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. Objective
The downtime procedure for the Coagulation department is used when the LIS is not
operational.

Il.  Procedure
A. PROCESSING

1. Pull out the alphabetic file folder and downtime labels located in the cabinet
below BCS instrument.

2. Use the preprinted downtime barcode labels kept in the coagulation department.
Each downtime order number has four labels with B6 extension. On each label,
write the patient’s MRN, full name, and the test(s) ordered. Place one label on
the specimen. Place all remaining DT labels on the remaining copies of the
requisition form.

3. For samples received with barcode labels and requisition slip, write the order
number on the requisition slip, so that the carbon copies show this number.

NOTE: All copies of the requisition should have patient label and or a
downtime label. The barcode labels must have the test and collection
time on it, which is important for recovery.

B. At both IL ACL TOP FAMILY
1. Setall instruments to print out all results if not already set to do so:
From IL ACL TOP Main Menu select Setup
Select Reports.
Configuration
A Popup message will appear choose Autoprint Setup
Enable auto print
Check the box for patients only

+h® o0 oW

C. Analysis IL ACL TOP
Sample ID number (barcoded sample) read by barcode reader/ No automatic
inquiry of tests (no host connection or the host is down)
1. Load the sample rack and order the test manually.
2. Staple the tests printouts to the requisition slip lab copy for each patient.
3. Write the results on the requisition slip for each patient so that the results
will show on all copies.
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4. Update the normal ranges on the requisition. Refer to the preprinted normal
values.

5. Send the top copy of the requisition slip to chart, 2" copy to the Doctor, the
Instrument printout is stapled to the 3™ copy which is the lab copy. The Lab
copies are filed in alphabetical order in the downtime crate until recovery.

6. Call all critical results (Outpatients, Inpatients, and EC patients).

1. Recovery

A. When the LIS comes back up, Order/Print/Collect/Receive each patient (from
requisition slip) using the barcode numbers you assigned.

B. Start a batch in the LIS.

C. Results may be transmitted from the instrument into the LIS.
1. Fromthe IL ACL TOP:

a.
b.

o

NOTE:

Find the particular IL ACL TOP the specimen was run on.

From the Main Menu, select sample list and check the order # for each
patient.

Repeat steps 1-2 for all specimens to be retransmitted.

Select Validate

Samples will be retransmitted into the LIS.

Results meeting the autoverification criteria will autoverify. Others may need
tech intervention.

D. Completed results should be placed in a box labeled DONE. After everything is
believed to be completed, check an Incomplete Worklist to ensure that all requested
tests have been completed. Place the Incomplete Worklist in the DONE box. This
box will be sent to storage and disposed of after two years.

E. Returnthe IL ACL TOP’s to their original printing configuration.

From IL ACL TOP Main Menu select Setup
1. Select Report.
2. Configuration
3. A Popup message will appear to choose autoprint setup
4. Disable auto print

V. Authorized Reviewers
Medical Director, Coagulation
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Document Control

Location of Master: Coagulation Procedure Manual
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