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MASTERING
CLINICAL
WORKFLOWS: THE
COMPLETE
ALLSCRIPTS EHR
TRAINING MANUAL
GUIDE

I n  the  fas t -paced
environment of modern
healthcare,  the  ability
to  efficiently  navigate
an  electronic  health
record (EHR) system is
no  longer  a  luxury—it
is  a  necessity.  For
organizations  using
A l l s c r i p t s ,  t h e
A l l s c r i p t s  E H R
Training  Manual
s e r v e s  a s  t h e
c o r n e r s t o n e  o f

operational  success.
Whether  you  are  a
physician  accustomed
to  paper  charts ,  a
nurse  managing  daily
patient loads, or an IT
administrator  tasked
w i t h  s y s t e m
optimization,  a  well-
structured  training
manual  transforms
complexity into clarity.
This  article  explores
t h e  e s s e n t i a l
components  of  the
Allscripts EHR Training
M a n u a l ,  h o w  t o
leverage it for optimal
workflow adoption, and
why it  remains a vital
resource  for  ongoing
education  and  clinical
efficiency.
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What is
the
Allscripts
EHR
Training
Manual?
The  Al lscr ipts  EHR
Training  Manual  is  a
c o m p r e h e n s i v e
d o c u m e n t a t i o n
resource  designed  to
gu ide  hea l thcare
professionals  through
the  functionalities  of
the Allscripts electronic
health record platform.
It  covers  everything
f rom  bas i c  l og - i n
procedures and patient
chart  navigation  to
advanced  reporting
and  integration  with
o t h e r  h e a l t h
information  systems.

Unlike  generic  tutorial
videos,  the  manual
provides  step-by-step
written  instructions,
sc reenshots ,  and
practical scenarios that
mi r ror  rea l -wor ld
clinical  workflows.
Hospitals ,  pr ivate
practices,  and  health
networks  rely  on  this
manual  to  standardize
training, reduce errors,
and ensure compliance
w i t h  r e g u l a t o r y
standards  such  as
meaningful  use  and
HIPAA.

Key
Compone
nts of the
Allscripts



Allscripts Ehr Training Manual 3

3

EHR
Training

Manual
A  thorough  training
manual is not a single
d o c u m e n t  b u t  a
collection  of  modules
tailored  to  different
user  roles.  Below  are
the  core  sec t ions
commonly  found  in  a
w e l l - o r g a n i z e d
Allscripts EHR Training
Manual.

1. SYSTEM
NAVIGATION AND
USER INTERFACE
BASICS

The  first  section
introduces users to the
dashboard, menus, and
icons.  It  explains  how
to customize the home
s c r e e n ,  m a n a g e
patient  lists,  and  use
the  toolbar  for  quick

access  to  common
tasks.  Understanding
this foundation ensures
that  even  new  users
can move through the
system without feeling
overwhelmed.  The
manua l  t yp i ca l l y
i n c l u d e s  l a b e l e d
d i a g r a m s  o f  t h e
interface and describes
how to toggle between
different  views—such
as summary, full chart,
or encounter mode.

2. PATIENT
CHARTING AND
CLINICAL
DOCUMENTATION

Accura te  c l i n i ca l
documentation  is  at
the  heart  of  any  EHR
system.  This  module
covers  creating  new
c h a r t s ,  e n t e r i n g
progress  notes,  using
templates  for  SOAP
notes,  and  attaching
relevant lab reports or
imaging  results.  The
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manual  emphasizes
how to structure notes
for  billing  and  coding
p u r p o s e s  w h i l e
maintaining  clinical
a c c u r a c y .  I t  a l s o
explains  the  use  of
p r o b l e m  l i s t s ,
medication  lists,  and
allergy  documentation
within  the  Allscripts
framework.

3. E-PRESCRIBING
AND MEDICATION
MANAGEMENT

Electronic  prescribing
reduces  medication
errors and saves time.
The  training  manual
details how to write a
new  prescr ipt ion,
renew existing  orders,
check  for  drug–drug
interactions,  and  send
prescriptions directly to
pharmacies.  It  also
covers  contro l led
substance  prescribing
using EPCS (Electronic
P resc r ip t i ons  fo r

Controlled Substances)
and  how  to  manage
prior  authorization
requests.  Screenshots
of the prescription pad
a n d  d r u g  s e a r c h
functions are standard
in this section.

4. SCHEDULING AND
APPOINTMENT
WORKFLOWS

Front-office  staff  and
clinical  coordinators
benefit  from  a
dedicated  module  on
scheduling.  Topics
i n c l u d e  c r e a t i n g
a p p o i n t m e n t s ,
m a n a g i n g
c a n c e l l a t i o n s ,
reschedul ing,  and
integrating  waitlists.
The manual shows how
to link appointments to
specific  providers,
rooms,  and  procedure
codes .  Fo r  mu l t i -
provider  practices,  it
explains  how  to  view
daily  schedules  and
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avoid  double-booking.

5. LAB ORDERS AND
RESULTS
INTEGRATION

Connecting  lab  orders
and  results  directly
w i t h i n  t h e  E H R
streamlines  diagnostic
processes. The manual
guides  users  through
ordering  lab  tests,
s e l e c t i n g  f r o m
standard  panels  or
custom order sets, and
flagging urgent results.
It also explains how to
view  finalized  lab
repor ts ,  compare
historical  values,  and
trigger clinical decision
support  alerts  based
on  abnormal  results.

6. BILLING AND
REVENUE CYCLE
MANAGEMENT

For  pract ices  that
handle  coding  and
billing  internally,  the
t r a i n i n g  m a n u a l

inc ludes  deta i led
instructions  on  charge
c a p t u r e ,  c l a i m
s u b m i s s i o n ,  a n d
payment  posting.  It
clarifies  how  diagnosis
and  procedure  codes
( ICD-10,  CPT)  are
linked  to  encounter
d o c u m e n t a t i o n .
Manuals  also  address
common  denials  and
h o w  t o  r e s u b m i t
corrected claims within
the Allscripts platform.

7. REPORTING AND
ANALYTICS

Data-driven  decision
making requires robust
reporting.  The  manual
teaches  users  how  to
generate  standard
reports  (e.g.,  patient
panels,  immunization
rates,  visit  volumes)
and  create  custom
queries.  It  also covers
populat ion  health
management  tools,
allowing  practices  to
ident i fy  h igh-r isk



6

6 Allscripts Ehr Training Manual 2023-01-06

patients  and  track
c h r o n i c  d i s e a s e
outcomes.

8. SECURITY,
ACCESS CONTROLS,
AND COMPLIANCE

HIPAA compliance and
data security are non-
n e g o t i a b l e .  T h i s
section  explains  user
r o l e s ,  p a s s w o r d
policies, audit logs, and
how to securely share
patient  information
through  the  Allscripts
secure  messaging
system.  It  also  covers
break-glass procedures
for  emergency  access
and  how  to  handle
patient  requests  for
data access (e.g., Right
of Access).

Best
Practices

for Using
the
Allscripts
EHR
Training
Manual
Owning  a  manual  is
one  thing;  using  it
effectively  is  another.
H e a l t h c a r e
organizations  that
achieve high levels  of
EHR  adoption  follow
these  best  practices
when  deploying  the
Allscripts EHR Training
Manual.

Role-Based1.
Training Paths:
Rather than
asking everyone
to read the entire
manual, segment
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content by job
function.
Physicians
receive modules
focused on
clinical
documentation
and e-
prescribing,
while nurses
focus on chart
review and
medication
administration.
Administrative
staff get
scheduling and
billing sections.
Hands-On2.
Simulations:
Pair manual
reading with
access to a
sandbox
environment
where users can
practice tasks
without affecting
real patient data.
The manual
should include
step-by-step

exercises at the
end of each
chapter.
Ongoing3.
Refreshers:
EHR systems
evolve with
updates and new
features.
Schedule
quarterly reviews
where users
revisit specific
sections of the
manual,
especially after
major version
upgrades. Use
the manual as a
living
document—upda
te it with new
screenshots and
workflows.
Peer-Led4.
Training
Sessions:
Designate super-
users within each
department who
have mastered
the manual. They
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can answer
questions during
go-live and serve
as a bridge
between staff
and IT support.
Feedback5.
Loops:
Encourage users
to annotate the
manual with
unclear
instructions or
missing steps.
This real-world
input helps
trainers refine
the document for
future cohorts.

Common
Challenge
s and
How the

Allscripts
EHR
Training
Manual
Helps
Overcom
e Them
Transitioning  to  or
upgrading  an  EHR
system  rarely  goes
perfectly. The following
are  f requent  pa in
p o i n t s  a n d  h o w  a
comprehensive training
manual  addresses
them.

Information
Overload: New
users often feel
overwhelmed by
the sheer
number of tabs
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and fields. The
manual breaks
down workflows
into bite-sized,
task-oriented
chapters,
reducing
cognitive load.
Inconsistent
Workflows:
Without standard
instructions,
different staff
members may
chart the same
encounter in
different ways.
The manual
enforces
consistency,
which improves
data quality and
billing accuracy.
Resistance to
Change: Some
clinicians resist
EHRs because
they perceive
them as slower
than paper. The
manual
highlights time-

saving shortcuts,
such as
templates, voice
recognition
integration, and
quick orders, to
demonstrate
efficiency gains.
High Turnover:
In healthcare,
staff turnover is
constant. A well-
documented
training manual
allows new hires
to onboard
quickly without
relying solely on
busy colleagues’
time.
Compliance
Gaps: Auditors
frequently cite
incomplete
documentation.
The manual
reinforces
mandatory fields
and prompts that
ensure
regulatory
requirements are
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met.

How to
Access
and
Maintain
the
Allscripts
EHR
Training
Manual
Organizations  typically
receive  the  training
manual as part of their
i m p l e m e n t a t i o n
package from Allscripts
or  from  certified
training  partners.  The
m a n u a l  i s  o f t e n
available in PDF format

within  the  support
po r ta l ,  and  some
m o d u l e s  a r e
e m b e d d e d  i n  e -
learning  platforms.
However ,  a  s tat ic
document  can  quickly
become outdated. Best
p r a c t i c e s  f o r
maintenance include:

Assigning a
training
coordinator or
EHR analyst to
track version
changes.
Storing the
manual in a
shared, role-
based location
(e.g., intranet,
SharePoint) so all
users access the
latest version.
Including date
stamps and
version numbers
on each chapter.
Conducting
annual manual
reviews to
incorporate new
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regulatory
requirements
(e.g., ICD-11
preparation,
telehealth
documentation
updates).

For  organizations  that
c u s t o m i z e  t h e i r
Allscripts  instance
(e.g., adding specialty-
specific templates), the
training manual should
reflect  those
c u s t o m i z a t i o n s .
Generic  manuals  from
Allscripts can serve as
a foundation, but local
adaptations  ensure
relevance.

Conclusio
n
The  Al lscr ipts  EHR
Training  Manual  is  far
more  than  a  set  of
instructions—it  is  an

investment  in  clinical
quality,  operational
efficiency,  and  user
confidence.  By
providing  clear,  role-
specific  guidance,  it
e m p o w e r s  e v e r y
m e m b e r  o f  t h e
healthcare  team  to
h a r n e s s  t h e  f u l l
c a p a b i l i t y  o f  t h e
Allscripts  platform.
Whether you are rolling
out the system for the
first  time or  seeking to
opt imize  ex is t ing
workflows,  a  well-
maintained  training
m a n u a l  r e d u c e s
frustration, accelerates
a d o p t i o n ,  a n d
ultimately  leads  to
b e t t e r  p a t i e n t
outcomes.  Take  the
time to  build,  update,
and  actively  use  this
resource,  and you will
transform  your  EHR
from a mandatory tool
into a strategic asset.


