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PURPOSE

This procedure is utilized for Result Form management of PT surveys, and view / verify

receipt of data.

RESPONSIBILITY

All laboratory staff, trained on the proper handling, testing, and reporting of PT
results must comply with this procedure.

DEFINITIONS
CAP - College of American Pathologists

e-LAB Solutions — CAP online proficiency testing program for result management,
interactive evaluations and summary reports

PT — proficiency testing

Site Administrator — person within the laboratory who is responsible for setting up and
maintaining user privileges to view laboratory data on the CAP Web site.

PROCEDURE

A. General Information
1. Each user must first create an account and login

a. Go to www.cap.org
b. Click on Create a Web Account
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Registration page opens, enter personal data and choose user ID/password

Provide answers to security questions, including email address

e Email may be personal or business, it may not be a business email for
another facility

e The supervisor’s business email may be used

Provide business or home address

CAP will notify you, by email, once your account has been activated. Proceed

to step #2.

2. Request access

a.

0o

s Q@

Log onto the CAP website, http://www.cap.org/, using your new user 1D/
password
Locate the section for e-LAB solutions, along the left sidebar of the web page
Select the link for “Proficiency Testing / Quality Management”
Locate the yellow section on the page for “Using e-LAB Solutions”
Click on Request Access to Laboratory Data. (If you manage multiple sites,
you must request access to each site.)
Enter the 7 digit CAP number for the site, then click submit

e WAH -7185324

e SGAH -7185322

e GEC-7196153
On the confirmation screen, review information and click submit
The laboratory’s site administrator will be notified of your request, and will
assign your rights based upon your job category (technologist, lead
technologist, supervisor, or manager)
You will receive an email when access has been granted

Granting access

a.

b.

The Quality Assurance (QA) team receives email notification of access
requests. Subject line of email will state ‘Request Access to Lab XXXXXxX’
Body of email includes the requestor’s name and email, and the facility. If
access for multiple sites was requested, separate emails are sent for each.

QA personnel will grant the appropriate access. The email is forwarded to the
QA team stating access has been completed.

With access to a single laboratory, your log on will default into your laboratory.

Privileges to multiple laboratories will require a special step to ensure that you are
working with the intended laboratory.

a.

b.

Once you log onto the CAP site, select “Proficiency Testing /Quality
Management” under e-LAB solutions (see above, steps 2.b and c).

Click on the link for Select or Change Laboratory (dark blue bar). All
laboratories for which you have privileges will appear on the screen with radio
buttons to the left of the laboratory name.

Choose only the laboratory that corresponds to your physical location at the
time of selection.

Press the gray button at the bottom of the page [Select Lab]. The line for the
selected laboratory will back light in pale blue.
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B. Navigating to PT Result Forms — Data Entry
1. Accessing Kits and Forms

a.
b.

oo

Log in

Under e-LAB solutions, along the left side bar of the page, select the link for
Proficiency Testing / Quality Management

Locate the gray section, titled “My Laboratory”

Select the link for Result Forms

A list of outstanding and received PT kits will display in order by Due Date.

3 Collogn of Amarican Patholagists - Microsoft IMernet Exploner

f.

g.

Flo Edt Vew Favebes Tosk  Hep >
Qe - HE G Py @ 3-5 £ D ABBH LS9 3 Click on View
4 | 4] bt weows o o qlappsicap. portall_ripbetrsed_pagslabelesv ool _form page w . R
w8 v [Eewh x| & iy 8 1. Baticom  [HvelwPages = @BMaps v @thoppng v A Quctes = % Weather + Detalls Ilnk to
€ atat WY - 4, Web Search - [§ Bockmarks = FSsttngs = Mal = By vaheot = | Elbrmwers - G Games =
oot ot | access the result
T LT Result Form Data Entry and Receipt Verification form
Pay Duss Onling
My Password click “view details® for the kit you wish to view. Use the filter options to modify the list of kits displayed. View heip
Sorted b date pe My Profile (FOF, 935 K)
y fubmission
due Colored ﬂa S fortert Due Dote *  Ship Date * Mailing Kit®  Saq Status CAP # %
! g / 09/z0/zo0n Ak || 09/06/2008 FHG-C 2008 20784229 1 Pending Approval | T1B5324-01 View detals
|nd | Cate kItS due 009/30,/2008 09/08,/ 2008 =B 2008 20787304 1L Recarvad 7185323-01 Wiew detals
10/07/2008 D9/15/2008 CGL-C 2008 20790365 | 1 Kot Recesved T185324-01 View detsis
+hi 10/07/2008 005/15/2008 CGS4-8 2008 21353099 1 Mot Received T185324-01 View detads
Wlth In 5 or 10 10/07/2008 09/15/2008 RT-B 2008 20785167 | 1 Mot Receiwad 71B5324-01 View detais
10/07/2008 09/11/2003 RT3-B 2006 20785128 1 Recewed 7185324-01 View detals
d ayS 1008/ 2008 09/23/2008 LN15-B. 2008 20782466 | 1 Mot Received T185324-01 |View detais
10/08/2008 05/23,/2008 LN25-B 2008 21458896 1  Not Recewed T1B5324-01 View detads
10/14/2008 OG22,/ 2008 ap-C 2008 21461145 | 1 Mot Recesved T1B5324-01 View dotads
10/14/2008 09/22/2003 CM-B 2006 21452910 1 Mot Received 7185324-01 View detads
1- 10 of 12 results shown e
= pate displayed as “mmfdd/yyyy™
* Denotes that kit is due within S days and results have not been recenved.
A0 Denotes that kit is due within 10 days and results have not been received.
Eilter Options Advances Filter Options
- L TR T « | Al Aanes - AR Mimnhers TIRETRE < 01 v B :
& 2 W it

T} Cobege of dmerzan b, | DA Novel Webdcoss (L. | I CAPPToriminfolC.. | EladibeResader=[CAR.. | () Wied e

‘4 start

Click on View Details that corresponds to the row for the PT kit that you need
to enter.

A list of each individual result page that shipped with the kit will build on the

screen, with its status and receipt information. The ‘data’ column displays the

options for each page, enter/view data.
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a College of American Pathologists - Microsoft Internet Explorer
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questions, please contact the CAP at 800-323-4040, option 1. If you have recently updated your CMS Analyte Reporting Selections,

AR then thiz oss not adply a5 ous Thank Jou,

Personalized Options _
- Education Transcript: Result Form Details

- Click on Enter
e Washington Adventist Hospital Data to access

- Update My Profile CAP #:7185324-01
Online Submission CGLCZ008 — Coagulation, Limited the reSUIt form
P HCE Kit #:20790365 ages
Due Date: October 7, 2008 p g
Page Status Date Received via Data Related Links

1 Not Received Enter Data Help

2 Mot Received Enter Data Return to kit list

3 Mot Received Enter Data Download a hlank result form

4 Not Received Enter Data View/print your saved data

5 Mot Received Enter Data wiew kit transaction history

6 Mot Received Enter Data Kit Instructions

Check Adabe Acrohat Wersion

Questions?
If you have any questions about your result forms, please contact us by e-mail or by phone at 800-323-4040.

s cantactiis 1 o

B Internet

(e

4 start 25 2 Internet... | TH SWQAO08... | B9 MicroseftE... T My Computer & 2008 Drafts W untitled-Pant | B adobeRea.. &)@ [0 %:004M

2. Entering Test Data
a. Perform testing according to applicable technical procedure and QA
procedure Proficiency Test Handling and Result Submission
b. Transfer results from worksheet or instrument printouts to online — see
section 1 above to access kit and forms
As you select Enter Data for each page, a document identical to the printed
form will open. See example below

& 33 htp . cap.org/labimprfresultiarmiformi view/ 120784229706, POF 123545507, [o DR Acaeaainal = ke

A wedher  fkovies ™

€ ot V7 - B serscomr Bt 4 Sowen || ) | Tlissatten - [ | [0 Snlew, || =
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' S - B e ouciuice | svoneoly
@ College ot Sl ™ “ens LTI . =
i — ELT 20784229 8 D& 08 [Rdwanced =, -
_ il g Lmuz| Click on data entry

el
B o e s A0 i
ol T by i S

i
E i e - fields (boxes) to

Mm;l:hﬂi - &:;::&nhu‘:::‘nm — - — — / kEy in rESU|tS,
Libarvtry Acsrsianton | EN| | o E @ : 2 <. d Method codes, etc.

§ Lo )
oty it |00 | 0D | 00 | 0D | 0 | i
M o Dt E- Bibooed Coell bentification {Lingraded) %
Personalized Options —— B W s wrn wra
Education Transonght e = = = )
Updats My Profils

[ Divovetwens.. [ Dot | T Doamentd -,

3 Colege ol A,

‘4 .start TR hikp: fovesa.....
c. Key data into each applicable field.
d. Save each page using the ‘SAVE’ button at bottom of each page.

e. NOTE: Select and save each page, even if there is no data to enter

00/TE/€ pasiAal wioH

SOP ID: GEC/SGAH/WAH.QA23 CONFIDENTIAL: Authorized for internal use only.
SOP version # 002 Page 6 of 11



Quest Diagnostics Nichols Institute

Title: CAP Online Proficiency Testing

Site: GEC, SGAH & WAH
f.  On the Attestation page, type in name(s) of technologist(s) who performed
testing.
g. To enter or verify methods and instruments —

1) Place cursor in Instrument Code field and a drop-down box will open to
provide an alphabetical list of valid instruments and codes.

2) Only codes from this list can be used.

3) If your instrument or method is not listed, enter 010 in the corresponding
boxes and save. On the last page, under ‘Use of Other’ type in name of
instrument or method.

h. NOTE: Once data has been entered for a particular page, the ‘status’

column will update to Received and ‘data’ column will update to View/Edit.

i. On ‘Related Link’ list pick View/print your saved data — print and compare
the submitted results to the worksheets or instrument printouts, verify no
clerical errors. If errors detected, correct online and reprint applicable page(s).

Initial each page.

3 Collige of Amorican Pathologists - Microsoft Internet Explarer
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Pay Dues Online
Change My Fassword
Update My Profile

washington Adventist Hospital
CAP #:7185324-01

Online R
Wobs Cantent

0§ — Reticul
Kit #:20785128

Beckman Coulter

Due Date: October 7, 2008

Date Raceived
S/Z2/08 4:00 PM
9/22/08 4:00 PM

Page Status
1 Rocened
2 Pecaived

Questions?

-~

2§ Colege of Amercan ... | 2N Morvell Websiconss (L.,
3

4 start
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If you have any questians about your result forms, please contact us by e-mail or by phone at 800-323-4040

[ B AP T o info [C.

@rops v @Shopping - WA Quotes T Sy Weather v §Movies ™
Eymad = {Prpvaheat = Elteiwers © GfGames = ¥
1 Click on
View/print
your saved

data to print
forms

Via

Related Links

Data
ik fEGRE Help

e, CAP
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s

 internet

[ B ndobe hsader < [CAP... | W CAPL Pt

k. Submit all paperwork (electronic documents, manual worksheets, instrument

printouts, etc) to the supervisor.

3. Approve data

Supervisor performs routine review process per QA procedure Proficiency

a.
Test Handling and Result Submission

b. Data can be edited as outlined in step 2 as needed.

C.

Approve Pending Pages

Supervisor logs onto e-LAB solutions and selects appropriate Kit, then selects
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to complete - [
approval process.
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Chk .lunr!nl:! Pending
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Pendng Apgroval
Pending Appeoval
Pendng Approval
Pending Approval
Mot Recenad
Mot Feconmad

ag
1
z
3
4
5
]
7

“
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Data Ralatad Links
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Scroll through the forms, paying attention to methodology number codes and
units of measure for each reported assay.
Verify that ALL pages, even those with no data, have ‘Pending Approval’
status and are reviewed. For any page that does NOT have the appropriate
status, select Enter Data and SAVE, to change the status.

Click Approve on last page

Print the Kit Transaction History to document submission
e On kit summary page, select View Kit Transaction History. Example

shown below

e Print this page and retain with all survey paperwork.
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Quest Diagnostics Nichols Institute

Site: GEC, SGAH & WAH

Title: CAP Online Proficiency Testing

4. View data

a. Log in, select e-LAB solutions, select Proficiency Testing / Quality

Management, “select or change lab” (as needed), select Result Forms (under
My Laboratory section)

individual user’s access)

version of the result form.

6. RELATED DOCUMENTS

Proficiency Test Handling and Result Submission, QA procedure

7. REFER

ENCES

Click View details for the appropriate Kit (see screen shot under B.1)
Click on link for View/Edit or View in the “data’ column (option depends on

College of American Pathologists, User Guide, Using e-LAB Solutions

8. REVISION HISTORY

These pages will show until the kit’s due date. The link will open a PDF

A.1 added email address specifications

A.3 added

B.3 added verification of page status to ensure all
are reviewed and submitted

Version Date Reason for Revision Re;';ed AppBr)c/)ved
Supersedes SOP QA006.000
000 5/6/2013 | Section 5: L Barrett C Bowman

9. ADDENDA AND APPENDICES
= Frequently Asked Questions About Using e-LAB Solutions
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Quest Diagnostics Nichols Institute Title: CAP Online Proficiency Testing
Site: GEC, SGAH & WAH

Frequently Asked Questions About Using e-LAB Solutions

Where can | find information on how to use e-LAB Solutions?

On the home page, look for the e-LAB Solutions logo at the bottom of the page. Click on “Learn more
about e-LAB Solutions,” then click on “Users Guide” to access the PDF document. You may print or save
the document. Click on “What can e-LAB Solutions do for you?” to view an online presentation.

What do | have to do to use e-LAB Solutions?

Access to e-LAB Solutions is initiated by a three-step process.

First, your site administrator (designated as the laboratory director) must opt in to create a laboratory
account. Each lab was sent a one-time PIN to activate (opt in) the lab’s online account. If you do not
have your PIN, call the CAP Customer Contact Center at 800-323-4040 option 1.

Second, each user must create a personal Web account. There is a 24-hour turnaround time for creating
personal accounts.

Third, each user must request access to the laboratory's account. An e-mail message will be sent to your
site administrator once you have requested access. He or she will then approve you to use the system
and assign permissions.

What is the difference between Create an Account and Request Access?

“Create an Account” will set up an individual user account. An individual user account allows you to log
in to the CAP Web site and be recognized. “Request Access” triggers an e-mail to your site administrator
that you would like to have access to your laboratory’s data.

Where do | go to enter my PT results?

Log in to your Web account at www.cap.org, then click on “e-LAB Solutions” in the Personalized Options
list. Under Surveys/EXCEL, click on “Result Forms.” Select the kit for which you wish to enter data, click
on “View Details,” and then click “Enter Data.”

Why can’t | find my kit online?

All products are grouped to match the organization of the CAP Surveys catalog, and will be found under
the same categories as the tabs in the catalog. If you are entering anatomic pathology results, click on
“Result Forms” under “Anatomic Pathology Education Programs.” If you are entering results for Q-
TRACKS and Q-PROBES, select “Result Forms” under “Q-PROBES” or “Q-TRACKS.”

The default view of PT kits includes kits shipped to your laboratory in the last 60 days. If the kit you seek
was shipped more than 60 days ago, use the filter criteria at the bottom of the list page to display earlier
shipments.

How do | submit my results online?

This is a two-step process: “Enter/Save Data” and “Approve Pending Pages.”

When you are entering data, the system asks you to save your pages. This captures the information, but
does not send it to the CAP. Only those individuals with approval rights have an “Approve Pending
Pages” option displayed after the results have been entered and saved. This allows a laboratory, if it
chooses, to have another level of validation before the data is sent to the CAP for evaluation.

What happen:s if | forget to approve the data?

If for any reason we do not have your data for a particular Survey prior to our anticipated evaluation
period, we will notify your site administrator(s) via e-mail. You will have at least one day to submit your
data.

The status of my kit reads pending approval, but | already approved it. What should | do?
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Quest Diagnostics Nichols Institute Title: CAP Online Proficiency Testing
Site: GEC, SGAH & WAH

In order to approve pending pages you must click on “Approve Pending Pages,” scroll through your test
result form, and click the “Approve” button on the last page.

How do | handle the attestation page online?
The attestation page has been made available for you to print and have your medical director sign. You
should keep it on file with your proficiency testing records.

How do | know that the CAP has received my data?

Once you have approved your data online or submitted your data by fax or mail, you can log in to your
Web account and confirm that the CAP has received your data.

Once you are logged in, click on “Result Forms,” look for the kit you are interested in and check under
the status column. “Received” means that the CAP has received data. Click on “View Details” to ensure
that the CAP has received all of your pages.

How do | access my Surveys or EXCEL evaluation online?

Once you are logged in to your Web account, click on “e-LAB Solutions” in the Personalized Options list
then “Evaluations and Reports” under “Surveys/EXCEL Proficiency Testing.” Select the kit you are
interested in and then select the evaluation report you want to view. The following reports are available
from the drop down menu under Available Reports: Interactive Evaluation, Printed Evaluation and
Participant Summary Report.
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