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Registration of Non-Patient Specimens

	
Policy Type:  Departmental
  Policy Owner:  Director of Laboratory Services
  Responsible Executive:  VP Patient Care Services
	
Policy Contact:  Dir. of Lab., ext. 1787


Purpose or Reason for Policy

     To expedite the process of registering, specimens that are dropped off by outside agencies are referred to as "Non-Patient" specimens.  The Laboratory only registers "Non-Patient" specimens.  All other patient registration is to be performed by the Patient Access department.
Procedures
SPECIMEN:

     Specimens are collected by an outside agency.  Please verify that the specimen is properly labeled with the patient's name, date of birth, date and time of collection, and collector's initials before accepting it into the Lab.  These specimens are to be accessioned as soon as possible to preserve the integrity of the sample.

PROCEDURE:

1. Log into Registration and select the Ancillary Registration icon.
2. Begin searching for your patient by clicking on the Patient Search (double-head icon).  Search for an existing person by entering the first three letters of the persons first and last name and click retrieve.  If the person is in the system it will show in the results field.  Choose the correct person by double clicking on the name highlighted in blue.  You will get a pop up box with all the visits that the patient has had previously; press the Esc on the keyboard to close this box.
3. If the patient is their own Guarantor, you will check the “Self as Primary” box.  If the patient is a minor, you will search for the patients Guarantor, by clicking on the person icon in the Guarantor section.
4. In the Registering Info section, ensure that you always check the Non-Patient box.  The patient type will default in as OUTPATIENT.  Change the Patient Type to :  REFERENCE LAB ONE TIME.  
5. In the Physician field click the drop down box for “Admitting”, type in the Physicians last name, and then hit the enter key.  Choose the physician that you are searching for, the Attending Physician will automatically default in.  If you want to add a different Attending Physician, repeat this step as described above.  NOTE:  If the physician is not in the dictionary, chose “Physician, Other” and make a copy of the order for the LIS Coordinator.  The report will not autofax properly until the physician is entered into the system.
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1. If the patient already has visits in the system, the insurance information will default into the Payor field.  If the insurance showing is incorrect, you will highlight the payer and delete.  When entering a new insurance the Priority of Primary will automatically default in.  Click the drop down box in the Plan Desc field, and choose the correct insurance type.  If using a Commercial 

Insurance, Medicare, and Medicaid the policy number will go in the Certificate field located in the Policy Info box.
6. The Admission section will show as Locked.  This information automatically defaults in to the registration.  Unlock this field and select source LABORATORY and arrive by LAB DROP OFF.  
7. The Lock Items box gives you the capability to lock fields if you have multiple registrations for the same Person, Admission type, Physician, or Location.
8. In the Visit Info field, choose the appropriate O/P Loc field for the patient.  You will need to type in the diagnosis in the Complaint field.  Also un-check the Opt Out CCD and Opt Out Immunization boxes.
9. Now that all the information is filled out click on the Admit icon to save your visit.  You will then get a prompt to print.  Then you will receive an Ancillary Registration verification at the end of the completed registration.
10. Log into the Order Management Module and order the tests.  Properly label the tubes with the Zebra labels.
11. Scan in the Original Order form from the Lab Receptionist computer onto the patient’s documents. To scan in an order log into Order Management, choose the patient with the correct visit.  Select the Alt and F11 keys together, the Image Link Engine Box will appear.  Choose Registration in the Document Set, then select scan.  An ILE image connect box will appear, select OK.  Select Physician Order, place your order on the scanner and select scan.  After scanning is complete you will receive the prompt “are you sure you are finished scanning” select Yes, then close the application.  Stamp the order requisition with the “Scanned” stamp and place in the brown box for filing.
12. “Receive” the specimens into the Paragon Lab through the Specimen Processing module in the Lab application.
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