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Topic Overview

* Order Entry Screen Navigation
e Patient Order Information

e Locate Test ID; Place Order

* Specimen Receiving

* Label Printing
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Definitions / Abbreviations:

* |Important abbreviations used in the Order Entry tutorial:
— OE: Order Entry
— SSN: Social Security Number
— ENV: Performing laboratory environment code

— DOB: Date Of Birth
* Format MM/DD/YYYY

— MRN: Medical Record Number
e Assigned by EPIC OneChart

3 Beaumont



Order Entry Screen Navigation

* Log On to SoftLab
* Double-Click on the Order Entry icon

File Wiew Orders Phlebotomy PResults Query Reports Setup  Utl  Interfaces Tools Help

WwlETRDE
8 v v oy [y

Orders
Patient Order Entry Zallection Receiving Specimen Specimen Reference Lab
:hlebltotomy Maintenance Tracking Tracking Lisk
esults

@

CQuery ":-\ EH
Reports H = &

A o O o R T R Y

Se.tuD Enter/Modify  Instrument Lab Results Calllist  Results Report  Remote SoftLab Help
i Results Menu Query Request Printing
Interfaces
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Order Entry Screen Navigation

You may search for a patient
by entering any portion of
patient demographics

Place Cursor in Last Name
field

— Type Demosoft

— Place cursor in First
Name field and type

%k %k %k 3k %k

Click Next to execute search

Bl search

2l
—Search by Patient
Last Mame: IDEMDSDFT| Firat Name:l
£ BRN: | g8 ___- Se | =]
MF'l:I DDE:I L | Bace:l VI
—Search by Stay
ot .
" B|II|ng:| Al Dr:l h..d|
i
Wargll =
—Search by Order
Qlder:l Ord Date;l L =i
Req. b_l,l:l = Drdered B_l,::l
Ay Dlder:l
[ Openin Edit Mode Clear |
L Mo “ Back l P Hew : & Mext t ¥ Cancel I

Order Entry Search Window
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Order Entry Screen Navigation

E order Enktry

File Wiew Orders Tools Help

open... Chrl4+O | E.l - :‘_ﬂ & M5

B« P MVXAEDN[E DR G

1 Order 180300225, Req.
Recent Patients e 2 Order 180300192, Req

Exit Alk+F4 E
4 Order 172900416, Req.

5 Order 172900416, Req
& Order 172700301, Req.
7 Order 142100113, Req.
8 Order 142100117, Req.
2 Order 142100115, Req.
O Order 142100113, Req.

3075 Coll, 05032011

, 5855 Coll, 05/03/2011

. 2703 Coll. 050372011

7300 Coll, 04j29)2011

, 7900 Coll, 04/29/2011

2241 Coll, 04f27)2011
5229 Coll, 01/21/2011
4252 Coll, 01f21/2011
4252 Coll, 01f21)2011
4252 Coll, 01j21)2011

Tsk:
Tsk:

Tst:
Tsk:
Tsk:
Tsk:
Tsk:
Tsk:

MA
BMP

BILTD TSH HGEEC O XER.DFP PAPSH GYHM ...
BILTD TSH HGECD CECWD XERDF PAPSM ...
HI¥1Z WDRL

BAKMS

RIAKM

RAEM

Tsk: MAKW

* Alternatively, to return to a recent order, click on

File > Recent Orders >

— Hover over the Orders with your mouse

— Click the corresponding order #
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Order Entry Screen Navigation

e Click appropriate visit #
e Press [Enter] =0l x|

Fatient: DEMOSOFT ROFECADULT . MRM: 4001325 Order histary j
MFI- DEMORO7ISEO04, DOE: 07A15/15960, Sex F
* DO not create a new -1 Bill BFXDDDDDD2079, Admn date:01 /2672011 wardFioyal Dak - Test OB/GYN Practice. oo Bed:

REN] i #: 400

atient or a new sta B
o) Y.
i) 181000387, Col:05/10/2011 12:02, Req:MORRIS, LEON H, Pr.Routine, Tm:, TstCBCWD RETIC
B 181000222, Coll:05/10/2011 13:00, ReqMORRIS, LEON H, PrRoutine, T, TstHA
180300413, Coll:05/03/2011 14:00, Req:S¥KES. ELIZABETH | Pr:Routine, Tr:, TskCBCWDLFCD
--B] 180300341, Calk05/09/2011 13:00, Reqg:MORRIS, LEON H, PrRoutine, Tm:, TstPT
B 180900323, Col05/09/2011 12:00, ReqMORRIS, LEON H, PrRoutine, T, TstPTT
--[E] 180300313, Cal05/03/2011 12:00, ReqgMORRIS, LEON H, PrRoutine, Tm:, TstPOINR
--E] 180900135, Cal:05/09/2011 03:30, ReqMORRIS, LEON H, PrRoutine, Tr:, Tt GLFAS
B 190600424, Col:05/06/2011 22:00, ReqMORRIS, LEON H, Pr:Routine, T, TstHBSAG
-3, Click here to zee more orders

. Adm date: 2010, ward1 MORTH EC RO [AREAE), RoomE 16 EC, Bed:, £
, Coll:05/11/20171 09:00, Req:MORRIS, LEOM H, Pr:Routine, Tm:, TstPT
. Coll:05/411/2017 03:00, ReqMORRIS, LEOM H, Pr:Routine, Tr:, TstABG |

) ) ) )

1] | i
&  Back P Mew 4" Finish t *  LCancel E
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Order Entry Screen Navigation

= Patiesit

Last name: |[DEMOSOFT first: |ROFECADLILT middle:

DOB: 17151960 w| Age[S0 Deceass d [ DOD:| /4wl MAN:|4001328 Sew [female  ¥| MPL:[DEMOR07156004 Batient Comm 7 |
SSN:I_-_- ESD:IE-"-\SE | Sp;:l vl
°

The top portion of OE Window contains patient
demographic information

Demographic information is generated from Epic and sent
TO Soft. User cannot modify the Soft record.
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Order Entry Screen Navigation

The left hand side of
the screen contains 5
tabs:

— General

— Insurance

— Specimens

— Results

— BBank

FGeneral |&‘1nsurance[1] |@Sgecimens[D] |%Hesu_lts [ |“BBanl_< |

Sta
At D:|11EIB v/ MORRIS, LEON H Bling 4001328202
A Dn:lm Ey:lm Diz Date:l_a"_a"T_:l Stay Comm [ I
wad[RINZ /1 NORTH EC RO [SREAE) Room[E16EC  Bed)
I50:| [
—Order
Oider 8b[1352 [IBAZ200 wl  BwfeMeRM | Acie W DepotfAT o)

HepnrtTo:I hd I :,.LI _:ll [
Reg by[119%  vIMORRIS, LEONH

ol | OiderConm, [ |

(g ward:l o

Priority;lHuutine Order vl

Collect time: I_:_
Insgr:l = | 5 | 5

Diag | | | | o

EQVZIT

MNurse Draw [

A Order: |

Wenip: |nnne of the above

j Heq.#:l

aBN T
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Order Entry Screen Navigation

* General Tab contains

— Order Information:
e Order Number
* Time, Date, user ID
e Call Instructions
e Order Comments
* Priority of Order

— Stay Information:
e Patient’s current location
* Attending Physician
e Admission Date
* Discharge date (if any)
* Stay comments

@ it Insurance (1] | g Specimens (0] I%Hesu_lts [0] | b BBank |

Sta
At D:IHSS v/ MORRIS, LEON H Biling [40m13262002
&dm Dn:lm Ey:m Diz Date:l_-”_-”T:.l Stay Comm [+ l
Wad RINZ /1 NORTH EC RO [AREAE) Room[ETEEC  Bed
I50: | |
—Order
Order. at[1352 [1512/2017 w1 By:[aMARM Active | Depot[RT =
F!eportTo:l =l I [ I L& I [
Req. b_l,l:l'I'ISB | MORRIS, LEOM H Cal T k Order Comm, [ I
Orig ward:l =
PliDlit}';lW Collect time: Ir Enw: IDD—
Insgr:l i I =4 I =i
Diag:l = | [’ | [ | [ Murse Draw [
A Ellder:! Venip:lnone of the above j Heq.ﬂ:l
AEH I
General Tab
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Order Entry Screen Navigation

* Insurance and Diagnosis Codes

* Use the Green Arrow drop down menus to select ANY
Insurance and Diagnosis Code

Tt hzurance (1] Specimensz (3] Resultzs [14) | iy BBank .. - .
13 1% ! | Fricrity; |F outine Order vI Collect tirne; I_
4#.Dc[11%8 ~IMORRIS, LEONH Biling: [40013252002 Ineur: 10T8F w) = I —|
Adm Ore ID?.-"ED.-QD‘ID = By I1193 . Dis Date:l [ Stay Cornm Fi =
wat[FTN2 =/ 1 NORTH ECRO [AREAE) Room: [E 16 EC Bed: | Diag: II:II:IE,E h.d | I _.__.l I _.__.l
150 >l ; -
O A Order: Venip: Iurlne
L)
Drder: 1813001 33 Ac[10ad4 [D5A3/20011 L By [AMARM fictive ¥ Depot:IFH =
Report T = | || = =
Feg by[1198 | MORRIS, LEOM H Cal | OrdeiComm T |

Orig ward:IH1N2 _#|1MORTH EC RO [4REA E)

Fricrity: |Fouting Order = Collect time: |__.— EQVZIDD
Insur: I'I 023 vl | ~
I [ Murse Draw [

Aux Dlder:l Wenip: Fenipunc:ture j Req. ﬂ:l

ABH T
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Order Entry Screen Navigation

* |nsurance Tab

* Displays account
information on the
Insurance Provider for the
patient, which you have
selected from previous

St e p 4 Add i & sdd sun i % Insert [F5) E eeeeee E nnnnnnnnnnnnnnnn | Aoz nsurance |
Insurance num ber:IHBUUSS?% F hedule: IU Prefi I G 1D IHE
— Insure d Personal | Infarmation
elation ko insured: : I _I ﬁ
Marne [last first middle): |DEMDSDFT |F|DFE CapuLT I
DOE: IU?.-"‘I 5/1960 w| Sex Ifemale Vl
Strest: [123 EASY WAY | City:|ROCHESTER
State: IMI Zip: |4830?- Couritry :I

Insurance Tab
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Order Entry Screen Navigation

Eﬁeneral |@‘1nsurance[1] Fiezultz [0] IﬁEBanl_q |

3= Cancel [ Gomment € Collect B Receive  § GollRes & collall BsfRec &l E3 GolfRec Al

Specimen Collected Received Flags
ST {# | Type [Pric|viE| Listt | By | Date [Tme | By | Date [ Time [m]a|L[c|r[w]x

* Specimens Tab
* View Specimens Ordered by tube type and test ID
* Collect and Receive
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Order Entry Screen Navigation

¥y General I&lnsurance 1] I & Specimens [0y Y
E Cammernkt @ erify ﬁ Werihy &l {TEI Chech '{ Rew Canned Msg Iﬁ mefault Res # Test Hiskory
fTord  {Tind  [Resut |FI|Flags [M [PrevRes  |PrevDate  [C|Ststus  |Tech [Datev |

e Results Tab

* Review any results, if available under a particular Order
Number

* Used only when results are required at order entry (i.e.
Volume, Dosage Dates and Times, etc)
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Order Entry Screen Navigation

5 General |&-1 nnnnnnnn 1] | & Specimens (1) |%Hesu_lts 0 p
Last Red Specimen : || Collected At ; I_.-"_.-"_ [ I_:_ Outdated ; I_f"_-"'_ =i I_:_
Tests I > I _:.EI _:EI [ I _:.EI [

* Blood Bank Tab
* This area is where Blood Bank Orders may be found
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Patient Order Information

Ordered (0] |
4F|Insert 9 Cancel @E| Cancelarder €] Formulary o8] keypad
Type |ID |F‘ri|:|r'rt§.f |C\,ﬂ:led |Name

* The right hand side of the screen will be the area where the
Test Order is placed
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How To Locate a Test ID

Ordered [0] |

@ Zancel @Cancel arder Eanrmular':.-' @Keypad

Type 1D | Priority | Cycled | Plame

* To place an order, it is not necessary to know the Test ID
Code.

* To find the Test ID, place your mouse on the Test Order
portion of the OE screen (Far right section)

e Click on the Insert button to access a searchable Test
Directory
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How To Locate a Test ID

ol

Elifl_lflll Marme: Iglucosﬂ Dept: I

1y

Eogle:l Zndld: I Barcode d: I Type: IALL j

# | ¢ Code | Test name | Type =

1 B4FID Definitive 10, AFB |

2 $AGG Infectious Agent Detection, Immunoassay w/Direct Obsery |

3 $ANID Definitive 10, Anaerobe |

4 $BLAC Sugceptibily Studies, Enzyme Detection |

B $COWC  Concentration for Infectious Agents | b

£ $DFA Infectious Agent Antigen Detection by Immunafiuar Techrique | |

[V Sugceptbilty Studies, Agar Dilution, per Agent |

8 $ESEL Sugceptibilty Studies, Agar Dilution, per Agent |

9 fET Susceptibilty Studies, Antimicrobial Agent |

10 $FLU Infectious Agent, Antigen Detection |

11 $HGRM  Smear, Gram, Primary Source |

12 4D Aerobic D, Definitive |

13 kB Susceptibily Studies, Disk Method |

14 $KPC Sugceptbilty Studies, Agar Dilution, per Agent |

15 D Professional Charge, MD |

1R $MIC Suzrentibiito Shdies. Mirrnditing | j
' &K | % Cancel |
| Total 50 [Selected 1 Y

RE
Elifl_lflll Mame: Iglucose Dept: I

1y

Eoge:l 2rd d: I Barcade 1 I Type: IALL j

# |f Code | Test name | Synonym | Type 1=
Gluense Meter Glucoge Meter

2 GI00G  Ghucose, Fasting and 1 hr post [100g glucola) 100 G

3 GI00G  Glucose, Fasting and 1 hr post [100g glucala) Fast G I
4  GI00G  Glucose, Fasting and 1 hr past [100g glucols) Glu G

5 GI00G  Glucose, Fasting and 1 hr post [100g glucola) glucola G

E  GI00G  Glucose, Fasting and 1 hr post [100g glucala) post G

7 GAOG Glucose Pregnancy Screen, 1 hr post B0g glucola | Glucola G

8 GA0G Glucose Pregnancy Screen, 1hr post B0g glucola | Glucose G

3 GAOG Glucose Pregnancy Screen, 1 hr post B0g glucola | Post G

10 GEFD (ilucose B Phosphate Dehydrogenase [GEFD) G-6FD G

11 GEFD [lucose B Phosphate Dehydrogenase [GEFD) GEFD G

12 GUIPC  Glucoss, ThiPC FPGlucose |

13 GLIPC  Ghcose, ThiPC PP Glucose |

14 GLIPC  Glcose, ThiPC PP Glucose |

18 GL2PC | Glueose, 2 be PC ZHrPC |

1R [P Blaenze 2 he PC PHrFr | j
& Find l ¥ Lancel l
| [Tatal 73 [Selected 1 v

1. Type all or a portion of the Test Name
in the Name box

2. Press Find; or [F2]

3.

Results are displayed. If you see the
desired test, click it with your mouse. Or,
use the scroll bar at the side.

4. Press [Enter], or Click OK
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How to Locate Test ID

Ordered (2] |

E|tnsert €3 Cancel €| Cancel order  4E| Formular ‘

T |ID |Prior'rty |Cycled |Name
I Gy Glucose
G CCP3 Blood Gazes, Critical Care Panel
EH
# 7Fef | B Sndiut | 3 ClinPath_AnatPath
Tman | Z2doctor | 3BMBak HLA | 4Chem |  SHemoCosa | BMicwo
|/
[:I & Respiratory Care Gazes [}0EGAS D H Comprehensive Metabolic Panel D ol
W [0 Lipid Panel e
|:| C Enpthrocyte Sedimentation Rate |:|J Hepatic Function Panel |:| ol
[C1D Protime INR [ZI ¥ Blood Urea Nitrogen [BUN) R
D E Urinalysiz D L Creatinine D S
|:| F Electrolytes Panel [Lytes) |:| M Alanine Aminotransferase [ALT) |:| Tt
D G Basic Metabolic Panel D M bzpartate Aminotranzieraze [A5T) D (I}
| | |
EE
# 7 Ref | 8 5nd0ut | 9 ClinPath_AnatPath |
1 main | 2doctor | ABldBank HLA | 4Chem | BHemoCoag & Micro
|HDEGAS /
iy D G Blood Gases, Cnhcal Care Panel | D N pa0

[ & Blood Gases, Arterial [ABG) e
1B Blood Gases, Yenous [VBG) -‘ﬂ
|:| C Mired Venous Blood Gaz
D [ Blood Gaszes, Cord Arterial

D K Methemoglobm
D E Blood Gazes, Cord Yenous D L Oxyhemoglobin, Mixed VYenous

D F Blood Gaszes, Capillam D 4 Sulfhemoglobin

dl | i

Keypad - An alternate to the
Insert function

Contains frequently ordered
Tests

— Divided by Lab Department

If not displayed, click on Keypad
button

Press the corresponding Letter
associated with the test section

Press Letter corresponding with
Test Name

Beaumont




Specimen Receiving

receive them
* Click on Specimens Tab

Now that you chosen your desired tests, you will collect and

& Order Entry - [New Order - Edit Mode]

EES GIEALADE R E

Fil= Edit Yiew Orders Resulks Specimens Tests Tools Window Help
BEEEEREE LR A =
r~ Patient
Last name: | DEMOSOFT frst: [ROFECADULT middle:
DDE:IU?”&"WBDﬂ Age:l? Deceased:rDDD:l_a’_J’_ﬂ MHN:|4001328 Sex j MF‘LIDEMDHD?'IEBUM Patient Camm |7l
ESD:ID’\SE =l Sp;:l 'l

88N -
H
ggeneral |&1nsurance M @ Specimenz (3] Rezults [14] |hBBanl_< | Ordered (2] |
3 cancel 5 comment €% Collect T eceive  Sw ColjRec € Coll Al Bt Rec Al E5F CollfRec Al of| Insert €9 Cancel €| Cancel order 4] Formulary 8] Keypad
Specimen Collected Received Flags Type |ID |Prior'rty |Cycled |Narne
wisT [#] Type [pric]orE| st | By | Date [Time | By | Date [ Time [M[alL[c[R[w]x |Gl Glucose
1 GRCHAR1S7T (R (RO 05132011 ) G COPE Blood Gases, Critical Care Panel I
2|RSLAE1SYR R R O 05132011 I o o
SIRSLAET MUL R (R O AUTOY| 05A301 | 0934 auToy osnapon oz OFOFEDOO
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Specimen Receiving

Specimens Tab:

e Specimen Information
— Assigned workstation
— Number of tubes per test
— Tube type
* E.g., S7T=SST
SYR= Syringe for blood gas
— Date of Collection

Eﬁeneral |&1n3urance 1] @ Specimens [3] |% Results [14] | #) BBank |
i cCancel [5 Comment €% Collect &9 Receive §% ColfRec € Coll Al £ Rec 4l &5 ColliRec Al

=pecimen izollected Received Flags
WEST |# | Type |PriC By Date By Drate Time m AlL|C|[R [W]X
R R O 05352011 OO0 oood
RSLAE1 SYR R R 0 05352011 OO0 oood
RSLAE 1 WUL R R O AUTON | 05432011 0954 RUToy osMaeot 0834 (R OB OO
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Specimen Receiving

Use the following buttons for collect and receipt functions:
Collect: Collect an individual specimen
Coll/Rec: Collect and Receive and individual specimen
Coll All: Collect all specimens
Coll/Rec All: Collect and Receive all specimens

Specimen Collected Feceived Flag=
WIKST | & | Twpe [Pric | 2riE| List# By Diate Time By Date Time |M|A&|L([C R |W|X
RCHARE1 57T R R O 0551 372011 OO00000OC
RSLAE1 SYE | R R O 05M 302011 O0O0Q00n0nn
RSLAE 1 MUL | R R O AUTOY  D5M32011 0934 AUTOY 0sAz2011 0234 [ F O FF OO
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Specimen Receiving

* Press the Coll/Rec All button

* You will get a pop-up window askingtime
* Place mouse cursor in box under Collected
 Typein atime on or earlier than Receipt time

* Press [Enter] or click OK

— Collected
oy ) o EA3/201
— Heceived
By FxMﬁHM | ab[10:09 |D5£13£2D11 |
e Ok #*  Cancel l
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Specimen Receiving

* You will notice that by Receiving a specimen, a Received
date and Time is now assigned

 You will also note that there are now check marks in the
Flags Box

¥y General |a‘1nsurance (1) & Specimens (3] |% Results [14] | #) BBank |
&, Cancel [ Gomment €3 Gollect B Receive g ColfRec €k collAl B Rec Al §3 GolfRec &l

Specimen Collected Received Flags
ST [#| Type [Pric|viE| Listt | By | Date [Timel] By | Date | Time |m|a|L|c|r|w|x

A1 |RCHAF 1 STT R R D AMARN 05432011 10:0afamary osd32011 1008 [ O FE O O
2|RSLAE1 SYR R R O Amary 05432011 1009 famary osazzo o0 O F OB FE OO
Z[RSLAE1T MUL R R O AUTOY 0532011 0934 faUToy | osiszoi | 023 [ O F OO
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Specimen Receiving

Flags Box:

A check mark in these flag
boxes indicate:

M - Specimen Message

A - Assigned to Phlebotomist
L - Label Printed

C - Collected

R - Received

W - On a worksheet

X - Cancelled

In this example there are
Checksinthe A, C,and R
boxes, indicating specimen
Collection and Receipt
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Saving Order

 Move to the top left corner of screen and click
the Save Icon or [Ctrl] + [S]

= Order Entry - [New Order - Edit Mode]
5] File Edit  Wiew Orders Results Specimens Tests  Tools  Winde

EE D ERELIREELY K
— Patient
Last name: |[DEMOSOFT

DOE: ID?#"I 51960 | .-'l'-.ge:IEEI Deceased: [ DOD: |4/

S5N:
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Saving Order

A pop up window will be
displayed to verify Medical
Necessity.

* You should have already
completed this in a previous
step.

* If not, please select any
Diagnosis code at this time

e Then click on Check Medical
Necessity or [F7]

Medical Necessity Checking 2l x|

Drder diagnoses

[ = I 2 d 2 2 df df =
I I I I I T s T

g Tt [at| erant |
6L
CCP3

Disgrosis | #BN | Seicemodifers | HowBil

&K ' b 4 Cancel'

Check Medical Necessity [F7) I Diagnosiz Audt [°T) l
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Saving Order

If the Error Dialogue box
appears (at left),
continue by pressing OK
and continue on with the
OE process

Press [Enter] or click OK
to exit Medical Necessity
Checking box

I Order Entry

'l"'-n,, SoftdR Medec:
L FPayor nat specifisd.

Prezs any key to continue

ak.
Medical Necessity Checking 2 x|
r~ Order diagnozes
x| [ D 2 2 S D 2 a2 =
JANN 2 RO 7 LA 7 AN 2 NN N~ M v M 2 A 2 B 2
st| Test |ot| orem | Diagriasis | 460 | servicemodifiers | How il
GLU
CCP3
Check Medical Mecessity [F7) Diagnosis Audit [“T) o 0K Cancel
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Saving Order

* A Pop up box will appear

asking you to confirm that  rrE-T =

yO U wa nt to Save o rd er B Do wou want to gave the changes pou made to arder 7

* Press [Enter] or Click Yes to
finalize the Order
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Label Printing

* Alabel printing dialogue box will

appear
* The Print To drop down menu 2 x|
should default to the printer Brint To: [ETNE

closest to your terminal
e To change printers:

11111

- CIle the drOp down arrow Mumber of Copies: I‘I
next to the Print To: line and Label Loy [E2Z 5T

scroll down to the printer
from which you wish to print
the labels

* Once you have selected the

printer of interest, click OK at -
the prompt Frint Prewiew Eaw Tio.. I Cancel I
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Components of a Specimen Label

= DEMO, BULLWINKLEMODSE [~

RX00000022 05/30/62M° 09989: 5432
}120200030 XS 11/02/1005:00 RCHAR

MRN Workstation =
: Collection date and time wikare [l Ba ~a
resulted E
/ 3
(&
Order #-Extension # 2
= XMISC o
o -
Lame TestID / @
| .
o 3 A Tube or Container
B# Fmn | 4 Type

Last 5 digits of N S SanC IS iy

Order # ' o

Areas for Phlebotomists to
complete
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Summary

This module covered the following information
for SoftLab:

* Order Entry Screen Navigation
e Patient Order Information

* Locate Test ID; Place Order

* Specimen Receiving

* Label Printing
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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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