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[bookmark: _Toc409090099]Purpose
The purpose of this document is to provide guidance on how to access and utilize Faxcom/Biscom, an electronic faxing system, for outpatient lab blood draws. 
[bookmark: _Toc1997426323]Policy Statements
Faxcom (or Biscom) is a digital fax solution that allows sending and receiving faxes directly via email, web browser, or applications without needing a physical fax machine. It replaces email and hard copy fax processes and provides the ability to receive, review, and process faxes in an online digital folder.
[bookmark: _Toc1709923617]Principle
Children’s Minnesota Outpatient Laboratories in Minneapolis, St. Paul and Minnetonka utilize Faxcom to receive manual laboratory orders/requisitions from affiliated outside providers. 
[bookmark: _Toc843440517]Clinical Significance
[bookmark: _Int_Qb6SgRgU]Transitioning from manual fax machines to Faxcom will allow lab orders/requisitions to be accessed by all three outpatient laboratories regardless of where orders are faxed to. It is also expected to reduce patients’ wait time for blood draw, provide secure way of receiving and sending laboratory orders, and overall, this process is expected to increase patient satisfaction rate. 
[bookmark: _Toc1574474049]Materials
Fax numbers:
St. Paul Outpatient Lab: 651-220-7669
Minneapolis Outpatient Lab: 612-813-8727
Minnetonka Outpatient Lab: 952-930-6956
[bookmark: _Toc1638723201]Procedure
	Steps
	Description

	1
	The Biscom FAXCOM application can be accessed either from the FAXCOM icon installed on your computer or from the Biscom Faxcom Web Client link on the StarNet Applications page.
· Click the Start button 
· Scroll to FAXCOM and click FAXCOM Client to open.

	2
	[bookmark: _Int_lOL5ooVM]Each outpatient laboratory has its own folder in Faxcom. The laboratories’ fax numbers are indicated next to each lab. 
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	3
	When lab orders are faxed, they will end up in the Inbox of the fax number they are faxed to. Outpatient lab care techs are responsible for organizing newly faxed orders in the Inbox daily. Follow the steps below: 
· Newly faxed orders will appear in bold font and at the top of the Inbox
· [bookmark: _Int_YaFqaHpZ]Double click on new orders to view patients’ names and Date of Birth. 
· [bookmark: _Int_yKFHeBQI]Once you have the patient’s last name, first name and Date of Birth, right click on the order. Then, click on “Add note(s)” and then “Note”. On the space provided, add the patient’s last name first followed by the first name and the patient’s date of birth. For example: Smith, John 01/01/2026. 

	4
	[bookmark: _Int_u9rlZ0b0][bookmark: _Int_GrC98v5V]When patients present at any of our outpatient labs or main labs (on weekends, holidays, and after hours), lab staff should be able to search and find their lab orders. Orders are accessible at all labs regardless of where a patient presents. For instance, if orders were faxed to Minneapolis outpatient lab but the patients goes to Minnetonka outpatient lab, Minnetonka lab staff should be able to access Minneapolis orders with no issue. 

	5
	[bookmark: _Int_3pVsa6MS][bookmark: _Int_Y2yXFRWH]To search for patients’ orders, click on “Advanced” on top right side of your screen. Type the patient’s last name followed by comma and first name (for example: Smith, John) and then click on “search”.  If there are faxed orders for this patient, orders should display when searched. If there are no orders displayed, ask the patient if they have orders with them or check in Cerner and Sunquest. [image: ]

	6
	Print the lab orders from Faxcom

	7
	Order labs in Sunquest according to lab ordering/Requisitioning procedure
SCM 2.00 Laboratory Ordering

	8
	Delete the printed lab order from Faxcom
· To Delete: Right click on the printed order and then click on “Delete”.

	9
	Scan the manual order into patient's Powerchat as usual



Procedure notes: 
· Orders in Faxcom will archive 95 days from the day they are faxed.
· Print Standing orders and keep them in phlebotomy carts.
· If manual orders are faxed to main lab fax numbers, 
· Fax those manual requisitions/orders to Faxcom fax numbers listed above. Send the faxed order to outpatient lab with a note “Faxed to Faxcom” for lab care techs to verify. Lab care techs can shred the manual requisitions once it is verified that those orders were faxed to Faxcom. 
· If unable to fax manual requisitions to Faxcom in the main lab, send the received requisitions to the outpatient labs. 
· Orders to “add-on" lab tests should not be faxed to Faxcom. Add-on orders should be faxed to the main labs’ fax numbers listed below. 
· Main lab fax numbers: 
· St. Paul: 651-220-5280
· Mpls: 612-813-6951
· Additional resources: 
· Biscom FAXCOM User Guide
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