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Preface

This manual provides information required to understand and use the IHS Laboratory
Accession for Windows component. The component is based on an easy-to-use
Graphical User Interface (GUI) providing guidance to a broad range of users within
IHS medical facilities.

The IHS Laboratory Accession for Windows component uses security keys to limit the
user’s ability to change system set-up parameters and patient information. Therefore,
not all features are available to all users. Contact your Clinical Application
Coordinator (CAC) to determine or change your security keys.

Rules of Behavior

All RPMS users are required to observe HHS and IHS Rules of Behavior regarding
patient privacy and the security of both patient information and IHS computers and
networks. This document provides RPMS Rules of Behavior.

User Guide Preface

April 2014



Laboratory Accession GUI (BLGU) Version 1.0

1.0

Introduction

The task of accessioning a laboratory order has been traditionally performed by
laboratory professionals using the roll and scroll RPMS laboratory menu options.

Functionality at some small I/T/U sites requires that non-laboratorians (personnel that
are unfamiliar with the RPMS LIS) must log on to the RPMS Laboratory Information
System (LIS) to accession laboratory orders. The accessioning process is intuitive to
laboratory professionals, but is not intuitive to non-laboratorians.

Accessioning is essentially verifying that an acceptable specimen has been received,
associating the specimen with a particular patient’s demographics, and finally,
documenting specific facts about the specimen collection:

e Confirm patient identity

e Confirm tests ordered and collection method (correct tubes or containers)

e Modifying orders if needed (add or delete tests)

e Documenting specimen type (for example: Blood, Urine, Tissue, and so on)

e Date and time of collection

e Identifying person who obtained the specimen

Once the accessioning process is completed by the RPMS LIS, an Accession Number

is generated and laboratory labels are printed. The filing and processing of laboratory
results are tied to this accession number.

User Guide Introduction
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2.0 Getting Started
Prior to accessing the Lab Accession, you must log on to the RPMS-EHR system.
Your site must have a client account number defined within the BLR MASTER
CONTROL field, REF LAB CLIENT ACCOUNT NUMBER to utilize Lab Test
Accession.
Select BLR MASTER CONTROL SITE DEMO HOSFITAL
Select REF LAB CLIENT ACCOUMT WUMBER: 11223317/
Eelect BLR MASTER CONTROL SITE j
HUM &
Figure 1. BLR Master Control File
2.1 Log On To the System
RPMS-EHR users shall:
e Have a unique User Identification/Account name and password.
e Have access based on authenticating the account name and password entered.
e Be locked out of an account after five (5) successive failed logon attempts within a
specified time period (for example, one hour).
User Guide Getting Started
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Once you have logged on to RPMS-EHR, the main window appears.

User Patient RefreshData Tools Help

eSig Clear

Clear and Lock  Community Alerts  Dosing Calculator

FRIVACY ‘{ PATIENT CHART \l\ RESOURCES

[ Lap accession

Patient not selected

Visit not selected

Primary Care Team Unassigned

USER DEMD
* ProblemList AdvsFeact Medicat
oblem List  Advs Aeac edications # | NoPostings % Pham Ed POCLabErty | PwH MedReo | Wisit Summary
HoTIFICATIoNS Y Review “vitais oe/ proes “(ens L ass “(RerorTs L oroers “lweLLNEss N vmunizaTions ~pov  surersiL “(NOTES IMORE__ L paTIENT GOALS
Active Problem List Medication List Lab Drders
Fioblem & | Date | Medication [Status [ IssueDate = | Leb Oider ~ [ Stalus | Date |
Shatu Inpatient/0Lipatient
’76 Al CAdive | G Al COw Cln
Appointments/Visits Vitals Activity Time USER DEMO
Agpoinment/vist | Date ~ [ Status | [ [vae [oate = =2
Encaunter Time j [mirutes]
Travel Time i’ inutss)
Total
Reminders Adverse Reaction: Alert
Reminder - [ Date | Agent | Type = | Reaction [status | ||| Crisis Adert & | Date |
4 |
Statu;
(r Al @ Acive

Figure 1. RPMS-EHR Main Window

2.2 Adding the Lab Accession Component to RPMS-EHR
To use the Lab Accession component, the Clinical Application Coordinator (CAC)
must first add the object to your RPMS-EHR template using Design Mode. Refer to
the Design Mode Script Guide for additional information.

2.2.1  Security
Only users with the CIAV Design security key assigned to them by the Clinical
Application Coordinator (CAC) can change the settings. Otherwise the Lab Accession
tab is disabled for users without this security key.

2.2.2  Adding the Lab Accession Tab
1. Logonto RPMS-EHR.
2. Inthe RPMS-EHR bar at the top of the window, right-click the mouse and select

Design Mode.
User Guide Getting Started
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@ rems-EHR USEERE

User Design  Fatie Mo

FRIVACY Size

Patient not zelecl —

O Maximize

Minirnize

g

B3

Froblen List ) A ¥ Close

NDTIFID&TIDNg y

Alt+F4

Figure 2. Design Mode Selected

Design Mode
Show Trace Log

Chrl+Al+0

L

When selected, you will notice that most of the menu options on the Main Menu
bar are grayed out and cannot be selected.

Click Design in the menu bar. The Design Mode menu appears.

& RPMS EHR USER,DEMO
User Design“®Metient RefreshData Tools Help eSigp Clear  Clear and Lock  Cammunity: Slerts Dosing Calculatar

FRINACY \| FATIEMT CHART

AN

RESOURCES

| LaB ACCESSION

Figure 3. Design Mode Menu Bar

Select Layout Manager.

Cesign | Patient  Refrest Data

Find Chject 3

Layaouk Manager... *
Qpkions. ..

Deskiop Properties, .,
Reqguired Services. ..

Clear Desktop

Celete Template. ..

Save as Template, ..

Save Personal Settings
Restore Personal Setkings
Restore Defaults

Restore from Template. ..

Figure 4. Design Mode Menu

The Layout Manager window appears.

User Guide
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‘ Layout Manager
2 [ B
Cuk Copy  Faste

M[=] 3
| + X | B @
Add..  Delete Properties... Abouk

+

- T abbed Matebook

Figure 5. Layout Manager Window

5. Click Tabbed Notebook to highlight it, and then click Properties. The Properties
for Tabbed Notebook window opens.

“ Layout Manager !EI
x O B | F X B @
Cut Copy  Faste Add. Delete Properties... | About,
(=1 Deskiop
E3® T abbed Motebook *

Figure 6. Select Tabbed Notebook

6. On the Properties for Tabbed Notebook window, click Tab Editor. The Tabs
section refreshes with the names of the tabs.

Property

Properties for Tabbed Notebook

-I-—O'L’.E %%

TOFP

+ 4

LEFT

~Tab

HEIGHT

WIDTH

PRIACY
PATIENT CHART
RESOURCES

ALIGN
ANCHORS

FIXEDWIDTH
MULTILINE

REVYERSETABS
TABPOSITION

TABSTYLE

Tab Editor 4

Tab Editor
’iﬁllows creation, deletion, and modification of tabs.

QK | Cancel | Apply |

Figure 7. Properties for Tabbed Notebook Window

User Guide
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7. Click the plus sign (*) at the top of the window. A New Tab1 appears in the list.

Property h‘l‘ - y’ “ ’E % @\\

TOP + 4

LEFT [UED

& PRIVACY

IEDETT & PATIENT CHART

WwIDTH (3 RESOURCES
>

ALIGN
ANCHORS
FEXEDWIDTH
MULTILINE
REVERSETABS
TABPOSITION
TABSTYLE

Tab Editor

Tab Editor
Allows creation, deletion, and modification of tabs.

* Ok | Cancel | Apply

Figure 8. Add Lab Accession Tab

8. Select the New Tabl field, type Lab Accession, and then click OK. The Layout
Manager window opens with the Lab Accession tab listed in the Tabbed Notebook
heading.

9. Select the Lab Accession Tab, and then click Add to add a new tab.

.‘ Layout Manager !El
¥ I B ‘\+ x | B @

Cut Copy  Paste Add..  Delete Properties... About.

= Desklop
() T abbed Matebaak
- PRIMALCY Tab
[ PATIENT CHART Tab

Figure 9. Click Add to Add the Lab Accession Tab
The Add an Object dialog box appears.

10. Expand (click) Type > Object and scroll down the list of Objects that appear.

User Guide Getting Started
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‘ Add an Object [_ O]

— Objects

al

11 Function
A1 Mame
-1 Placement
_.,. T.'r'l:'E
=i Object
8 Activity Time
0 Alerts
0 Allergiez
0 Appointments
0 Asthma Zones
0 C32Viewer Launch Button
2 Chart Rewview
& Chief Complaint
& Conzult Order Higtory
& Conzulz [CPRS]
& CrizesSwfamingz Alertz/Dire

8 Criziz Alerts
B Nictate MAtke

-

Legend

.

! Application Template
2 Object

12 Stock Object

2 Template

2 Uszer Configuration
> Dizabled

Add

Cancel

Figure 10. List of Objects

11. Select the Lab Accession object, and then click Add.

“ Add an Obhject

S[=] E3

r Objects

Immunizations

Legend
Image d 1 Application Template

l

----- @ Infant Feeding

----- 0 Integrated Signature Tool
----- @ Intermet Explorer

----- @ KMR NHIM Yiewer Launche

]

----- 0 LabGUI

© Object

2 Stock Dbject

9 Template

B User Configuration
¥ Disabled

----- @ Lab Orders

----- @ Lab Point Of Care Data Entr__
----- @ LabResuls

----- @ Medication Counzeling

----- 0 Medication Management

----- 0 Medications

----- @ Meszage Broadcast

----- @ Motifications

----- @ Orders [CPRS)
----- B Patient MNetail Wiew

Ea

Add

Cancel |

Figure 11. Adding Lab Accession Object

The Lab Accession tab is added to the list of tabs appearing on the RPMS-EHR
window.

12. Click the X to close the Layout Manager window.

User Guide
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13. At the top of the RPMS-EHR window, click the Design menu and select Save as
Template.

Cesign | Fatient  Refresh Data

Find Ohject 4
Layaut Manager...
Opkions. ..

Deskkop Properties. ..
Required Services. .,

Clear Desktop

Delete Template. ..

Save as Template, . <=
Save Personal Settings
Restore Personal Settings
Restore Defaulks

Reskore From Template. ..

Figure 12. Save as Template Command
14. Right-click the RPMS-EHR bar again.

15. Click Design Mode to cancel and exit.

& RPMS EHR USER,DEMO

@ RPMSEHR USER DEMO RS

= Restaore
User Patient Refresh Data Move and Lo
PRIVACY T s FSOUR
FPatient.Demo — Minimize
939933 04-]ar-1956 E ] Maximize
Froblemn List  Advs Reacl % Cloze AlE+F4
Design Mode  Chri+-Al+D -y
NOTIFICATIONS N REvIEy___Show Trace Log E L

Figure 13. Exiting Design Mode

You are back to the normal RPMS-EHR mode.

2.3 Notifications

Important: To set the default number of Days to Accession, the XPAR
parameter BLR DAYS TO ACCESSION must be defined at
installation. Refer to Settings for additional information.

User Guide Getting Started
April 2014



Laboratory Accession GUI (BLGU) Version 1.0

Note: The Confirmed By button is enabled only when a site sets the XPAR
parameter BLR PT CONFIRM to Yes. Turning on this parameter is
optional.

User Guide Getting Started
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3.0 Orientation

The Laboratory Accession GUI workflow diagram below details how laboratory
orders are processed depending on test outcomes, as well as reference laboratory
configuration, LEDI vs. GIS.

Provider Staff accessions

Provider enters lab 519;(1’5 ctxc:ers Specimens | pending lab orders
orders into EHR. :h o o utf) collected and labels are
g printed.

pending

Perform test In-
House
GIS Interface LED!I Interface
Electronic Order 3
transmitted, Start a s?lp?ng
manifest and manifes
Labels print for
individual order. ‘
Build a shipping
Specimens sent to manifest.
Reference lab with
manifests.
v
Add/Remove lab
v tests from shipping
manifest.
Process Complete,
v
Close/Shipping
manifest, Orders
transmitted.
Process Complete.

Figure 14. Laboratory Accession Process Workflow

User Guide Orientation
April 2014
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3.1 Definitions

The table below defines terms used in this document for various areas of the user

interface.

Window Area Descriptions Table

Term Description

Ribbon Bar Organizes the functionality of the application into a single toolbar
control. Contains the Tasks and Manage tabs.

Patients Pane Shows the Patient Workspace, patient list by Collection Type, and
the lab pending order patients list by Order Date. These workspaces
show the groups of patients with pending lab orders that are currently
waiting to be worked on, and enable the user greater flexibility on
completing the tasks required for a patient.

Tasks Pane Displays the orders associated with the patients in the Patient
Workspace. Shows detail and an order summary on all pending labs
for the patient.

3.2 Basic Window Layout

The main Lab Accession window contains the Ribbon bar at the top of the screen, the

Patients pane on the left-side of the screen, and the Tasks pane on the right.

The Lab Accession main window is shown below:

f b [ CAHALLESSON
.ws h:::” § AR Tt [7 Adprst Days to Accession
_}{"] HAN Street Address Days fo Accession: | 120
rx}: - Selected Jnhrrtj Seffings
| Lab Ordier Numiber| Test Hame Collection Sample | Collect Date | Specimen

:::sav 'T:ss Ti.zq:-' 33 POUOVIRUSCULTURE | VIRALMEDIA | 12122012 | ABDUCTOR DIGITI MINIMI MUSCLE OF FOOT.

o o

[ Fatent orkspace

Figure 15. Basic Screen Layout

User Guide Orientation
April 2014
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3.3 Ribbon Bar

The Ribbon Bar at the top of the main Lab Accession window enables the user to view
all functions of the program in an organized series of tabs. The Ribbon Bar is designed
to resemble the traditional menu bar and toolbars of Windows applications, thereby
creating a similar user experience. By separating the functionality into the following
tabs, the primary operations of the application are made easily accessible with a
minimum of clutter to the display:

e Tasks
e Manage

User Patient Refresh Data Tools Help eSig Clear Clear and Lock  Community Alerts  Dosing Calculator
FRIMACY FATIEMT CHART RESOURCES LAB ACCESSION

Tasks | Manage
Name Gander [+ Adjust Days to Accession
HREM Strest Address Days to Accession: I 120
Acceszion | DOB City
Actions Selected Patient Settings

Figure 16. Lab Accession Ribbon Bar

3.31 Tasks Tab

The Tasks tab in the Ribbon Bar provides access to the following Actions and
features:

Accession

Selected Patient

Settings

User Guide Orientation
April 2014
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Tasks Manage
Name TESTANGELA Gender F [¥ Adjust Days to Accession

,,?(::? HRN

Street Address 1234 Apple Pie Alamode | Days to Acoession: [ 120
sion | DOB. 92471971 City Newburgh
Selected Patient Setiings
- | Tasks =
Patient Workspace Order Summary [TESTANGELA] | Order [343, SODIUM] | Crder [342, ANA]

Lab Order Number‘ Test Name‘ Callection Sampie‘ Collect Data| Speclmen‘
| HRN | DOB ‘

BABY BOY 123456 | 11/18:2007

343 SODIUM  BLOGD 11/29/2012 | SERUM
342 ANA BLOCD 12/472012 | SERUM

DEMO,TODDLER | 36665 | 6/3/2001

MUNEZ PAZ 293829 | 5/251933
TESTANGELA 124 9241971
TESTPATIENT & 36445  10/12/1848

Patient Workspace
Collection Type
Ordered Date
Accession Histary

Figure 17. Tasks Tab with Selected Patient Order Detail

3.3.1.1 Accession

The Accession icon is used to accession tests. Refer to the Accessioning Orders
section for the steps to accession tests.

3.3.1.2 Selected Patient

The Selected Patient Detail tab in the Ribbon Bar enables the user to view the Name,
HRN (health record number), DOB (date of birth), Gender, Street Address, and City

details for the patient highlighted (selected) in the Patient Workspace, as shown in the
example below.

RPMS-EHR PTFHYBRID USER,DEMO
User Patient RefreshData Tools Help eSig Clear Clearandlock Community Alerts Dosing Caloulator PCP

PRIVACY NOTIFICETIONS PATIENT CHART RESOUACES Tab Accession 151 o3t proiect
Lab Accession
Tasks | Manage

(P Noms TESTALCE Gender F ¥ Adiust Days to Accession

v M Street Address Days to Accession: |0

Accession | DOB  &/B/1961 City

Actions Selected Patiert Settings
Patients « | Tasks B
Patient Workspace Order Summary [TESTALICE] | Order [47. SHIGELLATITER] | Accession [TEST.ALICE]

Search: |

. Confirmed By: Confirmation: Collected By: \when Collected
Neme ‘"“N ‘DDE ‘ USERDEMO [ USERDEMO 33172014 3:30 PM =
BABY.BOY 123486 111812007
Orders to be Acoessioned Insursnce: € Thid Party € Client " Patient

DEMO.BOY 45444 | 41161398
DEMO.FEMALE & 21334 8101976 I™ | Order| Test Name ‘CoHemonSamnle| UrdeledDaLe‘Specimen‘ Dizancsis || Lab Processing Instructions| Ordering Provider
SMITH.AMANDA | TOD0O2| 37201963 [T |47 | SHIGELLATITER BLOOD 32014 | SERUM USER DEMO
TESTALICE | 123587 /1961
ZAVALAADULT | 8976 | 11171960

Figure 18. Selected Patient Information

This ensures that the user is aware of which patient record is being worked on and
helps avoid altering information for the wrong patient.

User Guide Orientation
April 2014

13



Laboratory Accession GUI (BLGU) Version 1.0

3.3.1.3

3.3.2

The Task pane to the right of the Patient Workspace displays the Lab Order Number,
Test Name, Collection Sample, Collection Date, Specimen, and Ordering Provider for
the selected patient.

Settings

The Settings tab in the Ribbon Bar contains the Adjust Days to Accession setting. This
enables the user to change the number of Days to Accession to narrow down the list of
patients displayed in the Patient Workspace and view the orders to accession.

The number selected indicates how many days in the future, and also in the past, from
today’s date that the laboratory collection is scheduled.

[+ Adjust Days to Accession
Days to Accession: | 120
Settings
Figure 19. Adjust Days to Accession

When selecting Settings, make sure the Adjust Days to Accession option box is
selected (checked). The Days to Accession number that initially displays is the number
set by your Clinical Application Coordinator (CAC) at installation.

Important: To set the default number of Days to Accession, the XPAR
parameter BLR DAYS TO ACCESSION must be defined at
installation.

Change the number of days in the Days to Accession field, depending on how far in
the future or how far back in the past that you want to view the patient’s pending
laboratory orders. Click Refresh Data in the Menu Bar at the top of the page. Patient’s
with accession orders in this range of days display in the Patient Workspace.

Note: Changing the number in the Days to Accession field is only good for the
current session. Once you log off, the number reverts back to the original
default set by the CAC at your site.

Manage Tab

The Actions available in the Manage tab enables the user to build, edit, close, print and
re-print manifests, re-print accession labels, request a report view of order and test
statuses, and delete tests.

User Guide Orientation
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The manifest icons are set up to encourage a work flow. For example, at a LEDI site,
the user first builds or creates a manifest, then starts to manually add specific
accessions using the Add/Remove function when a regular manifest build would add
accessions that are not intended. The user would then Close/Ship and Print the

manifest.
Tasks Manage
) @ e 0 I
Build Start Maintenance Re-Print Label

Actions

Figure 20. Manage Tab Example

Manage tab manifest functionality is available based on site configuration, as follows:

3.3.2.1 LEDI Sites
e Build

e Start

e Add/Remove

e Close/Ship

e Maintenance

e Re-Print Label

e Order/Test Status

e Delete

3.3.2.2 GIS Sites
e Re-Print Manifest

e Re-Print Label
e Order/Test Status
e Delete

Refer to the appropriate section for details:

User Guide
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e LEDI Site Manifest Functionality

e GIS Site Manifest Functionality

3.3.3 LEDI Site Manifest Functionality
3.3.3.1 Build Manifest
This function is used to add specimens onto a shipping manifest.
Refer to the Building Manifests section for steps to build a manifest.
3.3.3.2 Start Manifest
This option enables a manifest to be started without performing a manifest build. It can
be used to start a manifest and manually add specific accessions when a regular
manifest build would add accessions that are not intended. An example is when a test
on a specific accession or group of accessions usually performed in house needs to be
sent to an outside laboratory for analysis. Use this function in conjunction with
Add/Remove a Shipping Manifest Test option.
Refer to the Starting Manifests section for steps to start a manifest.
3.3.3.3 Add/Remove Manifest
The contents of an open manifest may be edited — tests added or deleted depending on
what is determined as specimens are matched up with tests on the manifest.
Refer to the Adding or Removing Manifests section for steps to add or remove tests.
3.3.3.4 Close/Ship Manifest
After specimens to be shipped have been reconciled with the Shipping Manifest, the
manifest may be closed and shipped. The final copy of the manifest may be given to
the courier and an additional copy may be printed for laboratory reference by using the
menu option, PSM Print Shipping Manifest. Selecting Close marks a shipping manifest
as closed and/or shipped.
Refer to the Closing and Shipping Manifests section for steps to close and ship
manifests.
User Guide Orientation
April 2014
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3.3.3.5

3.3.3.6

3.3.3.7

3.34

3.34.1

3.3.4.2

Manifest Maintenance
Manifest maintenance may be performed from this tab easily. Select from Open,
Shipped, or Closed manifests and print or ship from this tab.

Refer to the Maintenance section for steps to perform manifest maintenance.

Order/Test Status

This icon provides the status for all tests given for that day and up to the grace period
set by your unit. Each day is prompted in inverse order; future days can be requested.
The report outputs for a specified patient, Order number, Urgency, Status, provider,
and Accession number.

Refer to the Using the Order/Test Status Function section for more details.

Delete

This icon is used to delete accessioned tests not yet resulted in the lab package. This
feature will display a grid format of all accessioned non-resulted lab tests and enables
the user to select all tests, or specific tests for deletion. A cancellation reason will be
prompted.

Refer to the Using the Delete Function section for steps to delete tests.

GIS Site Manifest Functionality

Re-Print Manifest

The Re-Print Manifest icon enables the user to re-print a shipping manifest list for
laboratory specimens sent outside the facility to a reference lab in the event a shipping
manifest fails to print or a copy must be made.

Refer to the Re-printing Manifests section for steps to re-print manifests.

Re-Print Label

The Re-Print Label icon enables the user to re-print single or multiple accession labels
for that day. This feature can be used when the printer jams, for example.

Refer to the Re-Printing Labels section for steps to re-print labels.

User Guide Orientation

April 2014

17



Laboratory Accession GUI (BLGU) Version 1.0

3.3.4.3

3.344

3.4

Order/Test Status

This icon provides the status for all tests given for that day and up to the grace period
set by your unit. Each day is prompted in inverse order; future days can be requested.
The report outputs for a specified patient, Order number, Urgency, Status, provider,
and Accession number.

Refer to the Using the Order/Test Status Function section for more details.

Delete

This icon is used to delete accessioned tests not yet resulted in the lab package. This
feature will display a grid format of all accessioned non-resulted lab tests and enables
the user to select all tests, or specific tests for deletion. A cancellation reason will be
prompted.

Refer to the Using the Delete Function section for steps to delete tests.

Patients Pane

On the left side of the main screen is the Patients pane showing the Patient Workspace,
Collection Type Workspace, Ordered Date Workspace, and Accession History
Workspace. The Patient Workspace shows the list of patients that are currently being
worked on and enables the user greater flexibility on completing the tasks needed for a
patient.

Click the Collection Type Workspace, the Ordered Date Workspace, or the Refresh
Data menu option to refresh the Patient Workspace and view those sections.

To search, begin typing the first few letters of the patient’s name, HRN, or DOB in the
Search field. The Patient Workspace refreshes with the patient for which you are
searching at the top of the list.

User Guide Orientation
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DEMO,FEMALE & 21334 | 8101976
DEMO.INFANT
DEMO,INFATIENT F | 25422 | 5720/1938
DEMOMOTHERR | 3423 | 9421957

DEMO,TODDLER 36665 | 6372001

MUMEZ BABRY
MUMNEZ BRANDOM | 6666 | 11710/1390

MUNEZ PAZ
PATCH.SEVEN

Patient Workspace
Search: I

Name | HRN | DOB | P
BABY,BOY 123456 11/118/2007

DEMO,BOY 45444 | 471671998

DEMOFATHER | 5465 | 3511955

12 211472007

288 81202008

MUNEZ FEMALE 999 E/5/1951 W

293829  5/25/1933
245 81372000 -

Patient Waorkspace
Collecton Type
Ordered Date

Accession History

Figure 21. Patient Workspace

3.4.1  Collection Type

Multiple labs by different order date are displayed in a single row, grouped by
collection type.

Multiple lab collection types are grouped by the following collection type codes:

Code

Description

LC

Lab collects from patient.

SP

Send patient to lab.

wcC

Ward collect by a nurse.

IC

Immediate collect by any available medical
personnel.
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Patients
Collecton Type
Name

~ 5P

PATIENT.DEMO
DEMO, FEMALE A
DEMO FATHER
DEMO.BOY
DEMO.TODDLER
DEMO, INFANT
NUNEZ BRANDOM
NUNEZ FEMALE

TEST.ANGELA
BABY BOY
NUNEZ PAZ

PATCH,SEVEN

~ WC

Patient \Waorkspace

| HRMN ‘ DOB

9999993 1/4/1956
21334 | 8101976
5465 | 3/2M1955
45444 41161998
36665 | 6/272001
12 21412007
£666 | 11/10/1990
939 5/5/1951
1234 | 92411971
123456| 11/18/2007
293829 5251933
345 81312000

G

Collection Type
Ordered Date

Accession History

Figure 22. Collection Type Groupings

3.4.2 Ordered Date

Users can sort and limit the display of the list by setting a start and end date for the
Order Date.

Multiple labs with different order dates are displayed on one row, based on the earliest
order date and the display can be restricted by a start and end date for Order Date.
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Patients -

Ordered Date

| »

MName | HRMN ‘ DOB |
~ X282

BABY . BOY 123456 11/18/2007
~ 412472012

DEMO.FEMALE A | 21334 | B/10/1976

DEMO.FEMALE A | 21334 | B/10/1976

DEMO.FEMALE A | 21334 | B/10/1976

NMUNEZ BERANDCM | 6666 11101990

NUNEZ BABY BEE 8/20/2008

BABRY.BOY 123456 | 11/18/2007
~ 572012

PATIENT.DEMO | 993933 1/4/1956
DEMO,FATHER 5465 | 3/5/1955
DEMO.MOTHER R | 3423 | 8/211957
DEMO,BOY 45444 | 4/16/1998 ™

Faiient Workspace
Collection Type
Ordered Date

Apcession History

Figure 23. Ordered Date Workspace

3.4.3  Accession History

The Accession History workspace provides a history of accessioned tests for the
current logged-on session.

Users can sort the display of the list by clicking the Accession Number, Test UID, or
Test Name header.
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Patients -
Accession History

Mame Accession Number | Test UID Test Mame

MUWEZPAZ 50133 6013000003 CHOLESTEROL

Fatient \Warkspace
Collection Type
Ordered Date

Accession History

Figure 24. Accession History Workspace

3.5 Tasks Pane

To the right of the Patients pane is the Tasks pane. The Tasks pane allows the user to
view Pending Order Summaries and Lab Orders.

When the application starts, the Tasks pane does not display any patient order
information since the Patients pane does not have a patient selected.

If more than one patient is listed in the Patient Workspace, labs in the Tasks pane will
apply to the patient shown in bold in the Patient Workspace, as in the example below:
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B,  Meme TESTANGELA Gender F F¥l Adjust Days to Accession
(7 BT Strect Address 1234 Apple Pic Alamode | Days to Accession: [120
Accession | DOB 91241197 city e
Actons Selected Patient Settings
Patients ~  Tasks -
Patient Workspace Order Summary [TESTANGELA] | Order [343. SODIUM] | Order [342. ANA]
S
e I Lab Order Number| Test Name CoHewcnSamD\e| Co\lemDate| Snec\men‘
Name ‘HRN |DDB ‘ -
343 S0DIUM | BLOGD 11/2972012 | SERUM
A 123455 111872007
BABT BOY 23466 | 1118200, 342 ANA BLOCD 12472012 | SERUM

DEMO.TODOLER | 36665 372001

NUNEZ PAZ 293828 5/25/1933
TESTANGELA 1234 97241971
TESTPATIENT & 36445  10/12/1848

Patient Workspace
Collection Type
Ordered Date
Accession Histary

Figure 25. Tasks Pane with Patient Selected

3.6 Refreshing the Patient Workspace

The Patient Workspace is set to auto-refresh to update with new orders every 10
minutes, or whenever the user clicks from tab to tab.

The user can also click the Refresh Data button at the top of the RPMS EHR bar.

& RPMS-EHR USER,DEMO
Ilser Patient RefreshData Tools Help  eSig

| PRIVACY [ PATIENT CHaRT

Figure 26. Refresh Data Button

3.7 Pane Size Adjustment

The size of the panes can be adjusted as with other Windows-type applications.

1. Roll your cursor over the edge of the window to enable the double-pointed arrow
cursor.

2. Click, and while holding down your mouse button, drag the window to the desired
size.

For example, the Tasks pane can be pulled down and lengthened to show all of the
available fields without having to scroll down.
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4.0 Completing Accession Tasks
4.1 Accessioning Orders

Complete the steps below to generate an accession number and print laboratory labels.

If multiple lab tests have the same collection sample, and only one test is selected for

accessioning, the system will accession all tests that are associated and remove them

from the list of patient tests yet to be accessioned (will also show in accession history
pane). For example, if the patient has a UA and HCG test to be accessioned, and the
user only selects the UA, the HCG will also be accessioned because the collection
sample is the same.

Important: ~ When printing labels during the accessioning process, the printer
device must be defined from the ACCESSION PRINTER field of
the PRINTER DIVISION multiple in the LABORATORY SITE
file. This printer must be also defined in the LABEL DEVICE
multiple, also located in the LABORATORY SITE file.

Select LABORATORY SITE SITE WAME: CIHA HOSPITAL

Select PRINTER DIVISION: DEMO HOSPITALSS

PRINTER DIVISION: DEWD HOSFITALSF
LOG FRINTER FOR ROUTIME LC: EHRITSS
ACCESSION FRINTER: EHRIT/SS
Select LABEL DEVICE: EHRITS ¥
LABEL DEVICE: EHRIT//S
FEINTER TYFE: INTERMEC Z@@8rs4888 SERIESSS
LABEL STOCK
ALTEREHATE LABEL ENTRY I E
- =

Figure 27. Accession Printer Defined

To accession orders:

1. Inthe Patient Workspace, click to select the patient’s name. The patient’s orders

appear in the Order Summary tab of the Tasks pane.
Note: Ifany of the patient’s sendout tests have an Ask at Order Question
(AOE) defined in the BLR Reference Lab file, you will see [AOE] next
to the Test Name. See step 4 for details.
User Guide Completing Accession Tasks
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Tasks s
+ | Order Summary [DEMO.FATHER] | Order [449. LIFID FROFILE DEMO] | Order [449, xPAF LB.RFX HPV ASCU [AOE ]| | Order [451, xLEAD{FED]) [ ACE]]

Lab Order Mumber| Tesi Name

Callection Sample| Collect Date| Specimen |

443 LIFID PROFILE DEMO BLDOD 52972012 | SERUM
448 xPAP LB RFX HPV ASCU | ADE || THIN PREP 52972013 | ENDOCERVIX
451 «LEAD(PEDI) [ ADE] BLOOD 5302013 | BLOOD
450 POTASSIUM BLOOD 6102013 | SERUM

Figure 28. Order Summary Before Accessioning

2. From the Ribbon Bar in the Tasks tab, click the Accession button.

Tasks | Manage

,? Name Gender - |+ Adjust Days to Accession
Q HREMN 00002 Street Address Days to Accession: | 120
Acceszion  DOB  3/20/1363 City
Actions Selected Patient Settings

Figure 29. Accession Button

The Accession [patient name] tab opens in the Tasks pane.

Tasks -

4 ier [353. DRUG 3 SCREEN {ANMC) MINI] | Order [333, BARBITUATES CONFIRMATION] | Order [393. MUMPS VIRUS AB. IgG] | Accession SRS assisig] -

Confirmed By: Confirmation Collected By: When Collected:
USER.DEMO USER.DEMO 2122013 417 PM =]

Orders to be Accessioned: Insurance: ¢ Third Party € Client " Patient
' | Cln:ler| Test Name | Collection Sample| Collect Date| Specimen Diagnosis Lab Proces
[T | 333 | POLIO VIRUS CULTURE VIRAL MEDIA 12112/2012 | ABDUCTOR DIGITI MINIMI MUSCLE OF FOOT
[~ | 393 | DRUG 3 SCREEN.(ANMC) MINI | URINE 172212013 | URINE
[T | 333 | BARBITUATES CONFIRMATION | URINE 1/22/2013 | URINE
[T | 333 | MUMPS VIRUS AB, 1IgG BLOOD 1212/2012 | SERUM
1] i v

Client fccounts:

Account Number

| 91901619
| ABC

OK Cancel

Figure 30. Accession Pane Before Accessioning
3. Inthe Accession pane:

a. The Confirmed By button defaults to the logged-on user. If you want to select
a different user:

User Guide Completing Accession Tasks
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Note: The Confirmed By button is enabled only when a site sets the
XPAR parameter BLR PT CONFIRM to Yes. Turning on this
parameter is optional.

I. Click the Confirmed By button. The Select a User window opens.

ﬁ' Select A User _ |O0)

Search by Name | TEST
Name

TesT,cosignaTURe M

TEST MEWPERZON
TEST, NURSE
TEST USER

QK Cancel

Figure 31. Selecting a Different User

ii. In Search by Name, begin typing the first few letters of the patient’s name.
The list refreshes with the names matching showing at the top.

iii. Click to select the name, and then click OK. The Confirmed By button
shows the user’s name which you selected.

b. In the Confirmation field, type in the information from the patient for
identification, usually the patient’s HRN, name, or date-of-birth (DOB).

c. The Collected By button defaults to the logged in user. If you want to select a
different user:

i. Click the Collected By button. The Select a User window opens.

User Guide Completing Accession Tasks
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il. In Search by Name, begin typing the first few letters of the patient’s name.
The list refreshes with the name(s) matching the letters you typed showing
at the top.

iii. Click to select the name, and then click OK. The Collected by button

shows the user’s name which you selected.

Note: The Confirmed By and Collected By can be different users, as
applicable.

d. The When Collected field defaults to the current date and time. If you need to
select a different date and/or time:

i. Type the new date and/or time, or click the calendar icon (#). The
Calendar and Clock window opens.

Tasks -
Order Summary [MES 8] | Order [296. URINALYSIS-DIPSTICK ONLY] | Accession [IESSE Se]

Confirmed By: Confirmation Collected By: When Collectsd: \
USER.DEMO USER.DEMO 57/2012 8:00 AM a8
1 May - 2012 » Clock

Orders to be Accessioned

Sun Mon Tue Wed Thu Fn Sat -00 A -00 £ 2-00 £ -00 A
l'| Clrder| Test Name ‘Cnllel:tmn Sample | TE00AM TO0AM - Z00AM 300 AM

w2 o 1 2z 3 24 3 . . 0
4Q0AM EDDAM  GOAM  7-00AM
7| 23 | URINALYSIS-DIPSTICKONLY URINE CLEANCATCH | 1 | Tl 10 11w A
i el BO0AM | SODAM 10.00AM 11.004M
20| 13 56 17 18 T

X 00 B 200 P 00 B
2120 21 22 23 22 3 m 1200PM 1:00PM  Z00PM 3:00FM

2227 28 29 0 AN
23| 3 . 5 g 7

400PM  500PM  EQOPM 700 PM
g:00PM  S:00PM  10:00 PM - 17:00 PM

= Close

Third Party Insurance:

Figure 32. Select New Date and/or Time

ii. Click to select the applicable date and/or time, and then click Close. The
When Collected: field updates with your changes.

Note: You cannot utilize N for Now or T for Time.

In the Orders to be Accessioned section, click the box next to Order to select
all, or click the boxes next to the order(s) you want to accession.

Insurance Selection: The insurance choice defaults to the setting in the BLR
Master Control file, Ref lab Billing Type field.

The insurance setting can be changed from the default if the patient has Third
Party insurance.

nEurance: (% Third Party " Client  ( Patient

Figure 33. Insurance Option Buttons
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e |f the patient has insurance, the Accession tab lists all insurance entries for
the patient in the Third Party Insurance section.

Tasks -
4 der [393. DRUG 3 SCREEN.(ANMC) MINI] | Order [333, BARBITUATES CONFIRMATION] | Order [393. MUMPS VIRUS AB. IgG] | Accassion [SRSsisminiiey
Confimed By: Confirmation Collected By: When Collected:

USER.DEMO TEST.HURSE 2/14/2013 171:00 AM :]

Crders to be Accessioned: nsurance: @ Third Party (" iClieni ¢ Patient

I | Order| Test Name Collection Sample| Collect Date| Specimen Diagnesis Lab Proces

[7| 393 | POLIOVIRUS CULTURE WIRAL MEDIA 1212/2012 | ABDUCTOR DIGITI MINIMI MUSCLE OF FOOT
[T 393 | DRUG 3 SCREEN.{(ANMC) MINI | URINE 12272013 | URINE
[T 393 | BARBITUATES CONFIRMATION URINE 1/22/2013 | URINE
[T 393 | MUMPSVIRUS &B. laG BLOOD 12112/2012 | SERUM

<] Il »

Client Accounts

Account Mumber

| 91901613
€ | ABC

OK Cancel

Figure 34. Accessioning Patient with Third Party Insurance (Adding Diagnosis)

i. If the patient has Third Party Insurance, click the Diagnosis button in the
line item(s) you are accessioning. The Select Diagnoses window opens.
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lif select Diagnoses

Search by Description or Code PIN Selected Diagnoses:
Code | Description Code | Description

1032 PINTA LATE LESIONS 103.5 PINTA NOS

103.3 FF‘INTA MIXED LESIONS 103.3 PINTA MIXED LESIONS

103.9  PINTA NOS

127.4 ENTERCEIASIS

172.2  MALLG MELANOMA EAR

1732 MALLIG NEC SKIN EAR

1544 MALIGN NEOQ PINEAL GLAMND

216.2 BENIGN MED SKIN E&R ‘Add
227.4 BEN NECPL PINEAL GLAND

237.1  UMC BEHAV MEC PIMEAL Remove
25%.8 ENDOCCRIME DISCRDERS NEC

362,55 TOXIC MACULOPATHY

372,03 MUCOPUR CONJUMCTIVIT MEC

372.51 PINGUECULA

380.01 AC PERICHONDRITIS PINMA

380.0Z CHR. PERICHOMDRITIS PINMA

380.11 ACUTE INFECTICN OF PINMA

380.51 HEMATOMA AURICLE/PINMA

380,32 AOCQ DEFORM AURICLE/PINNA -

OK Cancel

Figure 35. Select Diagnoses

ii. Inthe Search by Description or Code field, begin typing the first few
letters of the diagnosis, or the ICD code. The list refreshes with the
applicable diagnoses.

Note: If the Lab Accessioned Date is on or after the implementation date,
ICD-10 codes are displayed. If the Lab Accessioned date is before
the implementation date, ICD-9 codes are displayed.

Note: You can sort the list of diagnoses by clicking the Code or
Description header.

iii. Click to select the applicable diagnosis, and then click the Add button.
The diagnosis shows in the Selected Diagnoses column. Do this as many
times as needed to apply the necessary diagnoses.

iv. Click Ok. The diagnosis code appears in the Diagnosis column in the line
item(s) to be accessioned.

Note: Multiple Diagnoses entries are allowed and permeate to all orders
selected for accession.
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v. In Third Party Insurance, click the checkbox to select the Insurance
Name for the company to be billed.

vi. In Client Accounts, click the Account Number option button next to the
Account Number to be billed.

e If the BLR Master Control file is set to Client, the Client option button is
auto-selected.

o The Diagnosis field(s) are disabled.

Tasks -

4 der [383. DRUG 3 SCREEN.(ANMC) MINI] | Order [393. BARBITUATES CONFIRMATION] | Order [393. MUMPS VIRUS AB. IgG] | Accession [ty

Confimed By: Confirmation Collected By: When Collected:
USER.DEMO TEST.NURSE 21412013 11:00 AM 2]
Orders to be Accessioned nsurance: € Third Party & Llierf € Patient

r ‘ Clrder‘ Test Name | Collection Sample| Collect Date| Specimen Diagnosis Lab Proces

" 333 | POLIO VIRUS CULTURE VIRAL MEDIA 1212/2012 | ABDUCTOR DIGITI MINIMI MUSCLE OF FOOT

[T | 333 | DRUG 3 SCREEN.(ANMC) MINI | URINE 1/22/2013 | URINE

[T 333 BARBITUATES CONFIRMATION URINE 1/22/2013 | URINE

[T 333 | MUMPS VIRUS AB, IgG BLOOD 1212/2012 | SERUM

[l 3
Client Acoounts:

Account Mumber|
91301619
€| ABC
Ok Cancel

Figure 36. Client Insurance Button Accession Screen Example

o The system displays all Client Accounts defined in the BLR Master
Control file; select one or multiple account numbers, as needed.

= Ifthe BLR Master Control field REF LAB CLIENT ACCOUNT
NUMBER has more than one entry, the Accession pane displays
the Client Accounts pane.

= Ifthe BLR Master Control field REF LAB CLIENT ACCOUNT
NUMBER has one entry, the Accession pane DOES NOT display
client account number pane.

e If the patient has no insurance, the Patient button is auto-selected.

o The Diagnosis field(s) are disabled.
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Tasks -

4 dfer [383. DRUG 3 SCREEN.(ANMC) MINI] | Order [393, BARBITUATES CONFIRMATION] | Order [393. MUMPS VIRUS AB. IgG] | Accession [See sy

Confirmed By: Confirmation Collecied By: When Collected:
USER,DEMO TESTNURSE 214/2013 11:00 &M :]
Orders to be Accessioned nsurance: € Third Party " Client (% Patient
[T | Ordar| Test Name Collection Sample| Collect Date| Specimen Diagnosis Lab Processing Instructid
[T 393 | POLIO VIRUS CULTURE WIRAL MEDIA 121122012 | ABDUCTOR DIGITI MINIMI MUSC
[T 393 | DRUG 3 SCREEN,(ANMC) MINI | URINE 1/22/2013 | URINE
[~ 393 | BARBITUATES CONFIRMATION | LIRINE 1/22/2013 | URINE
[T 393 | MUMPS VIRUS AB. IgG BLOOD 121122012 | SERUM
Ll 3

Client Accounts:

Account Mumber

91301619
©  ABC

oK Cancel

Figure 37. Patient Insurance Button Accession Screen Example

o The system displays all Client Accounts defined in the BLR Master
Control file; select one or multiple account numbers, as needed.

= If the BLR Master Control field REF LAB CLIENT ACCOUNT
NUMBER has more than one entry, the Accession pane displays
the Client Accounts pane.

= If the BLR Master Control field REF LAB CLIENT ACCOUNT
NUMBER has one entry, the Accession pane DOES NOT display
client account number pane.

e If you need to change the auto-selected option, click the applicable option
button to indicate which party is responsible for billing.

4. Click OK on the Accession pane. If any of the patient’s sendout tests have an Ask
at Order Question (AOE) defined in the BLR Reference Lab file, you will see
[AOE] next to the Test Name, and the Accession [Patient Name] AOE dialog box
opens.
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Tasks

Order Summary [ZAVALATINA] | Order [386, xPAP LBRFX HPV ASCU [ A& Il Order [386. xLEAD(FEDI) [ADE]] | Accession [ZAVALATINA]

Question 1 of 34: xPAP LB RFX HPV ASCU

Guestion

Specimen collected with broom alone? (Y/N)

Answer:

Bypass et

Accession [Patient Name] AOE Dialog Box Example

5. Inthe Accession [Patient Name] AOE dialog box:

a. InQuestion 1 of X, in the Answer field, type an answer to the question or

leave the field blank, and then click Next. You are taken to the next question
(if applicable).

Note: The Question field in the AOE Questions dialog box is read-only. The
Answer field is free-text and has an 80 character limit. No validation or
range checking of the Answer field occurs by the system.

e If there are no additional questions associated with the order, you are taken
to the Accession screen with a table showing your questions and answers.

User Guide

Completing Accession Tasks
April 2014

32



Laboratory Accession GUI (BLGU)

Version 1.0

Tasks

Order Summary [ZAVALATINA] | Order [386, xPAP LB RFX HPV ASCU[ACE 1] | Order [386, xLEAD(PEDI) [AQE]] | Accession [ZAVALA TINA]

Label

Question | Answer|

Question 1 of 5: xLEAD(PEDI)
GQuestion 2 of 5: xLEAD(PEDI)
Guestion 3 of 5: xLEAD(PEDI)
Question 4 of 5: xLEAD(PEDI)
(Question 5 of 5: xLEAD(PEDI)

Race?(1=\White.2=Black, 3=Indian.4=Asian 5=0ther)| 1
Hispanic (1=Yes.2=No,9=Unknown) 2
Type? (U=Urine,V=Venous.F=Fingerstick) U
Purpose? (|=Initial. R=Repeat,F=Follow-up) |

County Code? (2 Digit County Code) 10

oK

Figure 38. Accession Question and Answer Screen

e If you leave the Answer field blank and click Bypass, all other (if any)
questions are voided and you are taken to the Accession screen which
shows the bypassed questions with blanks in the Answer column.

Note: You may change your answers on questions that were bypassed
or questions that were previously answered by clicking within
the line item in the Answer column and typing the new answer.

b. On the final question, type an answer or leave it blank, and then click OK. The
Accession screen opens. If you click the Bypass button on the last question,
the question becomes voided and you are returned to the Accession screen.
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Tasks

Order Summary [SSSEA PRI ] | Order [372, xPAP LB.RFX HPV ASCU [ ADE 11 | Order [372. AMINO ACIDS, QUAL ] | Accession [Flilg A Fase ]

Question 34 of 34: xLEAD{FEDN

Question

Specimen collected with spatula alone? (Y/N)

Answer

OK Bypass

AOQOE Final Question Example

6. On the Accession question and answer screen, review your answers in the Answer
column, and then click OK.

The patient’s name is removed from the Patient Workspace. Lab labels and
manifest will print.

4.2 Using the Patient Workspace (Searching for Patients)

Regardless of how many collection types or pending orders, the system displays only
one row per patient in the Patient Workspace.

Click to select the patient in the Patient Workspace to view all pending Orders and an
Order Summary.

You can search for patients from the main list by Name, HRN, or DOB.
To search from the main list:

1. Inthe Search field at the top of the Patient Workspace, begin typing the first few
letters of the patient’s name. The list refreshes with the name(s) matching the
letters you typed showing at the top.
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Patients

Patent \Workspace

Search: ITEST. A

e

Name

‘ HRN ‘ DCB ‘

TEST.PATIENT A
TEST.PATIENT B
TEST,PATIENT C
TEST.PATIENT D
TEST,PATIENT E
TEST.PATIENT F
TEST,PATIENT G
TEST.XENA
ZAVALAANTONIO
ZAVALACHRIS
ZAVALA MARIE
ZAVALAOF MEDS
ZAVALA ORLANDO
ZAVALATINA

36445 1012148
44323 | 6311951
34555 | 8M10N1976
223231 | 321577
34343 | 5/41556
64565 | 9/2/1399
54554 | 31572002
326555 | 8/6/1960
65780 | 5/5/1978
675244 211411576
7889 | 27211976
45677 | 551975
45678 | 172911945
234123 | 17511345

| Patient Workspace

Figure 39. Search by Patient Name in Patient Workspace

To search by HRN or DOB, begin typing the first few digits of the patient’s HRN
or DOB. The list refreshes with the name(s) of the patients matching the HRN or

DOB at the top.
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Patients

Patient \Workspace

Search: I 1234

—aira1a TIRIA

nnnnnn

Name AH;RN |::u35

TEST LYNNE 123459 | B/6/1960
TEST PATIENT A 36445 | 10/12/1948
TEST PATIENT B 44323 | /31951
TEST PATIENT C 34555 | B10/1576
TEST.PATIENT D 22323 | 3121977
TEST PATIENT E 34343 | 5i4/1996
TEST PATIENT F 4565 | 9121998
TEST PATIENT G 54554 | 3/15/2002
TEST XEMA 326555 | Bi6M1960
ZRVALA ANTONIO B5780 | /51978
ZEVALA CHRIS 75344 | 21411576
ZRVALS MARIE 7889 | 21211976
ZAVALA OF MEDS 45677 | 5/5/1975
ZRVALAORLANDO | 45678 | 1729/1345

444444444

| Patient \Warkspace

Figure 40. Search by HRN in Patient Workspace

4.3 Using the Ordered Date Workspace Functions

In the Ordered Date workspace, pending lab order requests are grouped by the date
they were ordered by default when the Ordered Date workspace is opened.

To sort and view pending lab order requests by patient Name, HRN, or DOB, refer to
the steps in the Using the Collection Type Workspace Functions section.
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5.0 Manifest Functions (Using the Manage Tab)

The following sections provide Manage tab manifest functionality based on site
configuration (LEDI and GIS).

5.1 LEDI Manifest Functions

The following manifest functionality (from the Manage tab) is only available at LEDI
configured sites.

5.1.1  Building Manifests

Use this function to add specimens onto a shipping manifest. Refer to Build Manifest
in the Orientation section for details.

Note: If you create a manifest using the Build manifest function, the Start
Manifest function will be disabled.

To build a manifest:
1. Inthe Ribbon Bar, click the Manage tab. The Actions section opens.

2. Click the Build icon.

Figure 41. Build Manifest Icon
e |If a manifest is already open, click to select it.
e If no manifest is open yet, you will be prompted to open one. Click Yes.

The Build Manifest tab opens in the Tasks pane.
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Tasks -

Build Manifest [SONORA]

Shipping Configuration:
SONORA

& Don't Print € Frint To Printer € Print Te Screen
Accession Date:

313002012 i}

¥ Exclude previously removed tests

OK Cancel Next

Figure 42. Build Manifest Window

In the Shipping Configuration section, select the applicable option button:
e Don’t Print (default)

e Print to Printer

e Print to Screen

In Accession Date, the date defaults to the current date. If needed, type a different
date of accession, or click the calendar icon (#) to select a date.

Note: If you opt to select a specific accession date (not the default date), you
will be prompted to provide a specific accession date and starting and
ending accession numbers for each accession area.

Click to select the Exclude previously removed tests (those that were previously
added to a manifest and then removed using the Add/Remove function) checkbox
if you need to exclude previously removed tests.

Note: You can add the excluded tests to the next manifest by not checking
the Exclude previously removed tests checkbox.
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6. Click one of the following on the Build Manifest tab, as applicable:

e Click OK to build a manifest with all tests. The Build Manifest tab closes.

e Click Next to select individual tests to add or remove from the manifest. The
Add/Remove Tests tab opens.

o Click to select the tests to be added or removed from the manifest, and
then click OK.

7. If you selected the Print to Printer, or Print to Screen options, an example of the
manifest will open and you will be prompted to print. Click Yes.

5.1.2  Starting Manifests
Use this function to start a manifest at the beginning of the day and keep it open all
day until it is reviewed, closed, and shipped when the courier picks up specimens.
Refer to Start Manifest in the Orientation section for details.
Note: If you have created a manifest using the Build manifest function, the
Start manifest function is disabled.
To start a manifest:
1. Inthe Ribbon Bar, click the Manage tab. The Actions section opens.
2. Click the Start icon.
Figure 43. Start Manifest Icon
3. A Start new Manifest pop-up asks if you want to start a new manifest. Click Yes.
Do you wish ko skark a ness manifest
Yes Mo |
Figure 44. Start New Manifest Confirmation Pop-Up
A shipping manifest is opened and a Manifest Invoice number appears in the
Manifest Workspace.
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Tasks Manage
::-\ :‘\ :a [J
Add/Remove Close/Ship Maintenance Re-Pri
""—k Actions

Patients -
Manifest Workspace
Shipping CT::nﬁgumﬁnn Manifest Invoice |
QUEST 1946-20120404-1
SONORA 1946201204044 |

Figure 45. Start Invoice and Add Tests

4. In the Manifest Workspace, click to select the invoice, and then click the
Add/Remove button to add (or remove) tests from the invoice following the steps
in the next section, below.

5.1.3  Adding or Removing Accessions To or From Manifests
Use this function to add or remove tests from an open shipping manifest.

Refer to Add/Remove Manifest in the Orientation section for details.

Note: Only tests that are built in the shipping configuration file can be added to a
manifest. Therefore, only accessions with those tests are displayed and can
be selected.

Important:  Each test that will be sent to the interfaced reference laboratory
must have an entry under the profile SENDOUTS.

To add or remove manifests:
1. Inthe Ribbon Bar, click the Manage tab. The Actions section opens.

2. Inthe Manifest Workspace, click to select a manifest.

Patients -
Manifest \Workspace

Shipping CT::nﬁgumﬁnn Manifest Invoice |

QUEST 1945-20120306-1

|90NORA | 1946-20120302-5 |

Figure 46. Select a Manifest to Add/Remove Accessions

3. Click the Add/Remove icon. The Add/Remove Tests tab opens in the Tasks pane.
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Figure 47. Add/Remove Manifest Icon
e Click the checkbox next to Test UID to select all tests.
e Click the individual test to select it.

e Click the checkbox next to the patient’s name to select all of that patient’s
tests.

Tasks -
Add/Remove Tests [SONORA]
Tests To Be Added To Manifest
| I | Test UID | Test Name|

~ [C DEMO.FEMALE A
‘| [ | 6021150127 | SODIUM
" | 6021150127 | SODIUM
~ [T TESTEIGHTYEAROLD
[ | 6021240128 | SODIUM
™ | 6021240123 | SODIUM

Tests To Be Removed From Manifest
[=
~ [T DEMOMOTHERR

I | 6020340107 | SODIUM

™ | 6020340108 | SODIUM
~'¥ TEST.DENISE

[ | 6020340099 | SODIUM

Test UID

Test Name

‘ 0K

Cancel Next

Figure 48. Click to Select Tests to Add (or Remove) to/from Manifest

4. Click OK.

5. If removing tests, you will see a Remove Selected Test(s) confirmation. Click
OK to remove the tests.

Remove Selected Test(s) E3

Are wou sure you wank to remove the selected tesk(s)?
1
This operation will remove the selecked teskis)

oK I Zancel |

Figure 49. Remove Selected Test(s) Confirmation
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5.1.4  Closing and Shipping Manifests
Use this function to close and ship manifests after reconciling.

Refer to Close/Ship Manifest in the Orientation section for details.

To close and ship manifests:
1. Inthe Ribbon Bar, click the Manage tab. The Actions section opens.
2. Inthe Manifest Workspace, click to select a Manifest Invoice to close and ship.

3. Click the Close/Ship icon.

Clcs;:igﬁup

Figure 50. Close/Ship Manifests Icon

The Close/Ship Manifest [manifest name] tab opens with the shipping manifest and
list of tests.

Tasks -

Close/Ship Manifest [SONORA]

Shipping Configuration Shipping Manifest Number:
SOMORA 1946-20120404-4

- WORK CORY ONLY *=+
Drinzed: Zpr 04, 2012@17:24

DEMD
: DEMD HOSPIT

Status: OFEN Ship vis: COURIER
Shipping Condition: REFERIGERATED Container:
Fatient Mame Fatient ID Lab Reference # Reqguested By
Daze of Birth Sex Specimen UID Collsct Date/Time
Ttem: 1 3423 278 USER, DEMO
Femzle €020540107 Lpr 03, Z0LlZ@l3:33
8 555G
ODIm EROM
Code [Name] 12 [S0DITH
Item: 2 2423 2T USER, DEMC

Femzle 020340108 Epr 03, ZOLZ@z2:00

S0DITM SERTM
=
4 | .LI-J

Print [¥ Print Final Manifest Close Ship Cancel Back

Figure 51. Close/Ship Manifest Tab

4. Click the following, as applicable:

e Click Print to print the manifest (without closing or shipping).
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ﬁ' Select A Printer _ |O0)

Printer

LASER.
MARLABEL
MSCLASER1O0
RXLABEL

WVUECENTRIC TECH SUPPORT

K Cancel

Figure 52. Select a Printer for Manifest Print

a. Click to select a printer.
b. Click OK. The manifest prints at your selected printer.

e Click the Print Final Manifest check-box to print the manifest at Close/Ship.
You will be prompted to select a printer.

e Click Close to close the final manifest. The Close/Ship Manifest tab closes and
the Manifest is closed in the Manifest Workspace.

e Click Ship to ship the final manifest.
e Click Cancel to cancel the Close/Ship.

e Click Back to return to the Add/Remove Tests tab. Add or remove tests as
needed, and then:

o Click Next to return to the Close/Ship Manifest tab.

o Click Ok to save the added or removed tests on the manifest.

5.1.5 Maintenance

Refer to Manifest Maintenance in the Orientation section for details.

For maintenance of manifests:
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1.

In the Ribbon Bar, click the Manage tab. The Actions section opens.

2. Click the Maintenance icon.

Maintenance

Figure 53. Maintenance Icon

The Manifest Maintenance tab opens in the Tasks pane, containing a list of the
following manifest statuses and the applicable manifests:

e Open
e Shipped
e Closed

Manifest Maintenanca

|

| | Invoice Status Date

~ OPEN
| 1946-20120404-3 | 44112@17:4132
~ SHIPPED

]

1945-20120226-5 | 3/2612@16:14:40
1946-20120230-26| 4212208:45:24
1946-20120402-29| 4212&15:53:43
1946-20120402-32| 4212&16:26:44
1946-20120404-2 | 414N2@12:37:17
1945-20120404-5
1945-20120404-6

s lNe Rie Niie Rile Rile Rile |

1946-20120404-7 | 4412@17:39:25

]

1946-20120404-8 | 4412@17-41:20
~ CLOSED
& | 1946-20120302-5 | 314/12@16:52:43
| 1945-20120314-2 | 314112@17:28:36
| 1945201202144 | 3141281742234
| 1946-20120314-6 | 314/12@17-43:23 r

Print Ship Cancel

Figure 54. Manifest Maintenance Tab

3. Click the option button next to each invoice, as applicable, and then click the

applicable button at the bottom of the Manifest Maintenance tab:
e If you select an Open invoice, you can click the Print button.

e If you select a Shipped invoice, you can click the Print button.
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e Ifyou select a Closed invoice, you can click the Print or Ship button.

4. Click Cancel to cancel the manifest maintenance.

5.1.6  Using the Order/Test Status Function
Refer to Order/Test Status in the Orientation section for details.
To request a report view of the order or test statuses for a patient:
1. Inthe Ribbon Bar, click the Manage tab. The Actions section opens.
2. Click the Order/Test Status icon. The Select a Patient window opens.
A
|
Order/Test
Status
Figure 55. Order/Test Status Icon
3. Inthe Search by Name, DOB, SSN, or HRN field, begin typing the desired
criteria. The window refreshes with a list of patients matching your criteria.
[i select A Patient M=] B3
Search by Name, DOB or HRN
Drag a column headar and drop it here to group by that column
Name HRN DoB Status
DEMO,BOY 45444 APR 16,1995 INACTIVE IMPATIENT
DEMO,FATHER 5455 MAR. 53,1555 INACTIVE IMPATIENT
DEMO,FATHER TOODO3 JAN 27,1957 INACTIVE IMPATIENT
DEMI,FEMALE A 21334 AUG 10,1976 INACTIVE IMPATIENT
DEMO, INFANT i 12 FEE 14,2007 INACTIVE INPATIENT
DEMO, INPATIENT F - 25422 MAY 20,1938 ACTIVE INPATIENT
DEMO,MOTHER R 3423 SER 2,1957 ACTIVE INPATIENT
DEMO, TEEN 2434 OCT 12,1551 INACTIVE IMPATIENT
DEMO, TODDLER 36665 JUN 3,2001 INACTIVE IMPATIENT
‘* QK Cancel
Figure 56. Search by Name, DOB, SSN or HRN
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4. Click to select the desired patient, and then click OK. The Tasks pane refreshes
with a new Order/Test Status [patient name] tab, containing the following
columns:

e Test (order number and name of test)
e Urgency (status, such as STAT)
e Status (date and time or Collected)
e Accession number (shows Accession # is accessioned)
e Sign or Symptom
e Provider
Tasks -
Order Test/Status [DEMO.INPATIENT F]
StartDate | 2/22/2012 B | |Refresh
Test |L|rgency Status Accession | Sign Or Symptom Provider |
a 227
URINALYSIS-DIPSTICK ONLY | STAT | Collected UA 0104 1| Adjustment Disorder With Anxiety USER.DEMOD
A 228
PROTIME STAT | for: 01/05/2012@06:00 USER.DEMO
POTASSIUM STAT | for: 01/05/2012@06:00 USER.DEMO
A 229
PROTIME STAT | for: 01/06/2012&06:00 USER.DEMO
POTASSIUM STAT | for: 01/06/2012@06:00 USER.DEMO
A 230
PROTIME STAT | for: 01/07/2012@06:00 USER.DEMO
A 23
PROTIME STAT | for: 01/05/2012@06:00 USER.DEMO
A 232
PROTIME STAT | for: 01/06/2012@06:00 USER.DEMO
OK
Figure 57. View Order/Test Status Report
Note: The system displays the report in ascending order date, starting with
the current (today’s) date.
5. If you need to review orders for a future start date:
a. Click the calendar icon (). A calendar opens.
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6.

b. On the calendar, click to select the start date, and then click the Refresh
button. The Order/Test Status tab refreshes with any future orders within your
selected date range.

Click OK to close the Order/Test Status window.

5.1.7  Using the Delete Function
Delete accessioned tests not yet resulted in the lab package using these steps.

Refer to Delete in the Orientation section for details.

To delete tests:

1. Inthe Ribbon Bar, click the Manage tab. The Actions section opens.
2. Click the Delete icon.
Figure 58. Delete Icon
The Delete Test tab opens.
Tasks -
Delete Test
Accession Date: | 3262012 B|  Accession Area: | [V SENDOUTS | |Refresh
| ' | Lab Test Mame Collecticn Date Provider | SLa;uS| Reason | MNP: | Il
~ [~ S003262
[¥ | ALDOLASE 326/2012@10:14| USER.DEMO C Discharge IhEF'IaiChJQy'
~ [~ 5003263
[~ | POTASSIUM 3726/2012@10:15| USER.DEMO C ||
~ [~ 5003264
[T | ALDOLASE 3726/2012@10:15| USER.DEMO C I
~ [~ S003265
[~ | POTASSIUM 326/2012@10:15| USER.DEMO C I =
~ [~ S003266
[~ | ALDOLASE 3726/2012@10:17| USER.DEMO C I
~ [~ so03267
[ | CHOLESTEROL 3726/2012@10:17| USER.DEMO C I
~ [~ s0o03268
[~ | LIVER FUNCTION {PANEL &) 3/26/2012@13:30 RUDD MILES C I
~ [~ so03269
[ | CHOLESTEROL 3/26/2012@13:46| BYRON,ROBERT| C I L |
OK Cancel
Figure 59. Delete Test with Discharge Reason and NP Example
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3. Inthe first column, click to select one of the checkboxes to select Lab Tests for
deletion:
e Click the box in the header to select all tests.
e Click the box in the section to select all tests in that section.
e Click the box next to an individual test to select it.
4. In Accession Date, the current date defaults. Click the calendar icon () to select a
different date, if needed.
5. In Accession Area, click the applicable area from the drop-down menu. Sendouts
is used in this example.
Note: You can select a different area from the drop-down menu, or select a
different date, and then click the Refresh button. Only the tests relevant
to the area or day you selected will show in the list.
6. Click the Reason button next to your selected test(s). The Select a Reason window
opens.
Ii§ select A Reason =]
Search by Name | D
Drag = column header and drop it hers to group by that column
DUPLICATE TESTS
e
Duplicate Order
R Y
0K Cancel
Figure 60. Select a Reason
a. Inthe Search by Name field, begin typing the first few letters of the reason.
The list refreshes with test reasons matching your selection.
b. Click to select a reason, and then click OK. The reason appears in the Reason
column of the Delete Test tab.
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7. In NP:, type a comment for the lab description screen. This describes the type of
screen this lab description is associated with (such as, gram stain, hematology,
microbiology, accession comments, or smear/prep).

8. Click OK. A pop-up window opens, asking you to confirm the deletion of the
selected tests.

Delete Selected Test{s) E3

Are wou sure you wank to delete the selected tesk(s)?

~ This operation will permanently delete the selected kestis)

oK I Cancel

Figure 61. Delete Selected Test(s) Confirmation Box

9. Click OK again. The selected tests are deleted.

5.2 GIS Manifest Functions

The following manifest functionality (from the Manage tab) is only available at GIS
configured sites.

5.2.1  Re-printing Manifests

In the event a shipping manifest fails to print or a copy must be made, you can re-print
a shipping manifest list for laboratory specimens sent outside the facility to a reference
lab.

Refer to Re-Print Manifest in the Orientation section for details.

To re-print manifests:
1. Inthe Ribbon Bar, click the Manage tab. The Actions section opens.

2. Click the Re-Print Manifest icon. The Re-Print Manifest tab opens in the Tasks
pane showing all accessioned labs for today.

Re-Print Manifest

Figure 62. Re-Print Manifest Icon
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3.

4.

Select the check box of the Accession Number(s) that you want to re-print the
manifest(s) for, or select the check box in the header to select all of the Accession
Numbers.

Click OK. The manifest is sent to the printer.

Tasks -

Re-Prnt Marfest

Name Test LID Test Name Accession Number | Feference Lab Name  Chent Number

kv DEMD.FEMALE A 6013000015 xPAP LB RFXHPY ASCU[ADE]| 501315 LABC

[ DEMO.FEMALE A 6013000076 =PAP LB.RFX HPV ASCU[ADE] 501316 LABC

[ DEMO.FEMALE A 6013000133 «PAP LB.RFX HPY ASCU[ADE] 5013133 LABC 0225

lv DEMO.FATHER | 6013000022 «LEAD{PEDI) [ ADE] 501322 LABC

I DEMO.FATHER | 6013000023 »LIPID PROFILE [ ADE] 501323 LABC

k DEMD.BOY 5013000008 xAERQ CULTURE [ADE ] 50138 LABC

¥  DEMD.BOY 6013000005 xCREAT 24HR | ADE] 50135 LABC

v DEMOD,BOY 6013000010 xCREAT 24HR [ ADE] 501310 LABC

I DEMO.BOY 50130000711 xCREAT 24HR [ ADE] 50131 LABC

I DEMOD.BOY GO013000072 xCREAT 24HR [ ADE] 501312 LABC

¥ DEMO.BOY 6013000013 xCREAT 24HR | ADE] 501313 LABLC

I DEMD.BOY 6013000014 xCREAT 24HR [ ADE] 501314 LABC

I DEMD,BOY 6013000024 «LEAD(PEDI) [ ADE ] 501324 LABC

I DEMO.BOY 6013000025 «LEAD(PEDI) [ ADE ] 501325 LABC -

‘ OK Cancel

Figure 63. Selecting Accession Numbers to Print in Manifest

5.2.2  Re-Printing Labels
Refer to Re-Print Label in the Orientation section for details.

To re-print labels:

1. Inthe Ribbon Bar, click the Manage tab. The Actions section opens.
2. Click the Re-Print Label icon.
Re-Print Label
Figure 64. Re-Print Label Icon
The Re-Print Labels tab opens in the Tasks pane.
3. Click to select the check box of the UID(s) for which you want to re-print the
label(s), or click the check box in the header to select all of the UIDs.
4. Click OK. The labels are sent to the printer.
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Tasks -
Re-Print Labels
| Hame TestUID | Test Name |.-msam| l::mer| E

|7 | DEMO.FEMALE A 6013000015| xPAF LB RFX HFV ASCU AOE || 501315 | 365

7 | DEMOFEMALE A| 6013000016 xPAP LB RFX HPV ASCU | AOE]| SO 1316 | 367

F+ | DEMOFEMALE A 6013000133 xPAP LB RFX HPV ASCU [ AOE]| S0 13123 416

7 | DEMOFATHER | 6013000022 xLEAD(PEDI) [ ADE | S01322 | 374

I | DEMOFATHER | 6013000023 xLIPID PROFILE [ ADE ] 501323 |17

= | DEMOEOY 6013000008 | *AERD CULTURE [ ACE | 50138 | 350

W | DEMOBOY 6013000003 xCREAT 24HR [ ADE | 50139 | 350

W | DEMOBOY 6013000010 xCREAT 24HR [ ACE | $01370 | 381

I | DEMOBOY 6013000011| xCREAT 24HR [ ACE | S01311 | 382

% | DEMOEOY 6013000012| *xCREAT 24HR [ ADE | S01312 | 383

I+ | DEMO,BOY 6013000013 xCREAT 24HR [ ADE | 501313 | 354

| DEMO.BOY 6013000014| xCREAT 24HR [ ADE | S01314 | 355

i | DEMOBOY 6013000024 | ¥ EAD{PEDI) | ADE ] 501324 | 375

= | DEMOBOY 6013000025 xLEAD(PEDI) | ADE] 501325 | 376 1

‘CIK Cancel

Figure 65. Selecting UIDs to Re-Print Labels

5.2.3  Using the Order/Test Status Function
Refer to Order/Test Status in the Orientation section for details.

To request a report view of the order or test statuses for a patient:
1. Inthe Ribbon Bar, click the Manage tab. The Actions section opens.

2. Click the Order/Test Status icon. The Select a Patient window opens.

Figure 66. Order/Test Status Icon

3. Inthe Search by Name, DOB, SSN, or HRN field, begin typing the desired
criteria. The window refreshes with a list of patients matching your criteria.
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[ select A patient

Name

DEMC,BOY
DEMO,FATHER
DEMO,FATHER
DEMC,FEMALE A

DEMT, INFANT
DEMC,INPATIENT F é
DEMC,MOTHER R
DEMC, TEEN

DEMO, TODDLER

Search by Name, DOB or HRN | | DEMO

Crag = columin headar and drop it hers to group by that column

HRN

A5ads

5465

TODOO3

21334

12

25422

3423

32434

38685

DOB
APR 16,1993
MAR 35,1855

14N 27,1957
AUG 10,1576
FEE 14,2007
MAY 20,1938
SEF 2,1957

OCT 12,1551

JUN 35,2001

Status

INACTIVE INPATIENT
INACTIVE INFATIENT
INACTIVE INPATIENT
INACTIVE INFATIENT
INACTIVE INPATIENT
ACTIVE INPATIENT
ACTIVE INPATIENT
INACTIVE INFATIENT

INACTIVE INPATIENT

M= E3

Cancel

Figure 67. Search by Name, DOB, SSN or HRN

Click to select the desired patient, and then click OK. The Tasks pane refreshes
with a new Order/Test Status [patient name] tab, containing the following

columns:

e Test (order number and name of test)

e Urgency (status, such as STAT)

e Status (date and time or Collected)

e Accession status (shows Accession # is accessioned)

e Sign or Symptom

e Provider

User Guide
April 2014

Manifest Functions (Using the Manage Tab)

52



Laboratory Accession GUI (BLGU) Version 1.0
Tasks -
Order Test!Status [DEMO,INPATIENT F]
StartDate | 2/22/2012 B | |Refresh
Test |L|rgency Status Accession | Sign Or Symptom Provider |
A 227
URINALYSIS-DIPSTICK ONLY| STAT | Collected UA 0104 1) Adjustment Disorder With Anxiety. USER.DEMO
~ 228
PROTIME STAT | for: 01/05/2012@06:00 USER.DEMO
POTASSIUM STAT | for: 01/05/2012@06:00 USER.DEMO
~ 229
PROTIME STAT | for: 01/06/2012@06:00 USER.DEMO
POTASSIUM STAT | for: 01/06/2012@06:00 USER.DEMO
~ 230
PROTIME STAT | for: 01/07/2012@06:00 USER.DEMO
~ 23
PROTIME STAT | for: 01/05/2012@06:00 USER.DEMO
A 232
PROTIME STAT | for: 01/06/2012@06:00 USER.DEMO
oK

Figure 68. View Order/Test Status Report

Note: The system displays the report in ascending order date, starting with
the current (today’s) date.

If you need to review orders for a future start date:
a. Click the calendar icon (). A calendar opens.

b. On the calendar, click to select the start date, and then click the Refresh
button. The Order/Test Status tab refreshes with any future orders within your
selected date range.

Click OK to close the Order/Test Status window.

5.2.4  Using the Delete Function

Delete accessioned tests not yet resulted in the lab package using these steps.

Refer to Delete in the Orientation section for details

To delete tests:

1. Inthe Ribbon Bar, click the Manage tab. The Actions section opens.

2. Click the Delete icon.
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Figure 69. Delete Icon

The Delete Test tab opens.

Tasks -
Delete Test
Accession Date: | 3/26/2012 | Accession Area; | [V SENDOUTS ~| |Refresh
' | Lab Test Mame Collection Date Provider | Sta'.us| Reason | NP: |—| -
A SO03262
¥ | ALDOLASE 3726/2012@10:14| USERDEMO | C Discharge W
A [ SO03263
I~  POTASSIUM 3726/2012@10:15| USERDEMO | C |I—
~ [ SO03264
I | ALpoLase 3726/2012@10:15| USERDEMO | C |—
~ [ SO03265
I~  POTASSIUM 326/2012@10:15| USERDEMO | C |—
~ [ SO0366
I | ALpoLase 3726/2012@10:17| USERDEMO | C |—
~ [ SO0367
I~ | CHOLESTEROL 3726/2012@10:17| USERDEMO | C |—
~ [ SO0I63
[~ | LIVER FUNCTION (PANEL A) %/26/2012@13:30 RUDDMILES | C |—
A SD03269
I | croLesTEROL 3126/2012@1346 EYRON.ROBERT| C |— 3
OK Cancel

Figure 70. Delete Test with Discharge Reason and NP Example

In the first column, click to select one of the checkboxes to select Lab Tests for
deletion:

e Click the box in the header to select all tests.
e Click the box in the section to select all tests in that section.
e Click the box next to an individual test to select it.

In Accession Date, the current date defaults. Click the calendar icon (#) to select a
different date, if needed.

In Accession Area, click the applicable area from the drop-down menu. Sendouts
is used in this example.

Note: You can select a different area from the drop-down menu, or select a
different date, and then click the Refresh button. Only the tests relevant
to the area or day you selected will show in the list.
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6. Click the Reason button next to your selected test(s). The Select a Reason window
opens.

Ii§ select A Reason [_[O]

Search by Name | D
T e e a e e e
Name

DUPLICATE TESTS

Duplicate Order

OK Cancel

Figure 71. Select a Reason

a. Inthe Search by Name field, begin typing the first few letters of the reason.
The list refreshes with test reasons matching your selection.

b. Click to select a reason, and then click OK. The reason appears in the Reason
column of the Delete Test tab.

7. In NP:, type a comment for the lab description screen. This describes the type of
screen this lab description is associated with (such as, gram stain, hematology,
microbiology, accession comments, or smear/prep).

8. Click OK. A pop-up window opens, asking you to confirm the deletion of the
selected tests.

Delete Selected Test{s) E3

Are wou sure you wank to delete the selected tesk(s)?

~ This operation will permanently delete the selected kestis)

oK I Cancel

Figure 72. Delete Selected Test(s) Confirmation Box

9. Click OK again. The selected tests are deleted.
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6.0 Contact Information

If you have any questions or comments regarding this distribution, contact the OIT
User Support (IHS) by:

Phone: (888) 830-7280

Web:  http://www.ihs.gov/GeneralWeb/HelpCenter/Helpdesk/index.cfm

Email: mailto:support@ihs.qov
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