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	QMATIC ORCHESTRA PROCEDURE



	Policy
	Qmatic Orchestra is use to process member’s flow during their visit to the laboratory. 




__________________________________________________________________
	Procedure
	Follow procedures to manage the process of member’s visit to the laboratory. Use the real-time data available for statistical purposes 


Workplace
All laboratory employees are expected to maintain a safe working environment 

Safety

and an injury-free workplace.  Laboratory employees are responsible for their



own safety, and the safety of others and adhering to all departmental and medical 



center safety policies and procedures.

· For standard precautions and safety practices in the laboratory;  see LAMC-PPP-0123, specifically, but not limited to, equipment safety, proper body mechanics, sharps exposure and proper use of personal protective equipment (PPE).

· For Universal Body Substance precautions, see LAMC-PPP-0128, specifically, but not limited to, exposure to body fluids.

· For proper hand washing, see LAMC-PPP-0132, specifically, not limited to, proper hand washing.

· For proper infection control, see LAMC-PPP-0127, specifically, but not limited to, proper use of gloves.

· For proper handling of regular and infectious waste, see LAMC-PPP-0129, specifically, but not limited to, proper disposal of regular and bio-hazardous waste.

· For proper cleaning of work area, see LAMC-PPP-0130– Cleaning Work Areas.

· For storage and disposal of Chemical Hazardous Waste, see LAMC-PPP-0134.

Continued on next page

DEFINITIONS:

	NEXT
	Call a ticket for service. The ticket is chosen for you based on the Profile you have selected.

	END
	End the transaction when you have finished serving a member. Do not call another customer. 

	NEXT
	End a transaction and call another customer.

	CLOSE
	End a transaction and close the workstation.

	RECALL
	Calls the customer again.

	RECYCLE
	Replaces the ticket in the queue a designated number of places back and ensures it cannot be called for one minute.

	WALK DIRECT
	Designed to record the visit of a customer who has not taken a ticket. 

A virtual ticket is created. 

	TRANSFER
	Select transfer button when a customer requires another service which someone else will provide. 

	NOTES
	Notes provide information for the next service provider and, as such, are useful if the ticket is to be transferred. 

	NO SHOW
	Performs as call the NEXT customer. 


	Counter Module
	The Counter Module is used for calling customers for service and, optionally, adding information for statistical purposes. 


Basic Functions: Lab Assistant logs on to the Qmatic website.
	STEPS
	ACTION

	1
	Select the correct branch, workstation and profile.
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	2
	The Basic Function screen will appear:
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	STEPS
	ACTION

	3
	Lab Assistant calls the next number by clicking “NEXT”.

Notice that the “Transaction Time” starts counting. 

The “Waiting Time” shows the actual wait of the patient from the time the Qmatic number was generated. 

	4
	If patient doesn’t show up after 15 seconds, Lab Assistant should click “Recall” to call the number again. This will be done 3 times only.

	5.
	If patient doesn’t show up on the 3rd Recall, the lab assistant will click the “Recycle” button. –

Note: Make sure a note is written down at the “Notes” area, stating that the number was called 3 times. 

If the number shows up the 2nd time and still no patient come up for lab service, click “No Show"

	6. 
	Lab Assistant will click on “Next”.

	7.
	Click “End” if Lab Assistant cannot call another member, e.g. helping another Lab Assistant to draw another patient. 

	8.
	Click “Close” if Lab Assistant will close the workstation. Then log off the Qmatic system.


	Walk Direct
	Walk Direct is designed to record the visit of a customer who has not taken a ticket (Walk In), or a customer who have missed their turn, e.g. went to the Pharmacy, etc. 


	1.

	Select the service the customer requires.

	2.
	A virtual ticket is created. This is an in-sequence number.

	3.
	The virtual ticket may be treated in the same way as a paper ticket. 

Note: If the customer needs to be transferred, write the number on a piece of paper, give it to the customer, or let the customer remembers the number and then transfer the ticket as explained in the “Transfer” description below.


	Transfer
	Select the Transfer button when a customer requires another service which someone else will provide. 


	1.
	Transfer to the queue of the same service e.g. STAT to STAT 

	2.
	Click on the button with “3” illustration – this will place the number in front of the queue. 
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	3.
	The station who is taking the transfer number will go the “Queues” box on the lower right side of the screen.

[image: image5.png]




	4. 
	Click on the Service where the transferred number was placed. 
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	5.
	Select the transferred number and click on the [image: image7.png]


 icon. This will call the number.
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 - This icon will transfer the number, without calling it for service, into a different queue, or a different position within the same queue. 

[image: image9.png]


- This icon will irretrievably remove a number from the system. 


Controlled
The controlled documents are as follows:
Documents

	Document No.
	Name of Documents

	LAMC-PPP-0123
	Safety Practices

	LAMC-PPP-0127
	Infection Control

	LAMC-PPP-0128
	Universal Body Substance Precautions

	LAMC-PPP-0129
	Handling of Regular and Infectious Waste

	LAMC-PPP-0130
	Cleaning Work Areas

	LAMC-PPP-0132
	Hand-washing Policy

	LAMC-PPP-0134
	Storage and disposal of Chemical Hazardous Waste


	Document Name

	Qmatic Orchestra R5 Counter User Guide

	Qmatic Orchestra Workstation User Guide
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