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Collecting Orders Using an Open Encounter: 
 
When a patient has an open encounter for their visit that day, a One Click is not necessary. You 
should use the open encounter. If the encounter is no longer open, see instructions for 
performing a One Click Registration. 
 
1. Select Patient Station. 

 
2. Search for the patient by MRN or demographics. Select correct patient. 
 

 
 
3. Once Patient Station opens, single click on the appropriate encounter. 

a. You cannot select just any open encounter to use for collection. The orders have to 
be collected on the encounter where they were placed.  

b. If a patient comes in after an encounter is closed, a One Click needs to be 
performed. 
 

4. Click Open Chart. 
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5. The chart opens to Order Inquiry. Select the orders to be collected. 
6. Click Collect Specimens on the activity toolbar. 

 

 
 

7. The Collection activity opens.  
Note: If you do not wish to collect an order, click the “X” and it will be removed from the 
collection activity.  
Click Print Labels. This generates a specimen ID (22W-045HM0268). Labels print and 
collection fields appear. Answer any collection questions if needed. 
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8. Click Collect All. 
a. Collection information will auto-populate. This information can be changed if needed. 

To edit collection information, click the arrow beside of the collection information. 
 

 
 

9. Click Receive.  
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Collecting Orders Using a One-Click Registration: 
 

1. Click Patient Station. Look up your patient using two identifiers. 
 

2. Select One Click on the activity toolbar. 
 

 
 
a. The lab schedule opens.  
b. Choose the first available time on the lab schedule. 

 

 
 
3. Click Accept in the Appointment Review screen. 

 
4. Initial screen for registration opens. Select Documents. 

 
a. Document the HIPAA and Healthcare Consent as Unable to Obtain. 
b. Click Continue Check In on the bottom right of your screen. 
c. Click Continue in the confirmation message window.  
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5. Choose Accept on the Check In – Lab screen. You will be taken back to the Patient 
Station activity.  
 

6. From Patient Station select the correct encounter.  
a. Click Open Chart. Order Inquiry opens and you can view and collect active 

orders.  
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