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In the fast-paced world
of healthcare
information
technology, few
systems are as critical
as McKesson
Paragon, a
comprehensive
electronic health
record (EHR) and
financial management
solution used by
hospitals and health
systems across the

United States. To
maximize the system’s
potential, effective
training is
essential—and that
begins with well-
desighed McKesson
Paragon Training
Manuals. These
manuals serve as the

backbone for
onboarding new staff,
refreshing current

users, and ensuring
consistent  workflows
that enhance patient
safety, revenue cycle
performance, and
regulatory compliance.
In this article, we
explore everything you
need to know about
McKesson Paragon
training manuals: their


https://app.ardentx.com/

structure, content, best
practices for creating
them, and how to get
the most out of your
training investment.

WHY MCKESSON
PARAGON
TRAINING
MANUALS MATTER

Healthcare

organizations invest
significant resources in
implementing the
Paragon system—from
clinical modules to
billing and registration
functions. However,
even the most robust
software delivers
limited value if end-
users cannot operate it
efficiently. Training
manuals bridge this
gap by providing step-
by-step guidance
tailored to specific
roles. They reduce the
learning curve,
minimize errors, and
promote standardized
procedures across

departments.
Moreover,
comprehensive training
documentation is often
required for
compliance with
accreditation bodies
such as The Joint
Commission. Without
proper manuals,
institutions risk
inconsistent usage,
data entry mistakes,

and lower staff
confidence—all of
which can impact

patient care and
financial outcomes.

The Role
of

Training
Manuals
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in User
Adoption

User adoption is the
single biggest factor
determining the
success of any EHR
system. Paragon’s
depth of
functionality—from
order entry and
medication
administration to
patient scheduling and
claims
processing—means
that users need clear,
accessible references.
A well-crafted
McKesson Paragon
Training Manual
empowers clinicians,
registration clerks,
billing specialists, and
IT staff to perform their
tasks independently. It
reduces reliance on
super-users and help
desks, freeing up
resources for more

complex issues.
Additionally, manuals
serve as a consistent
source of truth when
process updates occur,
helping organizations
maintain operational
continuity during
upgrades or policy
changes.

KEY COMPONENTS
OF AN EFFECTIVE
MCKESSON
PARAGON
TRAINING MANUAL

Not all training
manuals are created
equal. The most
effective ones are role-
specific, visually clear,
and written in plain
language. Below are
essential components
every Paragon training
manual should include.

Role-




Based

Step-by-

Learnibgep

Paths

One size does not fit all
in Paragon training. A
manual designed for a
nurse must differ from
one for a revenue cycle
analyst. Effective
manuals break content
into distinct modules
targeting specific job
functions: clinical
documentation, order
management, charge
capture,
admission/discharge/tr
ansfer (ADT),
scheduling, and billing.
Each module should
begin with learning
objectives and end
with a summary of key
steps.

Procedur
es with
Screensh
ots

A picture is worth a
thousand words,
especially when
navigating a dense
EHR interface. High-
quality screenshots
annotated with arrows
or callouts help users
identify icons, fields,
and buttons. Each
procedure should list
numbered steps in

logical order, with
warnings or tips
highlighted. For

example, a manual for
medication
administration might
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include a caution about
scanning wristbands
versus patient ID
bands.

Glossary
of Terms
and
Acronyms

Paragon wuses a
specialized
vocabulary—for
instance, “MPages,”
“PowerOrders,”
“Revenue Cycle
Worklist.” A glossary at
the beginning or end of
the manual helps new
users decode
unfamiliar terms.
Define acronyms like
ADT, POC (Point of
Care), and CBO
(Central Billing Office)
to avoid confusion.

Troublesh
ooting
and Quick
Referenc
e Guides

Even with thorough
training, users will
encounter questions. A
dedicated
troubleshooting section
addresses common
errors (e.g., “Patient
not found in system” or
“Claim edit rejection
reason 101").
Additionally, a quick
reference guide—often
a single page or
laminated
card—summarizes the
most frequent tasks for
each role. This reduces
time spent searching
through a full manual
during a busy shift.



CoMplian
ce and
Security
Reminder
S

Training manuals
should reinforce HIPAA
and other regulatory
requirements. For
instance, remind users
never to share
passwords, how to log
off properly, and how
to handle patient data
securely. These
reminders can be
placed as callout boxes

MANUALS FOR
MAXIMUM IMPACT

Content alone s
insufficient; the design
and delivery of the
manual influence how
well it is absorbed.
Here are best practices
for creating manuals
that users will actually
read and retain.

Use Plain
Language
and
Active
Voice

throughout the
manual. Healthcare
fessi [ )
BESIGING [l o b
MCKESSON prose and write in
PARAGON short, direct sentences.
For example: “Click the
‘Start’ button in the
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toolbar. The order
entry screen opens.”
Instead of: “Upon
clicking the ‘Start’
button, the order entry
screen will be
displayed.” Active

voice and imperative
mood make
instructions easier to
follow.

Modular
Organizat
jon with
Clear
Headers

Break the manual into
sections that can stand
alone. Busy staff often
search for specific
tasks rather than
reading cover to cover.
Use descriptive
headings like “How to
Enter a Lab Order” or

“Steps to Post a
Payment.” Include a
table of contents with
hyperlinks if the
manual is digital, and
page numbers if
printed.

Leverage
Visual
Aids and
Whitespa
ce

Cluttered
discourage
Include

whitespace around
screenshots and
between steps. Use
icons (e.g., a warning
triangle, a checkmark)
to draw attention to
important points.
Consistent use of fonts
and color coding (e.g.,
blue for navigation, red

pages
learning.
ample



for cautions) improves
readability.

Incorpora
te
Practical
Exercises

Passive reading is less
effective than active
practice. Include “Try
It” exercises at the end
of each section—for
example, “In your
training environment,
create a new patient
record and schedule an
appointment.” These
exercises reinforce
learning and give users
confidence before they
work on live systems.

Reqgular

Updates
and
Version
Control

McKesson frequently
releases updates to
Paragon—new
features, regulatory
changes like ICD-10
coding updates, or
workflow modifications.
Training manuals must
be maintained as living
documents. Assign a
version number and
date to each manual,
and clearly mark what
has changed (e.g.,
“Updated for v12.3 -
see page 34 for new
claim submission
process”). Stale
manuals lead to errors
and frustration.
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COMMON
CHALLENGES IN On
DEVELOPING Paragon is a vast
MCKESSON system. Trying to cover
PARAGON every feature in one
TRAINING manual results in a
MANUALS book too large to use.
Even with the best S°'.““°”f: croate o
intentions. series of role-base

organizations face
hurdles when creating

training materials.
Awareness of these
pitfalls helps in

planning a more
effective manual.

manuals, each focusing
on 80% of the daily
tasks. Advanced topics
(e.qg., system
administration, report
writing) can be covered
in separate advanced

Keeping
Up with
System
Changes

IT departments often
struggle to update
manuals after every
patch or configuration

Overwhel
ming
Amount
of
Informati



change. A dedicated
training coordinator or
team should be
responsible for
reviewing and revising
manuals at least
quarterly. Use a
change log to track
updates.

Audience
Diversity

Paragon serves
clinicians (who need
fast, visual
instructions) and
administrative staff
(who may appreciate
more detailed financial
processes). Writing for
both groups in one

manual can dilute
effectiveness. Tailor
language and

examples to each
audience. For instance,
for nurses, use clinical
scenarios; for billing
staff, use revenue
cycle examples.
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Resistanc
e to
Paper or
Digital
~ormats

Some employees
prefer printed manuals
they can annotate;
others want searchable
digital PDFs or
interactive e-learning.
The best approach is to
provide both. Print
short quick-reference
guides for on-the-floor
use, and offer
comprehensive digital
manuals with
hyperlinks and search
functionality accessible
via the organization’s
intranet or learning
management system.
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Organizations
implementing Paragon
typically receive
training materials as
part of their software
license agreement.
McKesson (now part of
Change Healthcare)
provides trainers’
guides, user manuals,
and e-learning
modules. However,
many organizations
customize these to fit
their specific
workflows. Here are
ways to access or
supplement training
materials.

McKesson

tation
Portal

Licensed customers
can access the
McKesson (now part of
Change Healthcare)
customer portal for
official documentation.
This includes system
administration guides,
clinical user guides,
and release notes.
These documents
serve as an
authoritative baseline,
but they are often
technical and not
written for end-users.
Use them as a
foundation and rewrite
for your audience.

Customiz



ed

Third-

OrganiRatty

lonal
Manuals

Many hospitals assign
a training team to
create custom manuals
that mirror their
specific configuration,
local policies, and state
regulations. For
example, a manual for
a community hospital
might include state-
specific charity care
policies built into
Paragon workflows.
Custom manuals
ensure that training
matches reality—not
just generic system
defaults.

Training
Vendors

Some consulting firms
specialize in Paragon
training and can
provide ready-made
training manuals or
develop bespoke
materials. These
vendors often bring
best practices from
multiple
implementations.
However, ensure that
their materials align
with your
organization’s version
and customization.

Online
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COMmuni

ties and

User

Groups

Paragon user groups
(e.g., the Paragon User
Group or online
forums) sometimes
share training tips and
sample manuals. While

not  official, these
resources can offer
creative ways to
explain difficult
workflows. Always

verify accuracy against
your own system
configuration.

BEST PRACTICES
FOR USING
MCKESSON
PARAGON
TRAINING
MANUALS IN

13

SESSIONS

A manual is only as
good as the training
program that uses it.
Here are strategies to
integrate your manuals
effectively.

Blended
Learning
Approach

Combine manuals with
instructor-led sessions,
hands-on practice in a
sandbox environment,
and e-learning videos.
The manual serves as
a reference that users
can consult after the
class. For instance,
after a live
demonstration of order
entry, give trainees the
manual and ask them
to perform the steps
individually.



Pre-
Training
Assignme
nts

Ask learners to read a
specific section before
the session. This flips
the classroom: they
come prepared with

gquestions, and the
instructor can focus on
advanced practice

rather than basic
navigation. A short quiz
at the start of training
can reinforce the
reading.

Post-
Training

14

Assessme
nts and
Feedback

After training, test
users on their ability to
find information in the
manual. For example,
ask “Imagine you need
to cancel a patient
appointment; locate
the steps in the
manual and show the
instructor.” Feedback
on the manual’s clarity
should be collected
and used for updates.

Keep
Manuals
Accessibl
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e

Store digital manuals
on a shared drive or
intranet that staff can
access from any
workstation. Provide a
direct link on the
Paragon login screen or
desktop icon. For
printed versions, place
them in a clearly
labeled binder at each
nursing station and
billing office.

CONCLUSION

Effective  McKesson
Paragon Training
Manuals are far more
than static
documents—they are
dynamic tools that
empower healthcare
professionals to use
the system accurately,
efficiently, and
compliantly. From role-
based modules and
clear step-by-step
procedures to regular
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updates and blended
training strategies, a
well-crafted manual
can dramatically
reduce error rates,
improve productivity,

and enhance staff
satisfaction.

Organizations that
invest time in
developing and
maintaining high-
quality training

documentation will see
a strong return in the
form of smoother
operations, fewer help
desk calls, and better
patient outcomes.
Whether you are
creating manuals from
scratch or customizing
official McKesson
materials, remember
that the ultimate goal
is to make complex
workflows simple for
the people who deliver
care every day. By
following the best
practices outlined in
this article, you can
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build training manuals Paragon users and
that truly support your your healthcare
organization’s mission.
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