
GUIDE TO RECEIVING SPECIMENS 

 When receiving 

specimens, the Order 

Access Option should 

default to Patient ID. 

Type the Patient’s 

medical Record number 

in the yellow field.  

 

 
 
From this screen receive ALL tests for which you have a specimen. Be sure to put the 

correct collect time and phlebotomist code. For outpatients, BEFORE sending the 

specimen to the back for testing, the collect time and the received time MUST be 

corrected from 0400 to the correct collect time and the correct received time.  

This MUST be done separately for all accession numbers received.   If there are no 

unrecieved orders listed and you have a specimen, you MUST check EPIC for orders 

that did not cross to Sunquest.  
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Log into  EPIC.  Click on “Patient Station” at the top of the screen. Enter the patient’s 

Medical Record number and click on accept.  
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Click on “Chart Review” on the left side of the screen.  Then click the 

“Labs” tab (the third tab in the middle of the screen).  If the lab test has a 

status of “In Process” it should have crossed to Sunquest. Final Result and 

Future orders are ok. Any other status needs to be resolved.  This is done 

usually by a phone to the floor or clinic. It may result in the test having to be 

reordered. If you still do not have any tests ordered call the floor or clinic to 

verify that the specimen you received is extra or if there is a test that is not 

ordered properly. Label any extra specimens as extra.  If you are unable to 

contact the floor or the clinic or they are supposed to call you back, please 

let someone know what is going on with the specimen.  

 


