LIS 1.26 Order Receipt/Modify (ORM) C *: ”
Version 3 lllld['ens_
Effective Date: 10/22/0219 MINNESOTA

Order Receipt/Modify (ORM)

Purpose This procedure provides instructions for using Order Receipt/Modify (GUI ORM) in Sunquest for receipt
of specimens, modification, rescheduling and crediting of orders.

Policy Statements e This procedure applies to all laboratory staff

Follow the activities in the table below to RECEIVE, MODIFY, RESCHEDULE OR CREDIT ORDERS
IN GUI ORM.

Step | Action Related Document
Procedure

1 Logging into Order/Receipt Modify (GUI ORM)

A. Log into the Sunquest Gateway by clicking on the Sunquest GUI
icon on your desktop indicated by the symbol below.

B. The Laboratory Logon Screen will open, Select work area:
Should reflect MIN. Click OK.

Select work area:

(bR

C. The SQ Main Logon page will open

Customer
I sunquest LOGO
Sunquest Laboratory™
. q ry
[

Lot Locaton

Default Host  minlab-MIN

Login Message After hours LIS Support: Ma

D. Enter your credentials (User ID: Password, Lab Location) and
click the OK button.
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E. The Main SQ GUI Menu Selection Screen will open, select
General Laboratory.

gy veeme |
T i i M e, G R el i i ol S

sunquests

F. Select the Orders option that appears in the upper left hand
corner of the screen.
*" General Laboratory - After hours LIS Suppo

Orders “ Haintenance Window Help

G. Then select Order Receipt/Modify (ORM) from the drop down
list.

RECEIVING LAB SPECIMENS

A. Once you are in ORM to receive orders, the following window will
open. The default for the search screen is Patient ID (Patient
Medical Record Number, MRN):

W Order Access

Access Option

‘Patient 1D @ﬂ ‘ Get Patient
Order Status Date/Time/Events Batch

Al Day(s) of activity |:| Shift v
""" I

Display Orders Clear settings Set Defaults Cancel ( Help
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B. Look for all active orders for the Patient ID/MRN or Select
Accession number from the drop down, if appropriate. The
Collection Manager/Clinical Collect bar code represents the
Accession number. The Cerner labels represent the Patient
ID/MRN. You can scan these fields from bar codes attached to
the specimen labels OR type directly into the field. Yellow fields

in these screens are MANDATORY data fields. One of the “feet” for

lab labels has the MRN on a barcode. IF you select Accession
Number, Order Status Options will not display and will bring you
directly to the Order Receipt/Modify window.

W Order Access %
Access Option
Patient ID L Get Patient
Patient ID

" |Accession Number
| 2Billing Account Number
Batch Number

HIS Order Number
Patient Name
Requisition Number

Soc Sec
Order Status Date/Time/Events Batch
Day tivity Shift
t time Location
Create Batch
Display-Qrders Clear Settings Set Defaults Cancel

C. Once you click Get Patient (or ENTER), you will have an option
to pick items under the Order Status selection box as seen above.
Look for Unreceived Orders and both Restricted and
Unrestricted orders. Then ENTER and Display Orders will
activate and your unreceived orders will appear on the next screen.
The line highlighted in ORANGE below is currently selected and
information for F744 appears in the General Information Window.
There will be a list of all the containers required (CIDs) for this order.

& Order Receipt/Modification

4798346 SMART,SUNQUEST4 Hospital ID MIN  Age 3Y  Sex F
Soc Sec# SPOT MPROC
Accession List
Accession  Collected Accn Received STYP  Priority Order Code  TestReceived HIS Number  Cancel
N ABC (CBC) 10/04/2019 0816 2472678833-0
ADIF (CBC)  10/04/2019 0816 2472678833-0
F7aa 10/04/2019 0811 10/04/2019 0816 cMv 10/04/2019 0816 2472678847-0
PRT 10/04/2016 0816  2472678861-0
PT 10/04/2016 0816 2472678875-0
DHRP 10/04/2019 0842  2472679173-0
F751 10/04/2019 0824 10/04/2019 0842 ERT 10/04/2019 0842 E402504-0
ABC_(CBC) 10/04/2019 0857 2472679329-0
Search By | CID Number ~
F744 Accession Level Information
1
General Information Container List Order Code(s)
10/04/2019 Scan CID r
r Order Code  Modifier Diagnosis Code
Collection Date 10/04/2019 CBC
Collection Time 0811 cMY
Receive Date 10/04/2019 PR7
Receive Time 0816 PT
Order Account Number 70314740
Phlebotomist Code
Order Workload Code
Reassian Receive All Receive HIS Number Reschedule

Worklabel save All save (orderAccess) ( Close ) ( heln )
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D. Click into the Collection Date cell and ENTER/TAB through

each of the yellow fields. The correct Collect date/time (if

collected in Collection Manager/Clinical Collect) will automatically
drop into the fields. If the specimen was not collected in Clinical
Collect, you will need to manually enter the information hand
written on the label or form submitted with the sample. The Receipt
Date/Time will drop in as you ENTER/TAB through the fields.
NOTE: If there is a Modifier present under the Order code box,

follow instructions in #13.

If the sample was collected in Clinical Collect or Collection Manager,
the phlebotomist code and order workload code will be populated.

These are mandatory fields, if it is a floor collected sample and they
did not use clinical collect, enter your tech code as the phlebotomist

and RN as the workload

4690248 ZZZTEST,DME IP

|Accession
H3545 06/29/2017 1132
H3547 06/29/2017 1132 UR

H3546 Accession Level Information

Accn Received  STYP  Priority Order Code
VOID uc

Search By

VIRC 1512792069-0

W Order Receipt/Modification 3

Hospital ID MIN  Age 6Y Sex M

1512792017-0

Accession Numbe:

General Information [N

1156

Collection Date 06/29/2017
Collection Time 1132
Receive Date 06/29/2017
Receive Time
Order Location L7~7TH FLOOR
Order Account Number 73844511

Bill Code

Order Code(s)

5 Urine, Vt

Reassign ...

HIS Number Reschedule

Reprint Label

Save All

) ) ) €

Help )

E. When you click save, the container list will pop-up. If you received
all listed containers, select ‘Route”. But for example: If you did not
get a green tube but the orders can be performed on the GNG tube,
you need to remove the G tube. Once you have selected ROUTE,
the labels will print showing tests from the G tube were moved to the
GNG tube. You will need to use this container ID for the specimen to

downlaod corectly.

Order Receipt/ Modiication

4798346 SMART,SUNQUEST4
Soc Sec#

W Container and Specimen Entry %

Accession  Collected

ol | Container

Specimen

10/19/2019 1700

Container-Specimen List

$533 Accession Level Infornj

General Information

Collection Time 1544 o
Receive Date 10/15/2019

Receive Time 1545 SPOTs

Order Account Number| 70314740

Phlebotomist Code | 16~GULKE | | Start SPOT | STP =

Order Workload Code | VP~VENIPY

Order Physician 43943777 | Receipt SPDTm

Reassiqr]

Route Cancel

Worklabel Reprint Labels

Save Al

€ save ) (orderaccess) € Close )  Help )
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If you remove a container and there is no alternate container listed
for the test, you will not be able to route the route the order. Select
Modify and reschedule the order. If you select MOVE, the order will
go to the problem spot and someone will have to cancel and re-
order later.

W Order Receipt/Modification %
4798346 SMART,SUNQUEST4 Hgspital ID MIN _ Age 3Y  Sex F

Could Not Route %
Soc Sec# SPOT SPROC

The following order codes could not be
route

|Accession  Collected
019 1548 |2473149081-0
ABC 015 1545 2473145095-0

015 1545 2473145109-0
s533 10/19/2019 1547 |10/19/21 ADIF 010 1240 savaianiaso
015 1545 24731491370
19 1548 24731481510

2473149221-0
2473149207-0

|S535 10/19/2018 1700

S$535 Accession Level Informatiof

General Information Modify: Modify order codes and try (s)
routing again BLOOD COUNT INCLUDES
Add: Add containers Modifier
Collection Time 1601
Receive Date 10/19/2019
Receive Time 1802 Move: Move order cafies to the Problem
Order Account Number 70314740 SPOT
Phiebotomist Code  16~GULKE,R
Order Workload Code  VP~VENIPUP
Mod Add M
Order Physician 43943n727 ( ooty ) (Ladd ) (_wowe )

Worklabel ) (Reprint Labels saverl | gave ) (ordersccess)  close ) € hHelp )

F. If you click on the Modifier field under the Order Code box, you
will see the full description of the modifier listed above the box as
indicated by the RED ARROW in the image below. If there is a
modifier present, you must use the Modifier Info to add to
SDES on the following screen (ie, port 1). The modifier info also
displays on the Clinical Collect label and helps further identify the
source of the specimen so culture results are accurately associated
to the specimen submitted to the lab. Once done with this Screen,
click SAVE and Enter.

This is where you would remove NTD if the nurse called to ask the

lab to collect the samﬁle. _

H ital 1D MIN &Y Sex M
4690248 ZZZTEST,DME IP o b d

Accession  Collected :

N H3s49 06/29/2017 1430 1512797137-0
)N H3550 06/29/2017 1430 BLAD uc 15127971390
N H3551 06/29/2017 1430 Ne VIRC 1512797141-0
]N H3552 06/29/2017 1430 CORN EYEC 1512797143-0
IN_H3s53 06/29/2017 1430 FUNG 1512797145-0
]N!S“ 06/25/2017 1500 ws NTD BC 1512797225-0
H355S 06/29/2017 2000 ARL 8C 1512797223-0

Search By @

H3556 Accession Level Information

General Information Order Code(s)
NURSE TO DRAW,; IV Startart line po.
06/25/2017
_ OrderCode  Modifier Diagnosis Code
Collection Date 08/29/2017 I sc [NTo: v
Collection Time 1500 1=
Receive Date B
Receive Time =]
Order Location L7~7TH FLOOR |
Order Account Number 73844511 -]
8ill Code (&

(Bemnntiabeld) ( <ove e ) (operaceess) (ogiose) (obicp)
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G. After the SAVE, the RESULT ENTRY detail screen for Result at
Requisition Tests will appear. Edit these as necessary to complete
the Order Receipt Process. If Free Text appears in the SDES cell,
replace it with the appropriate specimen type code(s) and remember
to add any Modifer information from the Order (Detailed in #13
above).

Result Entry

Patient 4690248 ZZZTEST,DME IP Hospital MIN
Dept Acc# | Order Code 1 Test Code Results I QA Flags
MC H3546 uc SDES voIp|
uc SREQ 1DSI

Test SDES  SP §IMEN DESCRIPTION Result |

Text type Auto Fill (Display Prior Results) ( Result code lookup )
Composed o — — —
Text g = Display Correction Delete all text Load default text

Save Cancel ( Help )

H. The Micro Workcard label will now print for this specimen and the
ORM window will return to the next unreceived specimen(s) for
processing. Or back to the main window display to select another
MRN or accession number.

I. The label will indicate the next spot

CREDIT/RESCHEDULE

A. Click on Credit or Reschedule below the Order Code(s) box.

® Order Receipt/Modification

Hospital ID MIN _ Age  34M  Sex M

4690269 ZZZTEST,RICKEMPL

M3306 07/24/2017 0200 fbE 1otada0ese

NA 15134308510
M3400 07/24/2017 0700 e Toiaa3a0i60
M340a 0772472017 1000 Aoe e
M3ss0 07/24/2017 1200 07/24/2017 1345 Aoe e

Search By | Accession Numbe!

)

M2206 Accession Level Information

General Information

Order Code(s)

07/24/2017

Collection Date 07/24/2017
Collection Time 0200 [ Na
Receive Date

et -
Order Location L6~6TH FLOOR. .
Order Account Number 73844534 |
5ill Code —]

HIS Number
(O[der Amm) Close ( Help )

Reassign ..

Reprint Labels Save All Save
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B. Credit
Select the test(s) that need to be credited. They will move to the
box on the right.

4600269 ZZZTEST,RICKEMPI
Credit Mode
Current Accession Number M3306
(_)lnqmrv (@ Remove results
Available order codes NA
NA Order Code Resulted  HIS Number Cancel Reason
ABG Yes 1513430845-0 RAC
< <Remove All
C ok ) Cconcel ) € nep )

In the example above, the ABG has been selected and moved over
to the Credit window. Crediting/Cancelling in this window will
Remove Results. If it is desired to keep any results associated with
the test being credited/cancelled, please see the Credit Without
Moving Results procedure. The Cancel Reason is mandatory.
Cancel reasons can be searched by using the magnifying glass icon
to the right on the Cancel Reason box. Once fields are completed,
Click OK to complete the cancel.

C. Reschedule

Select the tests that need to be rescheduled. They will move to the
right side “To be Rescheduled” box. The Collect Date, Collect Time,
New Accession Number and Reschedule Reason are all mandatory
fields depicted in yellow below.

W Reschedule x

4690269 ZZZTEST,RICKEMPI

Current Accession Number M3404

Available Order Codes To be Rescheduled

NA ABG The following properties apply to all test
codes listed in the "To be rescheduled:" list
<<Remove Collect Date 07/24/2017
Collect Time 16:00

New Accession Number M3555
Reschedule Reason SNR

<<Remove All

(o< ) (concet ) (el )

Click into the Date/Time fields and enter the desired future collection
information. Click into the New Accession Number, but do not enter
any information. Then click on the Reschedule reason and the New
Accession Number will automatically populate. Then enter the
Reschedule Reason and Click OK to save. The new accession
number will qualify on Collection Manager/Clinical Collect for a
future draw.
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ADD ON TESTING

A. From the Main Order/Receipt/Maodification Window, search by

Patient MRN or Accession. Select the Accession you wish to Modify.

Type the new Test Order into the first open cell under the Order
Code column. (To search for a test code, click the open cell and

press F3).

W. Order Receipt/Modification

4690269 ZZZTEST,RICKEMPI

ABG 1513438007-0
M3400 07/24/2017 0700 i SGisrErTiET
ABG 1513455313-0
M3550 07/24/2017 1200 07/24/2017 1345 NA 15134553180
M3560 07/24/2017 1200 07/24/2017 1340 SKIC 1513455897-0
M3454 07/24/2017 1400 ABG 15134424470

Hospital ID MIN  Age 34M Sex M

1513442453-0
1513448401-0

0700

Search By | Accession Norbe ]
M3400 Accession Level Information
General Information Order Code(s)

;ADDON

Collection Date 07/24/2017
Collection Time 0700

Receive Date

Receive Time

Order Location L6~6TH FLOOR
Order Account Number 73844534

Bill Code

Reassign ...

HIS Number Reschedule

Gegnnt Labeg Save All

( save ) (Orderaccess) ( Close ) [ Help )

In the example above, a PTT was added the original order of ABG

and NA. Click SAVE to complete the added order.

Note: Usini the F3 kei in ani field will brini uE a Search box.

Current Value

Search Value

Test | caLcium

| (__Search )

Search Department

@ all (O Blood Bank Qap
(O Lab (Packages only) () Micro
Search Option
(O Code (3) Description
CA CALCIUM CA
1CABF BILL ONLY CALCIUM, BODY
PRICA Ionized Calcium, Prime ICA
PICA Ionized Calcium, Pump ICA
CCRA CA/CREAT RATIO, random urine CALCIUM CREATININE
ICA IONIZED CALCIUM ICA, FREE CALCIUM
UCAL CALCIUM,ur (ma/dL)
UCAQ CALCIUM,urine guantitative

€ select ) € cancel ) € Heip )
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