their financial account.  
 



Once enrolled, your courses will show up in myNeosho. If you are new to online courses, it is 

highly recommended that you enroll in the NC105 course to orientate yourself to the online 

format. 

 
 

 

You must be diligent in adhering to the deadlines for course add/drop. If you do not 

withdraw within a certain timeframe in the course, you can receive a reduction, or no 

refund, on course costs. Withdrawing late in the course (“W” on transcript) will also result in 

an “attempted” course that figures into your credit hour limit for financial aid. 

Students that adhere to strict privacy standards and display attention to detail are more apt 

to do well in this program. Healthcare clinical support professionals deliver direct patient 

care to a diverse age population with a variety of culturally different backgrounds, and 

have access to highly confidential patient information. Therefore, individuals who prefer to 

engage in overshare and gossip in public, on social media, etc. are encouraged to pursue a 

different degree. 
 

 

If you have any further questions, please do not hesitate to contact the Program Advisor:  

csavage@neosho.edu, Assistant Director of HIT. If unavailable, you may also reach out to  
jen.smith@neosho.edu, HIT Program Director.  
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