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Topic Overview 

• Order a test using AAOE 

• Adding Comments 

• How to perform an Add-On 

• Cancellations 

• Edit Collection times/Modify Order 
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Definitions / Abbreviations 

• AAOE: Ask at Order Entry question 

– Information input at time of order that is 
crucial for test resulting  

– AAOE example: Date and time a 24 hour urine 
started and ended collection. 
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Order a test with an AAOE 
• Place an Order for a Urine, Sodium 24hr. 

• Collect and receive specimen. 

• A pop-up box appears. 

• Enter the date and time the collection began. 

• Then enter the date and time the collection ended. 

 

 

*Note:  If you have difficulty with Order Entry, 
please revisit the CBT for Order Entry - Part 1. 

 



5 

Order a Test With an AAOE 

 

• Click OK    

• Continue Order Entry Process, print a label (if available), or 
write down Order # to save for a later exercise 



Adding Comments 

• Comment boxes can be used as a way to communicate 
information regarding a specimen or patient 

• There are multiple types of comment options  
– Patient 
– Stay 
– Order 
– Specimen 
– Call 

• Patient, Specimen and Call comment examples will shown in 
this lesson 
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Adding Comments 

• Comments remain in the patients’ chart for a varying 
lengths of time: 

Comment Type Duration of Comment 

Patient Lifetime of the MRN#  

Stay Current admission only 

Order Current order only  

Specimen Current specimen type only  

Call Current Specimen type only 
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Adding Comments 

• Open Order Entry Screen to place a new order on a patient  

• Purpose: view comment functions 
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Stay Comment 

Patient Comment 

Call Comment 
Order Comment 



Adding Comments  

• To find Specimen Comment area, click on the Specimens 
Tab. 
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Adding Comments 

• Comments are generated as follows: 
– Free-texting from the keyboard 

– Press <F5> and select a canned comment  

• *Note:  For comments to be kept within SOFT 
and suppressed from the printed reports, 
preface each comment with a (?).   

• Examples: 
– ?Patient was combative and uncooperative. 

– ?Difficult draw; try to use left arm. 
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??? REPORT COMMENTS 

Report requests: 
• If another physician 

requests results to be called, 
perform a doctor search to 
insert the physician’s 
coordinates 

• Click on Report To drop-
down arrow 

• Doctor Search Screen 
appears 

• Enter as much or as little 
information in the search 
box 

• Press Find 
• Highlight the doctor and 

press [ENTER] 
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Adding Comments 

Patient Comments 

• Open OE screen 

• Patient Comments are found at the upper portion of patient 
Demographics 

• If there is an existing patient comment, there will be a Check 
mark in the Patient Comm box 
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Adding Comments 

• To view comment, click on Patient Comm box 

• You may choose to add comment, if not, click OK 
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This is a patient comment 



Adding Comments  

Call Comments  
• While OE screen is open go 

to the General Tab 

• Click on Call Box 

• *Note: DO NOT place a 
check mark in the Called 
box when ordering the test.   
– Box is checked after the 

call has been completed.  

– When the box is checked, 
the call is removed from 
the call list. 
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Adding Comments 
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• Click on the green drop-down arrow to select comment 

• If there is a ____ in the field, this is where you insert your information, 
deleting the remaining ___ when finished. 

• Call comments are made after resulting 

 



Adding Comments 

Specimen Comments 

• Place an Order for PT 

• Go to Specimens Tab 

• Click on the Comment 
button 

• Note: If you have not 
already done so, you must 
Collect specimen before 
adding a comment 

 

16 



Adding Comments  
• Once opened, you may then insert a comment in the 

comment box (Free text or Canned message) 

• The example below utilizes a canned message 

17 



Add-Ons 

• Recall last order number for Urine, Sodium 
24hr.  

• Open OE screen, search for Order Number. 
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Add-Ons 

• Once OE screen opens, click the Edit button on toolbar  

• Place a cursor in Test ID box and place order for Potassium, Urine 24hr 

• A pop-up box will appear asking you to make sure you have adequate 
specimen for add-on (Image at right) 

• Click Yes 

• Continue Order through completion 
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Cancellations 

• Cancellations may be made to individual or entire orders 
• Open order # from your last Order 
• Click the Edit button 
• On the Ordering side of the screen note the Cancellation Options available 
• If you don’t click on an individual test, the only option is to cancel entire 

order 
• If you click on an individual test, you now have the option to cancel that 

order 
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Cancellations 
• Cancel the KU24 test. 

• A confirmation window will 
appear requiring you to 
input a reason for 
cancellation (canned 
Message or free text) 

• Note that there is now a 
number in the Cancelled 
area 

• Save Order 



Edit Collection Times/Modify Order 

• Open previous order 
• Click on the Edit button 
• Click on Specimens Tab 
• Right click on a specimen 
• Select Modify Specimen 
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Edit Collection Times/Modify Order 

• Priority change 

– Change Collection priority 

 

 

 

 

 

• Collection/Receipt time change 

– Change date using green 
drop down arrow 

– Change Time by placing 
cursor in field and using 
keyboard to enter new time 
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Summary 

• Order a test using AAOE 

• Adding Comments 

• Perform an Add-On 

• Cancellations 

• Edit Collection times/Modify Order 
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Credits 

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

– Laboratory LIS Soft Support 

LaboratoryLISSoftSupport@beaumont.edu 
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