Title: MIC61010-Entering New Media and Reagents into TQC Type: Laboratory Services Program SOP
Issuing Authority: Director, Laboratory and Diagnostic Imaging Services Policy Number:
Next Review Date: Date Approved:

PROGRAM Standard Operating Procedure — Laboratory Services

Title: MIC61010 - Entering New Media | Policy Number:
and Reagents into TQC

Program Name: Laboratory Services

Applicable Domain: Lab, DI and Pharmacy Services

Additional Domain(s): NA

Effective Date: Next Review Date

Issuing Authority: Date Approved:

Director, Laboratory and Diagnostic
Imaging Services

Accreditation Canada Applicable Standard: NA
Uncontrolled When Printed

GUIDING PRINCIPLE:

All media and reagents received in the microbiology laboratory need to be entered
into the laboratory program SoftTotal QC (TQC) in order to maintain accurate
records and be able to track the dates lot numbers and shipments go into use.

PURPOSE/RATIONALE:

This standard operating procedure provides instructions on how to enter media and
reagents into SoftTotal QC (TQC).

SCOPE/APPLICABILITY:

This procedure applies to Medical Laboratory Technologists (MLTs) entering media
and reagents into TQC.

REAGENTS and/or MEDIA:
e All culture media and reagents received in the STH Microbiology Laboratory
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PROCEDURE INSTRUCTIONS:
Step Action

Entering media and reagents into TQC

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

A SoftTotalQC - 1.0.8.1 - Stanton Territorial Health Authority - LIVES

File View Tools Window Help
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Cloze Lot
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In the “"Batch Receiving” window, select “Find"”:
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In the “"Search Result QC Items” popup box, select "More” until you
are unable to select it anymore:

Select | ID Type Itemrecord number |UPC |Location & |Department &  Workstaton | Active
B = prrem——— eda (s || T o B
= AR Auramine Rhodamine Stain Panel 31122 SLAB MICS [se] E|
(]  A/RCOUNTERSTAIN Auramine-Rhodamine Counterstain Reagent 32679 SLAB MICS [»] -
[l A/RDECOLORIZER Auramine-Rhodamine Decolorizer Reagent 32681 SLAB MICS (E5]
=]  A/RMODIFIEDSTAIN Auramine-Rhodamine Modified Stain Reagent 32683 SLAB MICS L)
3 ] ABMZ ACLTop 350 Abnormal Level 2 Control 33051 SLAB SCOA SACLL I»f
[ ABNZ ACLTop 350 Abnormal Level 2 Contral 33070 SLAB SCOA SACL2 (E5]
=] ABN3 ACLTop 350 Abnormal Level 3 Control 33079 SLAB SCOA SACL1 (E5]
| ABN3 ACLTop 350 Abnormal Level 3 Control 33088 SLAB SCOA SACL2 L)
= Aac Amaxidllin E-Test Drug 5886 SLAB MICS [»]
] ACET Acetaminophen Reagent 27683 SLAB SCHM L]
| ACET Acetaminophen Reagent 16550 SLAB SCHM SVITF =1
|| ACROR Acridine Orange Media 23107 SLAB MICS [»]
|| ACTIMPARTUS Actim Partus Test Reagent 33484 SLAB SPOC 5] \7|
W44 Record 10f 100 [ [rs] ] B
| select Al | | Unselect Al | | Print || More oK || cancel |

4. Search Results: QC Items

On the Search Results chart, filter Department to MICS:

Select | ID 7| Name Item record number | UPC | Location 4 | Department orkstation | Active
T e N T P TR N ws o [
L AR Auramine Rhodamine Stain Panel 31122 SLAB MICS ] = ‘
-] A/RCOUNTERSTAIN Auramine-Rhodamine Counterstain Reagent 32679 SLAB MICS ] —
[l A/RDECOLORIZER Auramine-Rhodamine Decolorizer Reagent 32681 SLAB MICS ]
=] A/RMODIFIEDSTAIN Auramine-Rhodamine Modified Stain Reagent 32683 SLAB MICS [
=] ABNZ ACLTop 350 Abnormal Level 2 Control 33061 SLAB SCOA SACLL i)
4 | ABNZ2 ACLTop 350 Abnormal Level 2 Control 33070 SLAB SCOA SACLZ £
] ABN3 ACLTop 350 Abnormal Level 3 Contrel 33079 SLAB SCOA SACLL 3]
|| ABN3 ACLTop 350 Abnormal Level 3 Control 33088 SLAB SCOA SACLZ £
] AC Amoxidllin E-Test Drug 5886 SLAB MICS [E5)
| AceT Acetaminophen Reagent 27683 SLAB SCHM =)
|| ACET Acetaminophen Reagent 16550 SLAB SCHM SVITF (]
| ACROR Acridine Orange Media 23107 SLAB MICS L]
=] ACTIMPARTUS Actim Partus Test Reagent 33484 SLAB SPOC ] ;‘
4|44/ 4| Record 1of 100 | |[w ) . -
| Select Al | Unselect Al | | Print | [ more | | oK | [ cancel |

Also on the Search Results chart, filter Active to Active to ensure only
active items are displayed:

Search Resufts: QC Items x
Select | ID Item record number |UPC | Location Department Workstation
> l:lm-—
||  A/RCOUNTERSTAIN Auramine-Rhodamine Counterstain Reagent 32679 MICS
||  A/RDECOLORIZER Auramine-Rhodamine Decolorizer Reagent 32681 SLAB MICS |sl
|| A/RMODIFIEDSTAIN  Auramine-Rhodamine Modified Stain Reagent 32683 SLAB MICS 2]
| AC Amoxicillin E-Test Drug 5886 SLAB MICS [52)
] ACROR Acridine Orange Media 23107 SLAB MICS (53] E
||  AFBQCSLIDES AFB Stain Control Slides Control 31539 SLAB MICS Il 1
[ AM Ampicillin E-Test Drug 33909 sLAB MICS ]
I AMC30 Amoxidillin/Clavulanic Add Drug 5864 SLAB MICS [54)
\-| AMP10 Ampicillin Drug 5883 SLAB MICS I~
|| ANAEROBICIND Anaerobic Indicator BROOSB Reagent 23182 SLAB MICS [54]
=] ANC Anaerobic and Corynebacteria Identificat  Panel 33566 SLAB MICS |s|
||  ANGEN Anerogen Pack Reagent 18820 SLAB MICS 53] 3
4] {44} || Record 120 of 298 |»{»] M| ;
[BY & [Department] = MICS' [ |Edit Filter |
| Select All | | Unselect All Print OK | Cancel |
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Select the ID of the items you want to batch receive and select "OK":

. Search Results: QC Items

Select | ID Name Type Item record number | UPC | Location Department Workstation  Active 4r
A.C.T.1 Anaerobic transport tubes Media 32843 SLAB MICS (2] E
A/RCOUNTERSTAIN Auramine-Rhodamine Counterstain Reagent 32679 SLAB MICS 2]
A/RDECOLORIZER Auramine-Rhodamine Decolorizer Reagent 32681 SLAB MICS 2]
A/RMODIFIEDSTAIN Auramine-Rhodamine Modified Stain Reagent 32683 SLAB MICS 2]

Amoxidllin E-Test Drug 5886 SLAB MICS ]
x Acridine Orange Media 23107 SLAB MICS |&2] =
5 | AFB Stain Control Slides Control 31599 SLAB MICS [&4] )
(vl Ampicillin E-Test Drug 33909 SLAB MICS vl
[ Amoxiillin/Clavulanic Acid Drug 5864 SLAB MICS |
=] Ampicillin Drug 5863 SLAB MICS 2]
IAEROBICIND Anaerobic Indicator BROOSB Reagent 23182 MICS 2]
: ,:—mm-—-
Anerogen Pack Reagent 18820 MICS =
44/[44](4] Record 1310 298 (b v/ ’
€3] vl ICS' [ \ |Edit Filter |
| Select All [ | Unselect All Print oK | Cancel |

Enter the:
1. Lot Number
2. Expiration
3. Lot Status (Active or Not Active)
4. Number Received

| g [
Search fr e record rumber: | ﬂ URC: AmID: p p v/ |

6 Processed Selected Lothmbe  Tem D Ttem Name ItenType  Regihrati.. Recsived  Expiation Lot§t.. MumberR.. Lrits Lo.. De
__-__ﬂ—m-ﬂ -

¥ Chacolate Agar Meda 202303 2023. MQ |/ NatA. 0 6] Packs SLAB ML

¥ Q A OlA Ager Meds 3. 223 v [v/rath. @ (8] Pas SUB M.

NOTE: For all media, the Lot Status is always “Active”

For all reagents, the Lot Status is always “"Not Active”
NOTE: If an item has more than one lot number received, they will need
to be entered into TQC in separate batches. You cannot enter multiple lot
numbers for the same item at the same time in Batch Receiving
Once information is entered, select “"Batch Receiving” in lower right
corner to receive all the items into TQC:

7
| Batch Receiving |
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 is stating that the lot number entered has already been
entered into TQC for this product from a previous order.
8 Total QC

:] At least one mber already exists in the database. Are you sure these lot numbers are correct?
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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 |$i|| |s
9 Search for item record number: UPC: Item ID: || | Find |
Processed 'S(elep/ LotM... ItemID |Item Name Item... |Regi... |Rec... Expi... |Lot... Number... |Units |loc.. |Dep...|Work.. .. Store
\’/\ | 1111 BA(TSA) Blood Agar (TSA) Media 201, Zo.|%| 2..|%| Active 114 Packs SLAB  MICS
O ] 1111 CAMPY Campy Agar (TSA) Media 20%.. Zo.|%| 2..|%| Active 114 Packs SLAB  MICS

When media is batch received into TQC, you will be automatically taken to
Result Entry to enter the Visual Exam of Media:

Result Entry 31
Search Results

'Y Order Q25041800100 - |3 )

‘:’ & Open | Edit &3 Refresh & PrintReport  llll Print Labels = Previous QC item Order

=

= % Cancel Order Order Status A Order Actions v| Components

'
[Resuits | 2. Documents | §3)QC Item Information | Linked Orders

Order Details

Order: | Q25041800100 Scheduled: | 2025/04/18 14:45 Due: Ordered: | 2025/04/18 14:45LMS Ordered lot status: |Active
QCitem ID: | YST-O Name: | Candi Select Agar Type: Media/Plate Order status: P
10 Location: 'SLAB Department:  MICS Workstation: QC identifier:
Lot number: | 1111111 w| Current ot status: |Active Expration: | 2025/04/30 23:59 Instrument ID:
X Cancel Result Ay Result Action ] Result Status >
Results
Select Analyte Name Result 2 4 Resulted Previous QC Time Limit Result units Shift Due Status
A
> MEDIAACC... Media Lot Acce v Acceptable =5 3
v
4|44 | 4| Record 10f6 |2 M | = P

Check the media received to ensure it is acceptable for use. This is
especially important in winter months to ensure media wasn’t frozen
during delivery. If the media order is acceptable for use, select
Acceptable from the Result Keypad and Verify and Save the order.
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