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Managing Electronic Records Managing Electronic Records 
TrainingTraining

Management Training is Needed to Manage Management Training is Needed to Manage 
Electronic RecordsElectronic Records

•• Implementing facility management software Implementing facility management software 
requires management and staff to be trained requires management and staff to be trained 
on how to use the software.on how to use the software.

•• Management needs to establish Management needs to establish proceduresprocedures
and and guidelinesguidelines for all employees who have for all employees who have 
access to the software.access to the software.



2
Copyright © 2008, Ball Research, Inc., 

All Rights Reserved.

Training (continued):Training (continued):

•• Some departmental responsibilities may Some departmental responsibilities may 
change when using electronic record change when using electronic record 
systems.systems.

•• Management must assess the computer Management must assess the computer 
skills of its employees. skills of its employees. 

•• Some management employees may require Some management employees may require 
training in basic computer skills.training in basic computer skills.
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Training (continued):Training (continued):

•• Training may be required to transfer files to Training may be required to transfer files to 
and from eand from e--mail attachments.mail attachments.
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Training (continued):Training (continued):

•• Reasons why hourly employees of a longReasons why hourly employees of a long--
term care facility may be unfamiliar with term care facility may be unfamiliar with 
entering and managing electronic records entering and managing electronic records 
without training.without training.

Basic knowledge of how to operate a Basic knowledge of how to operate a 
computer may be limited or noncomputer may be limited or non--existent.existent.
There is a learning curve when going from There is a learning curve when going from 
paper to electronic records.paper to electronic records.
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Training (continued):Training (continued):

•• Explain the importance of F1 Help.Explain the importance of F1 Help.

The ability to get on line F1 Help is vital The ability to get on line F1 Help is vital 
and is a security blanket available after and is a security blanket available after 
training.training.
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Training (continued):Training (continued):

•• Identify why employees may try to sabotage Identify why employees may try to sabotage 
computer system. computer system. 

A sense of frustration with everything!A sense of frustration with everything!
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