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Kaiser Fermanente SCPMG Laboratory Systems
Medical Care Program Prefnalytic Processing
California Division - South Frocedure

Use of the SmartShip WebApp

Purpose

Scope

Policy

This procedure provides instroctions for utilization of the SmartShip WebApp
in generating SmartShip Labels and tracking of different types of specimen
transportation packages between Kaiser Permanente Southern California
Medical Center Service Areas and SCPMG Regional Reference Laboratories
(RRL).

Adherence to this procedure ensures that appropriate specimen transports are
monitored and maintaining specimen integrity.

This procedure 13 intended for SCPMG Laboratory Care Delivery Svstem
staff who oversee or are responsible for processing, packing, transporting,
and receiving specimens between Kaiser Permanente Southern California
Medical Centers, Medical Office Buildings, and Eegional Reference
Laboratories.

« SmartShip location placard must be visibly displaved in pickup/delivery
area of each lab.

» Every tote being shipped requires a new SmartShip Label, which contains a
unigue tracking ID. Duplicates/'copies shall NOT be used.

» SmartShip Labels must be created when tote/package is ready for pick-up
(DO NOT print labels in advance).

o SmartShip Label must be inserted into tote window with address of
receiving laboratory and barcode visible.

» Laboratory staff are to provide NUID and signatore acknowledging number
of totes to be picked up and delivered.
—If courier has both a pickup and delivery at the same time, Laboratory

staff will be required to sign twice, once for each transaction.

Continued on next page



Kaiser Permanente SCPMG Laboratory Systems |
Medical Care Program PreAnalytic Processing
Califermia Division - South Procedure

Use of the SmartShip WebApp, Continued

Before you ¢ The SmartShip WebApp continuously updates the statuz of shipments and
hegin iz managed by the SCAL Regional Laboratory Couriers (Integrated
Transportation Services (ITS) department) for the Laboratory Care
Delivery System
— Additional information for thiz department and services provided
(zchedules, contact information) are found on LabNet.
¢ Contracted courier services (contracted by ITS or directly by a local
laboratory) cannot scan SmartShip Labels
—For contract courier services, Laboratory staff will scan for shipments as

deliverad
Procedure- Follow the steps below to create a shipment tracking label using the
CTIEHE SmartShip WebApp. Steps also describe how to cancel shipments and
Shipment reprint shipment tracking label.

Step Action

1 Go to SmartShip Website or Access via LabNet
https:/kaiser pactrac. net KPCourier/ Tdentity/ AccountTogin

-

| Enter vour NUID and Pazzword, click Log In button

| » If vou forget vour password, click Forgot your password

3 Click in box labeled (Enter or scan location ID)) and scan
location ID using laminated sheet or manually enter location ID

Ent=y ar sZin hocabon [

Shipment Hstory

T Sita T Coad

Lab name and address will be displaved, along with shipment
hiztory for the location

| veie: Mol Centen Lab - 5650 oo Pl s, G4 83600 |

Fhprani o siery

Contirued on next page
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Use of the SmartShip WebApp. Continued

Procedure- Step | Action
gl:‘:“-““ 4 Click new shipment button
ipment,
continued m
Wickifg P T W r
3 Select the destination from the Ship To drop down list:
M=w Shipmert
Cha Te
Package Tuid 5
i, g CEae
6 Select the appropriate package (tote) type fom the Package

Tipe drop down list

e Shepmara

& Cocaic

|

Click the Create button to continue or Cancel if you need to

comect entries for shipment

T £hipmen:
g T
R e -
:‘u'r'

Comttnued on HEXT Dage



Haizar Permansnte SCPMG Laboratory Systems
Medical Care Program Prafnalytic Processing
iZalifornia Division - South Procedure

Use of the SmartShip WebApp. Continued

Procedure- Step Action

Create 8 The SmartShip Label will open in a separate window.
Shipment,

contmuad

For Specialty Regional Laboratory Locations, please see
Appendix for examples of proper label creation (i.e Genetics,
B T/Flow Cytometry, and Cytology)

ﬁ RALER
FEsManENTE. SMARShp

[
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Print SmartShip Label with the unique tracking number
aszigned for shipment (tote)

*DO NOT pre-print labels. ONLY print a delivery label when

shipment is ready for pick-up

*Pre-printing labels will alert courter to pick up every
single delivery label generated even if no shipment is
prepaied

Cominued on rext page
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Use of the SmartShip WebApp, Continued

| Action
Feld label and place the top half of the label, face up in the
tote/'package label window. The barcode and delivery
mformation must be vizible for the couner to scan.

Fold in Half (see below: This sectien te be visible on shipment)

Ll Bt

ﬁ DT, SmartShip
B b

Mot Halywaod Lab 4

EiadLb “me

TR s e P T, b T

Procedure- SIEP
Create qQ
Shipment,
continued

10

Eottom half of Smartzhip label will ONL Y be completed in the
event of a syztem failure- *Refer to Conningency Plan for
System Failure section below for more details

[ R T ]

&
ﬁ FeFMANEREE. SmactShip
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Use of the SmartShip WebApp, Continued

Procedure-
Create
Shipment,
continued

Step

Action

* Follow the steps below to cancel a shipment or reprint a Smarthip Label
using the SmartShip WebApp

11

Chick the row for the shipment (1t will be highlight in blue to
indicate selection), then click Cance! Shipment or Reprint Label

[
Lad

The Cancel Shipment button will change the status to
Cancelled. The courier wall not be able to pick up a package in

cancelled status.

*Please Note: Both Cance! and Reprint functions are only
available when the Status is “Created”. The buttons will be
greved-out non-functional in any other status

| The Reprint label button can be used to reprint a SmartShip

Label in the event it 13 damaged/tormn before picked up by the
COUTLET.

———— = i |

This fimction should nat be wsed fo print duplicate shioping
labels; each package tote requires a unigue tracking mumber.

Continued o Hext page




Haizer Permansnie SCPMG Laboratory Systems
Medical Care Program Prefnalytic Processing
California Division - South Procedure |

Use of the SmartShip WebApp, continued

Procedure-
Pickup and Follow the steps below to document the pickup and/or delivery of shipments
Delivery by the courler

Step | Action
1 Upon armval fo the lab, the counier will scan the location
laminated barcode placard
» Please ensure placard is accessible for courier in designated
pick-up/drop-off areas

[

The courier will then scan the barcode on the SmartShip Label
on the totes/packages being collected and'or delivered.

= If there zre packages to be collected and delivered at the same
time, the courler will perform 2 separate tranzactions on their
phone, once for the collection and ence for the delivery.

Laboratory staff will be required to sign twice, once for each
tranzaction (cellection and/er delivery)

| Courier will ask the laboratory staff for their NUID, then present
the phone for a signature (use finper or styvlus to sign).

fad

Eavtone Coay

T e Dy eV o e 0 o)

Sl w st e

4 In the event that the location 13 closed (laboratery staff not
present) courier will not be required to obtain a signature from
laboratory staff.

» Laboratory should follow local processes to determine venfy
that staged totes have been picked up by couner.

Continued on ment page
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California Division - South Procedure

Use of the SmartShip WebApp, Continued

Procedure- Follow the steps below to view the package fracking status and view
Trackingand  zhipment historv in the SmartShip Web App

Shipment

History Step | Action

1 Use the Package Tracking function to:

» View packages shipped from any location by tracking number
= Prnt a Proof of Delivery document

Click Package Tracking on the left zide menu
See definiions for Activity and Status in Table Below

P, KAISER, PERMANENTE. St
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Continued on Mext page
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Use of the SmartShip WebApp, Continued

Procedure-
Tracking and
Shipment
Hiztory,
contmnued

Step

Action

[}

Uze Shipment Historv to view status by location code:

Click in box labeled (Enter ov sean locanion ID) and scan
location ID using laminated sheet or manually enter location ID

ek s Aok AL

Shipwen: Hsinry

T i T Cieated

» Each location’s shipment history will be dizplayed on the
Home Screen for 30 days, sorted by Created date from newest
to oldest.

+ Shipments clder than 30 davs can be viewed on the Packape
Tracking screen (See Stgp 1)

Faare vae
T T L L - i FUERD W, LR T

Femk Fop sbrwie e et g 4w it el

Laa

Statuz for shipments in progress will update until delivery is
complete.

* Svstem will refresh every 30 seconds

Continued on HEXt page
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Use of the SmartShip WebApp., Continued

Procedure-
Tracking and
Shipment
Hiztory,
contmued

Step | Action
4 To view additional detail, click the triangle to the left of the
tracking number to expand the row

Sy 2 Uil P b 4B (s B Jer e B, 30 B2
i Fprodileay b ol B
- r e i
P v [T

(e

Ln

If any packages are being shipped fo your lecation from a
another location, you will zee 2 package count appear in the
Inbound box in the upper nght porticn of the screen.

Bl T S —

.

6 | Toview detail on the mbound packages, click cnce on the
inbound number and the package detail screen will appear.

dlc". lnrmed ¥
hier e

T [ EEET T

(Screenzhot of packape detail screen)

Comrinued on HENT Dage
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Use of the SmartShip WebApp. continued

Procedure-
Tracking and
Shipment
History,
contimued

Step

|

| Refer to the Tables below for definitions for package tracking:

Activity records each tranzaction of the shipment from creation
to delivery, with date/timesztamp and name of the operator.

Action

Activity Definition
Name
Created SmartShip Label haz been created
Cancelled Shipment was cancelled
Collected Courer has collected the package

Home Staged

Shipment from an MOB staged at home
MMedical Center for pickup by Fegional
Coumner

Belay Staged

Deliverad

Shipment i3 staged at one of the Regional
Labz for pickup by Regional Courier to be
delivered to another lak

Shipment deliversd to final destination

HMANUAL)

The word “hJanual™ next to the activity name
indicates that a franzportation dispatcher,
supervizor, of lab staff haz updated the status
of the package

Status indicates the current state of the package in rezl time

Status Name Definition

Created Smart3hip Label has been created

Cancelled Shipment was cancelled |

In Transit Shipment in possession of courler and beng
transported

Deliverad Shipment delivered to final destination

Continued on Hext page
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Use of the SmartShip WebApp, Continued

Procedure-

HUB
Dazhboard
(RRL)

Follow the steps below to view the Hub Dashboard m the SmartShip Web

APPp
Step

Action

1

(=]

| The hub dashboard will dizplay the status of all mbound totes to

Fegional Lab users will see the hub dashboard option n the left
side menu.

Home Sareen

Huh Ma=shhaoard

Fackage Iracking

a Fegional Lab location for the current day.

b » o b o o 2-alsmath

:

Counts will change as status 15 updated in the field. Screen

wall refresh every 20 seconds

i

Refer to Table below for gmdance

Status Name | Definition
New Generated | SmartShip Label has been created fora
Totes tote being shipped to the Regional Lab
Totes Staged Totes are staged for relay between

Sherman Way and Chino Hills

Totes n Tranzit | Shipment in possession of courler and
heing transported

Deliversd Todav | Shipment deliversd to finsl destingtion

Continuwed on mext page
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Use of the SmartShip WebApp, Continued

Procedure- The SmartShip WebApp recerving function 13 to be used by laboratory staff
Receiving in the follewing scenarios:
Packagez Totes

* Any courner not using the SmartShip svstem (1.e Local route couner did not
uze 1iPhene to scan and cobtain a laboratory staff signature)

» Package was delivered by 3™ party courter (1.e A-Line, MCT, etc)

Step Action
1 When the courier 1z unable to zcan mbound delivenies n the
| SmartShip zpp follow the steps below

2 Log into the SmartShip WebApp

3 Chick on the Inbound box i the top night-hand comer of the
sCTEeSn
gmszn FERIMA ENTE. Treriri j

i | Click on the Receive Trackang # button.

T T .. M

L]

Scan/Enter the SmartShip Label barcode/number in the
Enter Tracking # fizld

Pazwiaryg

Ender Traching &

Conrtnued on FEXT page
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Use of the SmartShip WebApp, Continued

Procedure-
Receiving
PackagezTotes,
contimued

Step

6

| Click Submit to update package status

=

Boosdeig

TS

o NE T & AR

g Ualew | salanpal s

Ndavak &SI |

If an MOB tote/'package for Feponal Laboratories 13 being
received at the local medical center, the Home Staged messape

will appear:

-
Pdaw |

Action
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Continued on Mext page
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Use of the SmartShip WebApp. continued

Procedure-
Receiving

Packagez Totes,

continued

Procedure-
Contingency
Plan for Syztem
Failure'
Downtime

Step

-
]

Action

' If an error occurred, the following messages will display
indicating the 1szue:
» Package Status 15 already delivered or Cancelled
e Package not allowed for delivery at this location. Pleaze

mspect the shipping label and contact courter dispatch

Rueaaning

L=H" adasg s

L LRLE R RLL |

GLIRRLE R R L

1

Fazzving

kol mmogh
[FECLLLEELLY

Foasae rod ol e b
s o Eor ek o spdey Line ol s A e

L

sl b 1 bl

Uze the table below to determine process when unable to access SmartShip

WebApp

Type of System
Failure

Phone or mobile | 1. If failure is discoversd before courier departs
Courter dispatch, a backup device wall be 135ued

application failure
at Courier

Dispatch

to courler.

Steps

Continued on next page
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Use of the SmartShip WebApp, Continued

Procedure-
Contingency
Plan for System
Failure/
Downtime,
continued

Type of System

Failure
Desktop 1. Courier will notify dispatch immediately to relay
application information to appropriate personnel.
working, but 2. Labaratery staff will generate a manual tracking
courier tote log and fill out neceszary information (1.2
ElCOUnters date, facility, tracking number information, etc.)
phone/mobile app | = sl
failure on the road |

3. Courier and Lzb 5taff will sign and enter NUID
on Manual Tracking tote log sheet at

pickup/delvery

confirming number of totes/packages and
tracking numbers comrespond to actual
totes/packages at pickup/delivery

4. Upon amival at Regional Lab, couner will
carefully eut or tear label at the fold lme and
place top half of label back in tote window:

3. Courier will retain bottom portion of SmartShip
Label and return to dispatch along with Manual

Tracking Tote log

Ee—
ﬁa&mhnﬂu
o

e | Lk

6. SmartShip label will be entered as Delivered
{(manual) in the SmariShip webapp ai HUB

Coniawed on Hext page
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Use of the SmartShip WebApp, Continued

Procedure-
Contingency
Plan for Svztem
Failure’
Downtime,
continued

Controlled

Documents

Non-Controlled
Documents

Authors

Type of System Steps
Failure
Desktop Follow current process in the event of SmartShip
application WebApp system failure (1. Use of PacTrac or other
failure, Labs manually tracking systems)
unable to generate )
labels

The following controlled documents support thiz procedure.

Aftachment A: Examples of Smart Ship Labels

Packing and Transporting of Clinical Pathology and Cytology Specimens
to the Regional Laboratory

Manual Tracking Tote Log
Instrictions for Use Incubator Camrier Tote
Procezs L3 Specimen Tracking

Procedure Tranzfeming Tracking Specimens

The following non-controlled documents support this procedure.

CAP Checklists: All Common and Laboratery General
49 CFR Part: 171-180, Hazardous Matenals Regulations

» Brandon Jeong
» Phullip Lansang
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Attachment A: Smart Ship Label Examples

Regional Specialty Proper SmartShip Label Example
Department
(Geneticz
F‘m{hﬂhiuma EmartShip
(LR
Senetes Lab &1
WA T ': ) " |
o Type,of Tote
MEMEB
B 1111 11T R
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Kaizer Permanante SCPMG Laboratory Systems
Medical Care Program Prefnalytic Processing
California Division - South Procadurs

Attachment A: Smart Ship Label Examples, continued

Regional Specialty Proper SmartShip Label Example

Department
BT Flow Cytometry

TR TR 119
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Attachment A: Smart Ship Label Examples, continued

Resgional Specialty | Proper SmartShip Label Example
Department
Cytology

AR 14307 3
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