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Electronic Medical Records Software Training Program 

 
Goal 

 

A medical office employee’s time is valuable, so it’s important to provide maximum exposure 

to the EMR software in the least amount of time possible.  There are multiple roles to be 

addressed when presenting an EMR program.  Therefore the classes must be thorough, 

flexible and modular.  Structured, time-tested classes can deliver maximum product 

knowledge, above average retention for the attendees, and confidence in the software.  

When a user understands how the software works, it’s easier to plan the implementation. 

 

No matter how much time a software trainer spends with the clinic, he/she will still never 

understand the workflow of the practice as well as the employees who work there.  So it is 

important to thoroughly educate the class about the software so they can decide how they 

want to use it in their facility. 

 

Importance of Effective Hands-On Training 

 

A superior training program creates and sustains excitement about the products being 

presented.  It makes even the most comprehensive software seem easy to use and reduces 

the learning curve to allow the customer to be productive in a minimal amount of time.  It 

also gives the medical offices highly educated employees. 

 

People learn by doing.  Retention increases dramatically when people actually perform a task.  

To maximize retention, each attendee uses his/her own laptop or tablet to perform all the 

exercises.  Each exercise builds on the previous one.  By actually working with the software, 

people begin to imagine how it will fit in the office and make their jobs easier.   

 

The Benefits of a Structured Training Program: 

 

Retention:  Studies have shown that people only retain about 50% of what is presented in a 

classroom environment (retention is lower if training occurs at a client’s desk or work area).  

The more discussion and repetition there is, the higher the retention; sometimes between 

70-90%.  Exercises are built into the class to ensure that the needed repetition occurs. 

 

Thorough Presentation of Material:  Using structured courseware (a training database of 

patients with varied medical histories and related exercises) ensures that you cover all the 

topics identified in the class outline.  The class flows logically from topic to topic.  Also, clinic 

staff can assume a baseline knowledge level for employees who have attended the class. 

 

Participation in Planning the Installation:  Time is allocated for repetition and extensive 

discussion to educate attendees about the product they have purchased.  The benefit is that 

they have adequate knowledge before the installation and can participate in planning their 

installation.  By educating employees prior to the installation, it will turn out the way they 

want it rather than the way the vendor thinks they want it.   

 

Confident and Competent Employees:  Knowledge builds self esteem.  The more 

participants know about the product, the more they will maximize their investment.  By 

spending time in the classroom with structured exercises, repetition and a logical approach to 

the presentation of topics, participants gain confidence.  They don’t have to stop and make 

calls regarding low level issues.  And when they do call, the questions are at a higher level 

and may provide an opportunity to discuss additional features they are ready to implement.  
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About Our EMR Training Program 

 

Basic Operator Class:  The EMR Basic Operator Class runs for two days.  There is a class 

outline, daily, measurable objectives and review exercises.  Throughout the class, attendees 

begin to visualize how the software will work in their environment.   

 

The two-day class covers the basics of the system, including:  charting a visit, using and 

creating custom defaults, creating shortcuts for routine visits annual well visits, lab results, 

allergy and medication alerts, graphing/charting patient data, recording patient history, 

viewing complete patient charts, messaging, addendums, document linking, editing the 

knowledge database, and customization options by user or job responsibility.  

 

In larger clinics, decision makers attend the two-day class.  After completion, they can decide 

who will attend the follow up classes.  Since the training is modular, additional classes can be 

presented to focus on certain job responsibilities.  These classes can run from 1 to 8 hours.  

For example, the front desk personnel might attend a one-hour class covering checking 

patients in, updating the status of the patient, messaging, and checking the patient out.  

Providers may attend a four or eight hour class to get exposure to viewing existing patient 

charts, documenting a visit, reviewing lab results, and general messaging. 

 

Administrative Class:  A day and a half Administrative class is also available to determine 

how the system will be set up to best function in the clinic’s environment.  This class is 

attended by department heads and key personnel. 

 

Dry Run:  Prior to going live with the EMR, it is helpful to plan a “dry-run” day.  Some 

groups do this on the Saturday before they go live.  They will have family members, or other 

volunteers come into the office and act as patients.  They check them in, put them in an 

exam room, the provider documents the visit, and then they check out.  This does two 

things.  It helps people identify problems in a relaxed environment and allows time for re-

thinking the process, and it alleviates the stress people feel before their first day on a new 

system. 

 

For additional information, contact: 

 Physician Technology Group 

 423.521.5656 

 info@physiciantechgroup.com 

 

 

 

 

 

 


