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PURPOSE: To outline the processes for maintaining accurate records of media and reagents
and tracking lot numbers in TQC.

REAGENTS and/or MEDIA

¢ All culture media and reagents.

PROCEDURE NOTES:

¢ All media and reagents received into the microbiology laboratory need to be documented
in TQC in order to maintain accurate records.

e All media and reagent lot numbers need to be tracked as to when they went into use.

¢ All media and reagents need to be entered into TQC as “Inactive” until they are placed

into use.
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PROCEDURE INSTRUCTIONS:

Step

Enteri

ng media and reagents into TQC

Action

From the “Launch Bar” select “Batch Receiving” under the “Inventory” tab:

Setup -
| dnventory )]
Lot Records
Lot Actions
Open Lot
Close Lot
Recpnstitute Lot

Remove from Inventory

Return to Inventory

Recondle Lot

Batch Receiving
Reparts

Lot Record Report

Inventory Report

Inventory Workload

Lot Parameter Report

Orders |
Order Entry

Results ~
Result Entry
Resulting Worklist

Equipment Maintznance kd
Maintenance Records
Reports

Maintenance Record Report
Maintenance Log Report:

Reports -
Graph Report
Results Report.
Action Log Report
Linearity Report
Statistics Repart
Comparison Report

Vendor Repart
Review -

Review Worklist

| Inventory

L

Lot Records

Lot Actions
Open Lot
Close Lot
Reconstitute Lot
Remove from Inventory
Return to Inventory
Recondle Lot
Batch Receiving

In the “Batch Receiving” window, select “Find”:

‘ Batch Receiving ] \

Search for item record number: | UPC:

Processed Selected LotN.. |ItemID |Item Name

Ttem ID:

Item... |Regi... |Rec... |Expi.. |Lot..

Number ... | Units

——

Loc... Dep... Work.. .. |Store

In the “Search Result QC Items” popup box, select “More” until you are unable to

select it anymore:

Search Results: QC Items &
Select 1D 4 Name Type Itemrecordnumber |UPC Locaton 4 Department £ \orkstation | Active
O e e S N YN [N I T ~
[ Amosiciliin E-Test Drug 5886 SLAB MICS el =
I AceET Acetaminophen Reagent 27683 SLAB 5CHM el -
0 Acer Acetaminophen Resgent 16550 SLas scm sviE =
[ AcROR Acridine Orange Media 23107 sLAB MICS ~
[[| Aerhyd3sss4  Aeromonas hydrophila Control 4047 sLAB MICS =]
-] AFBQCSLIDES AFB Stain Control Slides Control 31599 SLAB MICS =]
[ Aggaph49917 Aggregatbacter aphrophilus Control 26225 SLAB MICS (=]
[ Aggaph7901 Aggregatbacter aphrophilus Control 28354 SLAB MICS el
| AHBS2 Anti-Hepatitis B Antibody Level 2 Control 27419 SLAB 5CHM el
o AHcy ARti+HCY Reagent Pack Resgent 27813 SLas scm E]
[ AHCVCAL Anti-HCV Calbrator Reagent 27822 sLAB SCHM ~
O A Aminolevuiinic acid Media 30354 [=]
Al Aminolevuiinic acid Media 30372 SLAB MICS =] S
M4 44| Record 10f100 [kl / B
Select Al | Unselect All J Print | [ omore | [ ek | [ canl |
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On the search results chart, change “Type” to Control, Drug, Media, Panel or Reagent

and change “Department” to MICS:

r N
I8, Search Results: QC Items - — ]
Select | ID <+ Name 1“‘ Item record number | UPC_ | Location 4 | Department Mn Actve
B8 oo eweowse e oo e GO o @
O AA Aminolevulinic acd Meda 30372 SLAB MICS )
[ ATTEST Attest Vials Media 24608 SLAB MICS =
[ BA(TSA) Blood Agar (T54) Media 21927 SLAB MIcs =
4 [ BAsT Blood Slants Meda 22018 SLAB MICS El
[ BHBC Group B Strep Broth Meda 450 SLAB MIcS = L
=l BL Beta-Lactamase Media 434 SLAB MICS [wf 1
O BRU Brucela Agar Media 21930 SLAB MICS =
[ campY Campy Agar (TSA) Meda 21934 SLAB MIcs =
[ car Catalase Meda 492 SLAB MICS El
[ cHo Chocolate Agar Meda 21942 SLAB MIcs ERL
] cm Yersinia Agar Medisa 22015 SLAB MICS )
O ™ Cooked Meat Meda 22021 SLAB MICS B |
1444 4| Record 10 14 (| B
[B = [Typel = Media' And [Dey MICS' ) |Edit Filer |
| Select Al | | Unselect All | Print | [ more | | oK | [ conce |

Select the ID of the item you want to batch receive into TQC and select “OK”:

i

a Search Results: QC Items

Select | ID Mame 4+ Type Item record number UPC | Location Department Workstation  Active
[l ACROR Acridine Orange Media 23107 SLAB MICS = |2
= ALA Aminolevulinic acd Media 30372 SLAB MICS |»
= A Attest Vials Media 24608 SLAB MICS ¥
|| Beta-Lactamase Media 494 SLAB MICS [
Blood Agar (TSA) Media 21927 SLAB MICS 2
Blood Slants Media 22018 SLAB MICS [ i
5 Brucella Agar 21530 MICS 2 1
M-__
Catalase MICS |»
Chocolste Agar Media 21942 SLAB MICS ¥
CNA Agar Media 21945 SLAB MICS | )}
Cooked Meat Media 22021 SLAB MICS 2
|| BHB-C Group B Strep Broth Mediz 420 SLAB MICS v =
4[4 &) RecordBof 14 [b](m)m ) -
|€.'§||v [Type] ="Media' And [Department] = MICS' jas |Edit Filter
| Select Al | Unselect Al | Print | More | 0K | cancal |

Enter in the Lot Number, Expiry Date, Number of units received and the Units of the
item. If lot number is the same as the current one in use, change the Lot Status to

“Active”: If lot number is new, change the Lot Status to “Not Active”.
| Batch Receiving (23 |

UPC: Item ID:

Search for item record number: || - =
Processed Selected Lot M.. tem ID | Item Mame Item... | Regi... |Rec... |Expi. 4ﬁnber Units

I:___EE_@EEII

3] CAMPY  Campy Agar (TSA) Media 201.. e (%] || Mot .. |:¢| Packs SLAB
[ne] Q CHO Chocolate Agar Media  201.. 2. [|w| @ |«| Mot.. Q |&| Packs SLAB |

Once information is entered, select “Batch Receiving” in lower right corner to receive
all the items into TQC.

| Batch Receiving |
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If a pop up window appears that says “At least one lot number already exists in the
database. Are you sure these lot numbers are correct? Select “Yes”. This stating that
the lot number entered has already been entered into TQC for this product from a

previous order.

Total QC

PN
) Atleast one mber already exists in the database. Are you sure these lot numbers are correct?

When Batch Receiving is complete, a green checkmark appears in the Processed

column and indicates that all products have been successfully entered into TQC.

| Batch Receiving @l\ |2

9 Search for item record number: UPC: Ttem ID: ) | Find

Processed Sele: LotM... ItemID |Item Name Item... Regi... |Rec... |Expi... Lot... |Mumber... |Units |Lloc... Dep...|Work... |... |Store
] 0 | 1111 BA(TSA) Blood Agar (TSA) Media 201.. 2. || 2. |%| Active 1% | Packs SLAB  MICS
1111 CAMPY  Campy Agar (TSA) Media 201... 2. [%| 2., |+ Active 1|&| Packs SLAB  MICS

nl:—mm-m qelleocs [sue s |||
|

REFERENCES:
e SCC SoftComputer. (2016, February). SoftTotalQC Total Quality Control System Version
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REVISION HISTORY:

REVISION | DATE Description of Change REQ%E{STED
1.0 Initial Release L. Steven

NOTE: This is a controlled document for internal use only. Any documents appearing in paper form are not controlled and
should be checked against electronic version prior to use.

FILENAME: Print Date:




