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Purpose:  To explain the steps involved when printing a controlled document belonging to the Quality Management System.
Background Information:

1. Only the most current electronic version of documents can guarantee up-to-date practice.

2. If a document is printed and used to perform laboratory work it may fail to be updated with important information if the editor is unaware of the printed copy’s location.  

3. Limiting the use of printed documents will assist in ensuring the inadvertent use of an archived document.

Instructions:

1. Only print documents from the Medworxx CMS if absolutely necessary such when the document control system is down or if an abridged document is used.
2. If documents are used for training purposes, indicate on the copy “For Training Purposes Only”.  These documents must be destroyed once the training is completed.

3. Documents that pertain to students will be clearly identified “For Student Use Only”.

4. Always print forms from the Medworxx CMS to ensure the most current version is being used

5. Only print forms as needed and only as many as required to complete the task at hand.

6. Do not photocopy multiple copies of forms if they are not needed right away.

7. Any printed and posted instructions must be document controlled and current.  These copies are monitored by the department coordinators or designate.
8. Any abbreviated printed instructions from a procedure must also refer to the complete procedure from which it was obtained.   
9. The laboratory does not take responsibility for copies printed by non lab staff.

References:  N/A
NOTE: This is a CONTROLLED document as are all system files on this server.  Any documents appearing in paper form are not controlled and should be checked against the server file version prior to use.


