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PROGRAM Standard Operating Procedure – Laboratory Services 

Title:  MIC61030 – Entering 

Microbiology QC Results into TQC 

Policy Number:  

Program Name: Laboratory Services 

Applicable Domain: Lab, DI and Pharmacy Services 

Additional Domain(s):  NA 

Effective Date: Next Review Date 

Issuing Authority: 

Director, Laboratory and Diagnostic 

Imaging Services 

Date Approved: 

Accreditation Canada Applicable Standard: NA 

 
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 

1 

From the “Launch Bar,” open the “Results” tab and select  
“Resulting Worklist”: 
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2 

From the “Resulting Worklist” double click “MICS-All Scheduled 

Micro” for pending microbiology quality control orders: 

 

3 

All the scheduled QC orders for microbiology will be listed: 

 

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

5 

In the “Result” column, enter the results of the QC test by selecting from 

the dropdown menu: 
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6 

If the expected results are obtained, they will be highlighted in green: 

 

7 

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

 

8 

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

open: 

 

9 

If an incorrect result was selected by mistake, close the Corrective Action 

screen by clicking the red 'X' in the top-right corner, then select the correct 
result from the “Result” column. 
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10 

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: 

 
➢ In the Action ID menu, sort by Department so all MICS options 

appear: 

 
➢ Once the Action ID has been selected, Comments need to be added 

to provide more details of the incident and corrective measures 

taken: 

 
➢ 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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11 

Once the QC results have been entered, the results need to be verified and 

then saved: 

 

12 

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: 

 

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

will be red. 

14 

Some of the commonly encountered QC order status results are: 

R=Resulted, N=In control, V=Verified, O=Overdue, !=Out of control, 
I=Included in statistics, R1=Repeated, a=Result action present, A=Order 

action present. 

15 

Once all the QC is entered, refresh the Resulting Worklist to see which 

QC orders are still pending: 
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Step Action 

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

1 

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

“Order Entry”: 
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2 

In the “Order Entry” tab, on the top toolbar, select “New” to create a new 

record: 

 

3 

The “Search for 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: 

 

4 

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

 

5 

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

 
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 
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6 

The “Total QC” dialogue box will appear asking if you want to save 

changes.  Select “Yes”: 

 

7 

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

 

8 
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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