Beaumont

SoftLab
End User Training

Updated: 9/28/2015



Objectives

At the end of this training module, the user will be
responsible to:

* Log-on to the SoftLab application with initial and new
password

* Navigate the Main Menu screen

* Recognize basic functions of Main Menu icons

* Access Help windows and search for help topics
* Log-off at completion
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Topic Overview

* Log-on

* Navigation in the Main Menu screen
* Basic functions of Main Menu icons
* Help windows and help topics

* Log-off
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Log-On
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* From the desktop,
click on Beaumont Welcome
Web Apps icon (Citrix) - et merg
* Enter your user name —
and password to
access the Beaumont

Citrix applications.

Pazzwaord:

If you experience problems accessing this website please contact

User name |S Either the Service Desk at 248 0972727
employee ID number
or sir name. Beaumont Web Applications
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Log-On

* Select the SoftLab/Mic LIVE2@WBH icon
from the Desktop

o
SoftLabMic

e Log-On using your:
& Y LIVE2@WBH MS

— Employee ID as user name

* if less than 5 digits, add leading zeros

— welcomel as initial password (note all lowercase)
Ln:ngn:nn to SOFTLAB

User ID: I |

Password: I

Domain ID: * |MSWEH ~|

o« oK b4 Can::elt ?  Help t
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Log-On

L] L
[ J | f S Oft La b / IVI I C I S I I SoftLab 4.0.3 - SOFT COMPUTER CONSULTANTS i ]
File ‘Wiew Orders Phlebotomy Results Query Reports Setup Ukl Interfaces Tools Help

. &) ICNE 3]

currently running [“= 3 5 2 5 P
Sl:rx::rostomy COrder Entry I'«Lssulkltlntg R Insl\t‘llrument Ptt it S_rpecilk?en Tasklist
pereeey e Il ‘orkist  Reguest = Menu  Maintenance acking

On you r PC’ but the Zizurts A Ei % D Rei @ 53
[#l-Reports Sl Lab j

| . . h Setup Phishotomists Results Report Lab Resuls  Specimen  Re Reference lab  Remote  SoftLab Help
a p p I Ca t I O n a S -- Iu:ilerfaces ey rectina i Frning

timed out due to \
inactivity, you may _
click the log-on e
icon from the Soft
Lab/Mic home | —

@ SoftLa...|® SoftMic |® SoftSt...

screen. —
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Log-On and Password

* Passwords are managed by Corporate
Information Technology and benefit from a
Single-sign on technology.

* User passwords updated at the Beaumont
Password Service Center are automatically
updated in Soft applications, too.
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Screen Standards

e Main Menu Toolbar

2% SoftLab 4.0.3 - SOFT COMPUTER CONSULTANTS
Fil= ‘iew Orders Phlebotomy Results  Query Reports  Setup Ukl Interfaces Tools Help

_1oj x|

ErE TS
b}

IF‘ - e B
g = e
[+ Crd ,
B Craers Order Entry Resulting Caill List Instrument Patient Specimen Tasklist Phlet
harklist Request Menu [Maintenance Tracking
L) M e &
=5
Specimen  Reference Lab Rermoke SoftLab Help
Tracking Liskt Prinking
[#- Interfaces
og B 7N
® SofiMic |® SofiSt... |
| | i
For Help, press F1 [User : SCC [Ervv: Q&1 _31 [Term : LEATO [System : SoftLab MUM (3162005 05
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Screen Standards

e Att h e b ottom ri g h t corner —oix

File View Orders Phlsbotomy Results Query Reports Setup Ut Interfaces Toolks Help

g Le 2 eE
of screen, locate the TH 7
following: R .

[ Query D ﬂ
) ? [ Reports i
— U se r I d ( W h O S I Og ge d o n f ) EE;UD Trsapl;m:;?_?st Reference Lab Ere‘:t‘orfe SoftLab Help

— EnvironmentId (Areyouin ||
LIVE2 or TEST2?)

— Terminal (Computer) ID
— System ID

— Caps Lock and Number Lock
indicator o sute.. [V Sais 0 ] |

— Date and Time
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User Toolbars

lcon Function lcon Function
. Displays version
% |og-On System log-on |2 About number and copyright
information
- Displays help
W Log-Off System log-off X2 Help information for the
topic selected
Similar to [Ctrl] + [Alt]
I_LI Task manager + [Del] function; A”OWS
you to §e|ect a?d c_Iose An overall
any active applications 7 Help Topics comprehensive,
Hid how M - searchable index of
ide or show Menu help topics

B Menu Tree

Tree displayed at left
hand side of screen
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User Toolbars

Icon Function Icon Function
13| New Creates new record & Print Prints record
-
& Open Opens existing record & Cut Cuts selection to clipboard
: : . Eg ' i
@ Edit Edits existing record Copy Copies s_electlon 0
clipboard
= Save Saves record to database = | Paste Pastes Clipboard contents
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User Toolbars

e Locate the standard MS
icons on the upper right
corner of your screen.

— Minimize: stores the system
on the tray at the bottom of
the screen

— Full screen/maximize:
Enlarges screen view to
original size

— Close: Exits the window
currently being viewed

Full Screen

11
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Minimize
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General Navigation

e  Which Module am | in?

* There are three ways to
: . , & 57 2B
I d e nt I fy . - Orders rder I_Entry Resullng cuall List Instruﬁent Pgt Sp’ecmen Tasklist  Phiet

- Phlebotomy Worklist Request: Menu Maintenance  Tracking
--Results
1. Module and version in o ©
-- Se.tup 5 r\_ Eﬁ;nt?ntge SoftLab Help
upper left hand corner of —

screen (Title Bar)

2. on module tab
below tree menu in lower
left hand corner of the
screen

3. User/Terminal ID at the ey
bottom right hand corner
of the screen

1 |
User 1 5CC [Env: QAL _31 |Term : LEATGE System : SoftLab

]
[ wom [aiefz008 102

For Help, press FL
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General Navigation

File Wiew Orders Phlebotomy Resulls Query Reports Setup UHl Interfaces Tools Help
. Wl EewD
* Using lcons @

Orders
FPhlgbotanmy

it | e
— Menu Tree

Specimen Specimen Reference Lab
Tri 4

5 T Q

- Repart: 3

- Reports = !

° Same information as fﬁ“” Enterfafy  eunent Lab Restts Cllst Reatspopnt  Femle  SoRlsbiicp

= SOUE: Prinking
Interfaces Results Query

Patisnt
Maintenance

Menu Tree

— Adding and deleting icons .
— Arranging icons

e Customize view

— Click and drag from Menu
tree to gray area
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General Navigation

* Using Tree Menu
— Collapse (Optional)

e Click “X” in corner of Menu
Tree window to hide

— Shrink size (Optional)

* Hover cursor over right edge of
tree menu, click and drag right
over icons

— View Suboptions

e Click “+” icon next to main
options on tree menu

* Click on desired sub-option

Beaumont



General Navigation

* Keyboard Hotkeys and Shortcuts

— Use “Alt” key and first letter of option across
the top of the screen to bring up sub-menus

* Hover over the desired key with the mouse to show
the [Alt] + combination
— i.e. [Alt] + [O] for Orders
— Use up or down arrows and “Enter” key or
underlined hotkeys for sub options and their
topics
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Help Functions

e Using “What’s This?” icon |2
* Context Help

— Click the icon

— Move the mouse cursor over the topic in which
you need help and click
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Help Functions

Engage the icon and move
cursor to the icon you need help
with a single left click

Move mouse pointer

(which should now have a ?
attached) to the area you need
help with.

Specimen Tracking List was used
in the example shown

File Wiew Orders Phlebotomy Results Query Reports  Setup Ukl Interfaces Tools Help

[+ ¢ =[2w0)

@ Sofila... |® SofiMic |® SofiSt... |
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Help Functions

* Click on maximize icon in
the help screen to enlarge

SoftLabGv40

o L] = &
Hide  Back Forward Print
Conterts Index | Search| S .
Type in the kepword ta find, Tpecll(!“e“L'
T racking List

The Specimen Tracking G St

Sz:’ﬁ“,’i List option allows you to
bnor track specimens from one
ﬁggm&l stop to a predefined next ﬁ

v stop in a few keystrokes Resulting Call List Patient Specimen Phiet
bnomal High You can also edit and print wiorklist Request e Maintenance  Tracking
Abnomal Lo these lists
bnomal Feport Re; .G)
abnomal Fresults Report Es
Abnomal Results Report-Data Entry Instruc To access this option, select ; e SR
sbnermal arming [Utill»[Specimen orerence Lai Pjﬂ”‘;‘ﬂ; AED
gg’;fgwgfgma‘ =] ||| Trackingl>[Specimen

Tracking List] from the
sy main menu, or use the
4
| Backup
? SoftLa... [* SoftMic SoftS | | =
4 »
For Help, press F1 [User : SCC [Env: QAL 31 [Term : LEATO [System : SoftLab

[ Giisaos |
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Help Functions

e Searchable Help screen

— Standard help screen (i.e. MS Office Dancing

Paperclip helper) n

— Click on icon and the Help Topics window will apg Y

*Note:

2)

If any error messdges appear, click the “YES” box
and continue. Error messages here are an anomaly.
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Help Functions

e Contents tab

e Operates just like a Menu
-5/

Tree H E <« = 8 [ M &8 &

Hide Locate Back Fomward Stop  Refresh Home  Font Print

Contents I§aarch| Favor_\tasl N

— Double-Click on Book icon  [&gs

Orer Enitry Orders
to look at subchapters of @ Poient Matenace

Q Call List Reguest
@ Reference Lab

topi C @ Priobotomy Orders Menu Overview

@ Results

Q Cluery . L . .

@ Report The Orders menu options enable you to access and maintain patient arders, patient
epons stays, portions of patient dermographics, Call List requests, and Reference Lab

: ﬁe_}“_p infarmation. The Orders menu containg the following menu options and functionality. ||
tilities

Q Interfaces

@ Tools Order Entry

Keystrokes Quick Guide
The Order Entry option enables you to access all patient orders (active and complete),
a portion of patient dernographics, and all patient stays. Initial order entry is performed
within this option. You can add new patients to the database, add new stay/visit
records when adding a new patient, add new orders for new or existing patients,
madify patient demographics and stay data for an individual order, modify test orders
(add, cancel, and delete tests, change priorities, add comments, change status of
orders, etc.). See Order Entry.

Patient Maintenance

The Patient Maintenance option enables you to read, edit, add, and print patient
demographic data, insurance, and billing data and historical data for all of a patient's Bl

U ctaue in tha haenital Wai can moran nationt data if tha camo nationt hoe haon
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Search Windows

Search Tab

— Click on Search tab (top red
circle)

RI=E
= =2 @ &
Hide Locate Back Fomward Stop  Refresh Home  Font Print

-
ContenZearch Tyavotes | SoftLab® Help System 404

— Enter search criteria in the
text box (middle red circle)

Selact Tapic to display

Abnormal Results Repart -
M oy * M V24 Abnomal Results Report Wwindow Field De
— IC Ist Topics ottom Adton Mk o Tt ot R
Adding & Mew Order in Order Entry
Adding a New Patient
. Adding a Mew Patient in Patient Maintenar
red CI rcle O r Enter Adding a News Stay in Order Entry
Adding a Mew Stay in Patient Maintenance
Adding a Result ta a Selected Order in Bah
Adding an Ausiliary Insurance
. . . Adding an Ausiliary Insurance in Patient Me
Adding an Insurance Provider in Patient b:
— Click on desired topic fiirm e o noen
Adding Comments in Drder Entiy
Adding Comments in Patient Maintenance
Adding Contact Information in Patient b ain
. . Adding Order and 5 pecimen Comments in b
— Click on displav (bottom red Fiking Pt 01 St e Spocie
Adding Various Comments in the Resulling
Additional Report Parameters Collated Rme
Additional Report Parameters Cumulative o

circle), or double-click r—
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Introduction

The SoftLab® systern is one of the most advanced Laboratory Information Systems
(LIS} available today. Designed for hospitals and independent labs of all sizes, SoftLab
provides the laboratory with maximum operating eficiency, while smoothly interfacing
with all laboratary instruments, robotics, and other infarmation systems. Yith
advanced system architecture, SoftLab is highly scalable and can accommodate large
test volumes, multi-site ervironments and expanded outreach services

The fully integrated SoftLab systern provides a seamless interface that links all clinical
laboratory departments throughout the enterprise. Tremendous flexibility is provided to
allow the distribution of data and results from the laboratory to the entire [DN
(Integrated Delivery MNetwork). SoftLab computerizes and manages all data processing
and laboratory activities from Crder Entry and Result Reporting to Interfacing with
laboratory instruments.

SoftLab is built on the latest 3rd generation client/server architecture. This includes
CORBA (Common Object Request Broker Architecture), which promotes enterprise-
wide connectivity and allows incorporation of new technologies. Information displayed
on screen is updated autormatically and in real-time, making new critical patient data
instantly available. Paralleled processing is also utilized, minimizing system slowdown
even during peak volumes

Related Documents
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Summary

This module covered:

Log-on

Navigation in the Main Menu screen
Basic functions of Main Menu icons
Help windows and help topics
Log-off
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Credits

* Questions on content and/or input or
critique on required modifications should
be addressed to:

— Laboratory LIS Soft Support
LaboratorylLISSoftSupport@beaumont.edu
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