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GUIDING PRINCIPLE:

Quality control is performed on a daily, weekly, monthly and as-required basis in
the microbiology laboratory and needs to be documented in SoftTotal QC (TQC).

PURPOSE/RATIONALE:

This standard operating procedure provides instructions on how to enter quality

control results for the microbiology laboratory into SoftTotal QC (TQC)

SCOPE/APPLICABILITY:

This procedure applies to Medical Laboratory Technologists (MLTs) entering quality

control results for the microbiology laboratory into SoftTotal QC (TQC)
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PROCEDURE INSTRUCTIONS:

Step

Action

Entering QC results into TQC from the Resulting Worklist

From the “Launch Bar,” open the “"Results” tab and select
“"Resulting Worklist":

A 5oftTotalQC - 1.0.8.1 - Stanton Terrtorial Health Authority - LIVES

File View Tools Window Help

| Setup

| Inventary

Lot Records
Lot Actions
Open Lot
Cloze Lot
Reconstitute Lot
Remove from Inventory
Return to Inventory
Recondle Lot
Batch Receiving
Reports
Lot Record Report
Inventory Report
Inventory Workload
Lot Parameter Report
Parameter Modification R...

| Orders

Order Entry

| Results %‘
Result Entry
Resulting Warklist ﬂ

| Equipment Maintenance

0|

| Reparts

|

Graph Report
Results Report
Action Log Report
Linearity Report
Statistics Report
Comparison Report
Vendor Report

Review

Review Warklist
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From the “"Resulting Worklist” double click *“MICS-All Scheduled
Micro” for pending microbiology quality control orders:
| Resulting Workist |2$||

EJE3

Worklist ID: Mame:

Department; 2| | Search for Worklist |

Location: [ [ Clear [
2 Type: | Resulting [

D & | Mame Loca... | Depart... Wu:urEta...

SHEM-Equi... Stanton Hematology Equi... SLAE  SHEM
SLAB4STAT  Pending iSTAT QC SLAB  SRESP
SLAB-PEMD... Pending Report (Core Lab)  SLAB
VALIDATION SCHEDULER SP 00273

zzGOLIVE

All the scheduled QC orders for microbiology will be listed:

| Resutting workist (231 |
§ Workiist ID | MICS-ALLMICR Name | MICS-All Scheduled Micro | Type |Resulting Searchresults| 11

| |seected [pro.. |order Lot QC Item Type Scheded e Status Instrument | Identier Location Department Workstatin

Q23031500010 CLSIMI00 3. KB panel 2023/03/15 07:00 2023/03/22 07:00 3 sLa8 MICS

Q23031500014 3466523 ™ Media 2023/03/15 07:00 2023/03(22 07:00 P sLAB MICS

3 Q23031500015 485407 MAST Media 2023/03/15 07:00 2023/03/22 07:00 P sLA8 MIcs
Q23031500018 3517988 AA Media 2023/03/15 07:00 2023/03/22 07:00 [ a8 mics

Q23031500022 3539846 MCAT Media 2023/03/15 07:00 2023/0322 07:00 [ sLa8 MICS

® Q23031500012 505191 st Media 2023/03/1507:30 2023/03/16 07:30 [ sLa8 MICS

Q23031500016 C20731 RS Media 2023/03/1507:30 2023/03/16 07:30 [ sLas MICS

Q23031500010 2076202 © Media 2023/03/1507:30 2023/03/16 07:30 4 sLas MICS

Q23031500021  RC3S-11241E AT Media 2023/03/1507:30 2023/03/16 07:30 4 sLA8 MICS

=] Q23031500023 €21011 ox Media 2023/03/15 07:30 2023/0316 07:30 P SLAB MICS

4 Double click on the QC order you would like to result to open up the order.

In the "Result” column, enter the results of the QC test by selecting from
the dropdown menu:

| Resulting Worklist \Xil|

@ Worklist orders
o
e |g Edit| £4 Refresh | & Print Report | |1l Print Labels | # Previous QC item Order 14 First Worklis
= " |
A Order Actions | [ |#| Components | 3
| @Resulm | _J],Documenis Il @QC Item Information | Linked Crders |
Order Details
Order: | Q23031500023 Scheduled: | 2023/03/15 07:30 Due: | 2023/03/16 07:30
5 QCitem ID: |OX Name: |Oxidase Tyr
Location: |SLAB Department: | MICS Wa
Lot number: (C21011 |#|| Currentlot status: | Active Exrp
. Cancel Result m Result Action Al
Results /
Select Analyte Mame Result Z Resulted Previous
=]
7 o ox Oxidace . |v| e0s
= Key value
ox Oxidase + PO3 NEG
- MNEG |
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If the expected results are obtained, they will be highlighted in green:

|| Resuting Warkist 31

o | | workist orders
g =
5 = |Q Ed|t| [ Save  £% Refresh | & PrintReport | Il Print Labels | & Previous OC item Order  + M First Worklis
2 |

A Order Actions | [ [# Components | |

| EResus | . Documents | {39 ttem Information | Linked Orders |

Order Details
Order: | Q23031500023 Scheduled: | 2023/03/1507:30 Due: |2023/03/16 07:30

6 QCitem ID: |OX Name: | Ovidase Typ
Location: |SLAB Department: |MICS Wol
Lot number: | C21011 || Currentlot status: | Active Exp
=| [ Verify One | [ Verify Al [ ¥ Cancel Result | Resultinfo t A Result Action | [ F
Results

Select Analyte MName Result z Resulted Previous

B Controk: Pseaer27853-Pseudomonas aeruginosa-ATCC: 27853 QC Identifier:
= ox Ovidase 2023/03/15 11:43LM5 POS.
B Controk Esccol25922-Escherichia coli-ATCC: 25922 QC Identifier:
> = ox Oxidase NEG [ ] 2023{03/15 11:43LMS  NEG

If the expected results are not obtained, they will be highlighted in red:

|| Resuiting worklst (231

@ | | Worklist orders
%‘ = |SAkdit|] Esave  £3 Refresh G PrintReport | IlI] PrintLabels | & Previous OC item Order 14 First Workl
| =
A Order Actions | [ [# Components |
| B resuits | L Documents | 30 Liem Information | Linked orers |
Order Details
Order: | Q23031500023 Scheduled: | 2023/03/15 07:30 Due: | 2023/03/16 07:30
7 QCitem ID: |OX Name: |Oxidase T
Location: | SLAB Department: | MICS w
Lotrumber: |C21011 ||| Currentlot status: |Active Ex
BlE [&F Verify All [ X Cancel Result | ResultInfo | t A Result Action | [2%]
Results
Select Analyte Name Result z Resulted Previous

B Controk: Pseaer27853-Pseudomonas aeruginosa-ATCC: 27853 QC Identifier:
I = ox Oxidase W 2023/03/15 11:43LMS POS.
B Controk: Esccol25922-Escherichia coli-ATCC: 25922 QC Identifier:

ox Oxidase _ 2023/03/15 11:43LMS NEG

Once an incorrect result is selected, the “Corrective Action” screen will
open:

p: e [0 Emeson: [z 1

* o

If an incorrect result was selected by mistake, close the Corrective Aétion
9 screen by clicking the red 'X' in the top-right corner, then select the correct
result from the "Result” column.
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If the incorrect result was not selected by mistake, it must be investigated,
and the findings documented in the TQC order:
» Select the action taken from the “Action ID” drop down menu:

(7]
Order Panel Control  An.. ATCC  Name Workstaton Result z Resulted Expected ... Status N ! 1 Rd W M v RYL RV2Z RV3 T Rz a
3/Q250419.. TRAYSAN . TRAY-1 A Anaeroge. Dark Pink 2025004/ White A R,
7]
Expected results: White-PASS or Faint Pink-PASS SD: QC Method: Rules violated: Violation type:
View: I Faint Pink-PASS
& Al 800 Il No Indicator
o S
Lo 0 Il white-PASS
T 300
200
o o
100 3 = = = - . - =
o L 2 - O o B g B
LT LMT MTD AML
Result Pon!
@m e et et B
Use the same Corrective Action and comments for the remaining results with the same violation Do not open the Corrective Action window for the remaining results
Notes: Comments:
Hyperfink: Entered by: |LMS Entered on: | 2025/04/19 10:58
| oK Cancel
» In the Action ID menu, sort by Department so all MICS options
appear.
13| () Show All (
D Name Type Location M Depart. ™  Workstation he
TECHERROR TECH ERROR, RPT TESTING Result Out Of Ran... SLAB MICS
10 RGTERROR RGT ERROR, TAKE OUT OF USE AND REPE... Result OutOfRan... SLAB MICS =
JARTRAYT... TAKE OUT OF USE/TROUBLESHOOT JAR/TR... Result Out OfRan... SLAB MICS
JARTRAYR... REPEAT JAR/TRAY SETUP Result Out Of Ran... SLAB MICS
INVESTIGA... INVESTIGATE AND ADVISE SUPERVISOR Result Out Of Ran... SLAB MICS
WRONGQC  Wrong Level of QC Run Result Out Of Ran... 3
TEMP Temperature out of range Result Out Of Ran... v

> Once the Action ID has been selected, Comments need to be added
to provide more details of the incident and corrective measures
taken:

o0 0: | DOESTIGATE o Name: Ivestoste s Advae icroTech 1. Gererae repeat rdrs: ov—
Domt »«mwvwmmmwm»bwvw

b Comman [SSG  wrovfed s]

Hiperieic Enteredby: (U5 Entered o 202303723 09:59 /

o Cance

» After Comments are added, select OK
NOTE: The QC order that failed will be automatically re-ordered in TQC
» You will be returned to Results Entry
» Verify and Save the QC order and the dialogue box will appear that
says the repeated order was generated:

» Repeat QC testing after troubleshooting has occurred
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Once the QC results have been entered, the results need to be verified and
then saved:

F Resulting Warklist |£3] |

@ | | Worklist orders
o
g = |@ Edit| & Save | &4 Refresh | & Print Report | ]I Print Labels * Previous QCitem Order |+ |4 First Waorklis
= ||z —
A Order Actions Ef |#| Components ‘

| @Resuhs | JDncumEnis I @QC Item Information | Linked Orders |

Order Details
Order: | Q23031500023 Scheduled: | 2023/03/15 07:30 Due: | 2023/03/16 07:30
1 1 QCitem ID: |OX Name: |Oxidase TyE
Location: |SLAB Department: | MICS Wo
Lot number: |C21011 |»| Currentlot status: |Active Exp
=[5 Verify One | [ Verify All ¥ Cancel Result | Result Info @ Result Action il
ResLits
Select Analyte MName Result Z Resulted Previous
=]
oK Oxidase 2023/03/15 11:43LMS  POS
a
> = ox Oxidase NEG 2023/03/15 11:43LMS  NEG

After the results are saved, you will be returned to the “"Resulting
Worklist.” Continue entering the QC results that need to be entered.
After each test is verified and saved, the status of the result will be
updated:

| Resitng ot 23

£ WorkstD | MICSALLMICR Name |MICS-All ScheduedMicro | Type [Restiting Search results | 11
:g Selected  Pro.. Order Lot QCItem Type Scheduled & | Due Status Instrument  Identifier Location Department Workstation
1 2 [=] Q203IS00009  CLSIMIOD 3n.. ET Panel 0230315 07:00 A23032207:00 3 SLAB MICS
Q23031500010  CLSIM100 32n.. KB Panel 2023/03/15 07:00 2023f03/2207:00 P SLAB MICS
QIS0 34652 b Vedia W2303/1507:00 ANY2207:00 P SLAB MICS
[ QIIS000I5 8507 MAST Vedia 2023/03/15 07:00 023032207:00 3 SLAB MICS
Q23031500018 3517988 ALA Media 2023/03/1507:00 2023f03/2207:00 P SLAB MICS
Q0002 353484 MCAT Vedia 023/03/1507:00 A23032207:00 3 SLAB MICS
QIS0 CA73L RS Vedia WB03/1507:30 ANH1607:30 SLAB MICS
[ QI3IS00020 2076202 T Vedia 23/03/1507:30 223/031507:30 3 SLAB MICS
Q23031500021  RC35-11241E CAT Media 2023/03/1507:30 2023f03/16 07:30 SLAB MICS
Q3150003 C21iL ox Vedia W2/03/1507:30 A23031607:30 SLAB MICS

If the results were acceptable, the Status column for the test will be

13 | green. If the results were not acceptable, the Status column for the test
will be red.

Some of the commonly encountered QC order status results are:
R=Resulted, N=In control, V=Verified, O=0verdue, !=0ut of control,
I=Included in statistics, R1=Repeated, a=Result action present, A=0Order
action present.

Once all the QC is entered, refresh the Resulting Worklist to see which
QC orders are still pending:

1 5 Record 10f 1 \
Order Open |v SelectAll | | Unselect All Mark Remark Open Refresh

Worklist ‘

14
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Step

Launch Bar

| Seup

Action

File View Tools Window

| Inventory

Lot Records
Lot Actions
Open Lot
Close Lot
Reconstitute Lot
Remove from Inventory
Return to Inventory
Reconcile Lot
Batch Receiving
Reports
Lot Record Report
Inventory Report
Inventory Workload
Lot Parameter Report

Para ModificationR...

| Orders

Order Entry

Result Entry
Resulting Worklist

| Equipment Maintenance

Maintenance Records

[0

Entering QC results into TQC for supplies not on the Resulting Worklist

From the “Launch Bar,” open the “Orders” tab and select
“Order Entry”:

-~ . SoftTotalQC - 1.0.8.1 - Stanton Territorial Health Authority - LIVE3

Help
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In the “Order Entry” tab, on the top toolbar, select *"New” to create a hew
record:

-+ SoftTotalQC - 1.0.8.1 - Stanton Territorial Health Authority - LIVE3

= File Vi Find Tools Window Help

D7 =B M
|| order Entry. x
2 u
Setp v
Scheduled date range | SearchResults i/ | x
Inven -
o) From: | 2025/03/27 00:00 | Order  QCltem |Lot Sched... | Due Status 4 Instrume. Identifer |Location | Departm . | Workstat
Lot Records
t To: | 2025/04/26 09:28 |»
OpenLot
Close Lot QC tem:
Reconsttute Lot e
Remove from Inventory 444,14 Record 0 oF 0 (b
Return to Inventory Lot record number:
Reconcie Lot

The “Search fdr Lot Records/Equipment Records” dialogue box will
appear. From the “Item ID” box, use the dropdown menu to select the

item you would like to order QC testing on:

3 - Search for Lot Records/Equipment Records
Item record number: || Lot record number: Lot number: Pool number: Status: | Active |+| QC Identifier:
Item type: ||| Item ID: 4e Location: |*| Department: |*| Workstation: 5]
Find | Clear | | Cancel |

After selecting an item from the Item ID dropdown menu, select 'Find' to
display the active lot number associated with the item:

-~ Search for Lot Records/Equipment Records

4 Item record number: | 42479 Lot record number: Lot number: Pool number: Status: | Active |#| QCIdentifier:

Item type: |Panel |%| Item ID: O \V\ Name: | OSOM Trichomonas Rapid | Location: | SLAB | %/ Department: MICS || Workstation: 52

— Find | Clear | | Cancel |

In the Order Entry tab, the selected item’s full information will be displayed.
Select “"Generate Order” to create the new QC order:

Ordes Entry. ik x
Search Results
| i x
S = Generate Order
gz
Ttem type: Panel Item ID:  OSOMTRICH Name:  OSOM Trichomonas Rapd Test
Locaton: SLAB Department: MICS Workstaton: Lotstatus: Actve
Lotnumber: 241372 Pool number: Group number:
Ordered:  2025/04/26 09:38 LMS Schedued: | 2025/04/26 09:39 w| Due:
Number of orders: 1@
‘Active Parameters.
Control QC Parameter/Antbonc Workstaton Tumaround Tme

W44 Record 10f 1 (b % i b = i m(|C.

NOTE: Some items will have multiple Active Parameters associated with
them, for example anaerobic trays and jars. If this is the case, all of the QC
Parameters will be selected. Select "Unselect All” to unselect all the QC
items, and then select the item you would like to record quality control on

| Active Parameters |
ATCC QC Parameter /Antibiotic Workstation Turnaround Time
-z-m——_—_ )

v TRAY-2 4Hours

v TRAY-3 ANGEN 4Hours %

v TRAY-4 ANGEN 4Hours

vi TRAY-S ANGEN 4 Hours

v TRAY-6 ANGEN 4Hours

vi TRAY-7 ANGEN 4Hours

v TRAY-8 ANGEN 4Hours

- TDAV.D ANCEN & e b
W4 4 Record 10f 18 | b+ = m/i=vl|C
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The “Total QC” dialogue box will appear asking if you want to save
changes. Select “Yes":

0 Do you want to save changes?

\ No Cancel

The “Results Entry” tab will open with the QC order:

Order Entry | ResultEntry (3| =

Search Resuts

Order Q25042600053 13/ x
& Open (A Edit| W &3 Refresh &) Print Report | 1| Print Labels * Previous QC item Order

Aqpras P

X Cancel Order ™. OrderStatus A Order Actions v/ Components

b
[ Resuits | . Documents | §3QC Item Information || Linked Orders
Order Detais

7 Order: | Q25042600053 Scheduled: | 2025/04/26 09:47 Due: Ordered: | 2025/04/26 09:46 LMS Ordered lot status: | Active
QCitem ID: | OSOMIRICH Name: | OSOM Trichomonas Rapid Test Type: | PanelMixed Order status: P
Location: |SLAB Department: |MICS Workstation: QC identifier:
Lot number: | 241372 | Currentlot status: |Active Expration: | 2025/12/31 23:59 Instrument ID:
X Cancel Result A Result Action  [#¥] Result Status
Results /
Select | P.Control ATCC  Analyte Name Resuit Z  |Resited Previous QC Time Limit Resuit units shft  [Due |Status
POSITIVE TRICH TRICH ~ Red Ine an =
Key alue
0 No ines
4 Record 10f1 (b % W/ =/ C 1 Red line
2 Red line and Biue ine

Enter the results for the created QC order by following the steps outlined in

& "Entering QC Results into TQC from the Resulting Worklist” above.
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