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PURPOSE

This procedure describes the printing of Collection Lists and Labels for routine and timed
specimens, Review of Batch List, and the Unreceived Specimen List, printing and
resolution, for Phlebotomy collected specimens using SunQuest function CLR.

SCOPE

This procedure applies to all phlebotomy staff.

RESPONSIBILITY
Knowledge of this function is the responsibility of all laboratory phlebotomy staff.

The Client Services Supervisor is responsible for the content and review of the procedure.

DEFINITIONS

CLR - Collection Labels/Reports function of the SunQuest system. The phlebotomist
will need to create a “Collection List” before a planned downtime. However, during
normal operation, the LIS scheduler creates the batches automatically and prints the
“Batch Labels”.

PROCEDURE

A. COLLECTION LIST FUNCTION:

00/TE/E PasiAal WwioS
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At the FUNCTION: prompt type CLR

The following displays:

(W smarrarm [ANSSTWI ST Tl
L) Me Edt Vew Took Properies Connection Window bl =l x|
|D s || || e | » o R[22

LABORATORY REPORTS

PRINTER : i

=
L) A Bon STW
Connaciod o abl) T Toowd a: JH TYTEX | Gk 16mn (Aow 8  Colil
et e Cm@mEaBOEOR BEreocor-an...| gy terasalt ... | Wicrowwie., | & ]anc stra . |[IE Semar tor.. HEESNM WO nman

e Type Printer #
Note: Be sure to choose the appropriate printer number for reports or labels. See

printer code on printer. Press 0 if you do not want to print the list on paper,
will print on the screen.

e Press Enter after selecting printer

The following displays:

L Savsaar T e - [A B ! alel =l
L=) Fée Edt View Took Preperties Cormection Window Help =12 xi
DEWE & e B =oer| ook~ 2

LABORATORY REPORTS
PRINTER : @

Collection Labels/Reports
SELECT OPTIOHN

COLLECTIOHN LABELS
COLLECTION LIST
REVIEW BATCH LIST

DELETE BARTCH
UMRECEIVED SPECIMEN LIST

U b W=

=

L A mem st
Connested 1o kbl = [ : = VIAZ0 [ Ok 17w Wom 17 Cald
s ] @ O @ ADOEOD Ereretden. | pyiscosen .. | Boewws... | 8lanc v |[Eemarter—  [§ BEES N %8 100 am

SELECT OPTION 2 Press Enter
The following displays: 2
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Quest Diagnostics Nichols Institute Title: CLR: Collection Lists, Labels, Review Batch List,

Site: Shady Grove & Washington Adventist Hospital Unreceived Specimen Lists for Phlebotomy Collected Specimens
FE SmarTerm - [LabA] AEE
L=} Fle Edt View Tools Properties Conmection Window Help RS

DEH &8 -8B E s5o@e| > B B2
GENERAL LAB REPORTS Collection Lists 01/23/2014

B

Hospiral 10 : [

[@¥]=Escape [Dol=Accept [Findlz=List [J@l=Erase [HELPl=Help

WT420 | 1 hiGmin Row7  Col25

e Hospital ID: WAH for Washington Adventist Hospital
e Hospital ID: ARH for Adventist Rehab Hospital
e Hospital ID: SGAH for Shady Grove Adventist Hospital

Press ENTER

The following displays:

FE. SmarTerm - [A Bon.STW] =] x|
[=) File Edit wiew Tools Properties Connection ‘window Help —|=] x|

o= (sl = asaslr 26k |7 a2 |

GENERAL LAB REPORTS Collection Lists 10/21/2003 =
Batch number .|
Date : 10/21/2003
Start time :
End time
Modifier(s) 1 : ALL MODIFIERS
a2 :
3
Exclusion(s) 1 :
Location(s) 1
2 .
3
Exception(s) 1 :
[Fi11l=Escape [Dol=Accept [Find]l=List [PF3]=Erase [HELP]=Help =
.@Aﬂnx,SIWI
[Connected ta lab0 Secure Macio [ Frane [ Captue | Hold [ %T420 | Obr 38 min Rowd  Col 35 N
st ||| A 2 O @ E DG DR || BEnove..| Brticro.. | Bcrou... @AHC“I‘ l@s—n‘nﬁ_nﬁgmar...‘ : ’&EFEJM% %
1. Batch Number: Press ENTER £
2. Date: Default is today. Enter date for your list 5
3. Start Time: Enter Start time you wish to print collection list for
SOP ID: WAH.P11, SGAH.P13 CONFIDENTIAL: Authorized for internal use only.
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Quest Diagnostics Nichols Institute Title: CLR: Collection Lists, Labels, Review Batch List,
Site: Shady Grove & Washington Adventist Hospital Unreceived Specimen Lists for Phlebotomy Collected Specimens

(i.e., 0000 for midnight)
Press ENTER
End Time: Enter End Time, (i.e., 0500) Press ENTER
Modifier: Press ENTER, unless only want i.e. S for STATS
Exclusions: Press ENTER
Enter SGAH, WAH or ARHT/ARHR (site dependent)
Note: ARHT location pertains to Adventist Rehab Hospital at Takoma Park and
ARHR location pertains to Adventist Rehab Hospital at Rockville

No ok

8. Press ENTER
9. Exceptons: Press ENTER

e The following displays if you accepted the collection list. Make a note of the Batch
number in Green

FEL smarTerm E =& x|
[=) Fle Edit wiew Tools Properties Comnection Window Help 1= x|
I IEN T N =
= |
BATCH NUMBER ASSIGNED = 3021A
=

(2 A BoxsTw]

[Connected ta labl [Secure [ Macre [Fane [ Caprore [ Hold [WT420 [ 0 hr58 min [Row 23 Col 2

5
MMstare ||| 11 & © =& (<) || Enovel-.... | mwmicros.. ®erowp... | E1aHc n... | [EsmarT... GPEFFS N 2D 10428m

B. COLLECTION LABELS

At the FUNCTION prompt type CLR

The following displays:
T T
Leli Pie Eit Ve Took Peopertees  Connection Wiedow el LIRS
|DF & o L RIS AL - A
=]
LABORATORY REPORTS
PRINTER : i
. = E
% W VIEN [ Ok timin Row®  Cail (E
;;-_rg] nm.@z.:a:n\:dm.ﬁ BRreverins.. | mrmooscr . | Bierowns... | & e .. |[Emarier [ [E PG NM SO toioan %
o Type Printer # 8
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Quest Diagnostics Nichols Institute Title: CLR: Collection Lists, Labels, Review Batch List,
Site: Shady Grove & Washington Adventist Hospital Unreceived Specimen Lists for Phlebotomy Collected Specimens

Note: Be sure to choose the appropriate printer number for reports or labels.) See
printer code on printer.

e Press ENTER after selecting printer.

The following displays:

B Senar Term - [A B STW] B =l x
Lo Fle Ede Wiew Took Propertes Comnecton Widow Help =l

OFd & 0 Sade | » OOK /02

LABORATORY REPORTS
PRINTER : 340

Remote (B) Local (A)
Use Host <fA> :

=
L A Box 5TW
Conractad o labll ces [ : S IVTA20 | ThiZmn Mowd  Colle
Wsot| NS ODAOEDE Brover.. | mymons... | Beow... | 81 n.|[Esmarr.. S PEMENM DD nsean

Press Enter

The following displays:

T ST TE
LS} Fie Gt View Took Fropeetes Cornnection Window el =] x|

Dod & o =aoaa | » O0OR|~ 0|2

LABORATORY REPORTS
PRINTER : @

Collection Labels/Reports
SELECT OPTION

COLLECTION LABELS
COLLECTION LIST
REVIEW BATCH LIST

DELETE BATCH
UNRECEIVED SPECIMEN LIST

[ YA

|

CLd A o sTw

Corrmcied to ki ze [ VIRE [ Thedimn Fow 17 Coid
Weart| |1 2 © @A DO E DR Erevet... | Wrmoo.. | Booe.. | 8lacn. | [Semer— Spuir | [EEES NS S8 uasam

SELECT OPTION 1 Press Enter
(Select 1 for Collection Labels. First print the collection list; then print the labels.)

00/TE/E PasiAal WwioS
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Quest Diagnostics Nichols Institute Title: CLR: Collection Lists, Labels, Review Batch List,
Site: Shady Grove & Washington Adventist Hospital Unreceived Specimen Lists for Phlebotomy Collected Specimens

The Following displays:

& SmarTerm - [Lab] EEX
Le) File Edt View Tools Froperties Connection Window Help BES
DSl & ERES =100 K|~ 02

GENERAL LAB REPORTS Collection Labels 01/23/2014

Hospital ID : |

[@®1=Escape [Dol=Accept [Findl=List [[Jg&l=Erase [HELP]=Help

YT420 | b Omn Faw? Col25

e Hospital ID: WAH for Washington Adventist Hospital
e Hospital ID: ARH for Adventist Rehab Hospital
e Hospital ID: SGAH for Shady Grove Adventist Hospital

Press ENTER

The following displays:
BE. SmarTerm - [A Box.STW] = =12
@) File Edit View Tools Properties Connection ‘indow Help == x|
lozasve &l=ass r|aeB|s0] 2|
GENERAL LAB REPORTS Collection Labels 10/21/2003 =l
Batch number .|
Date : le/21/2003
Start time :
End time
Modifier(s) 1 : ALL MODIFIERS
e :
3
Exclusion(s) 1z
Location(s) 1
2
3
Exception(s) 1z
[F1il=Escape [Dol=Accept [Findl=List [PF31=Erase [HELPl=Help =
"L2 A BoxsTwW]
| SO REOOEED || S s | Dess. | Snen (B Grar. | [CREPNESS To .
1. Batch number: Type in the batch # obtained during step 1 of this z
procedure. &
Press Enter °
2. Date: Today’s date, Press Enter
SOP ID: WAH.P11, SGAH.P13 CONFIDENTIAL: Authorized for internal use only.
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Site: Shady Grove & Washington Adventist Hospital

Title: CLR: Collection Lists, Labels, Review Batch List,
Unreceived Specimen Lists for Phlebotomy Collected Specimens

No gk ow

8.
9.
10.

Start time:
End time:
Modifier(s):
Exclusion(s):
Location(s):

Press Enter
Exception(s):

Press Enter
Press Enter
Press Enter
Press Enter

Select SGAH, WAH, or ARHT/ARHR
Note: ARHT location pertains to Adventist Rehab Hospital at Takoma Park and
ARHR location pertains to Adventist Rehab Hospital at Rockville

Press Enter

Accept, Modify, Reject: Press Enter

All fields will be filled in based on the information from the Batch Number entered.
The Accept, Modify, Reject prompt will display with Accept highlighted.

Review your entries and press ENTER if all the fields are correct.

If they need to be changed, use the arrow keys to move the blinking cursor to

MODIFY the appropriate fields and change as needed.
e If you want to cancel the list, then move the cursor to REJECT and press ENTER.

The collection labels will print on the designated bar code label printer and will be
followed by the aliquot labels.

C. REVIEW BATCH LIST

At the FUNCTION prompt type CLR

The following displays:

PRINTER : i

g T
R i il Wi ool Priwerts  lsriecin = Wesheh Fee T
DEE & - ®F ey ® 2|7
=1
LABORATORY REPORTS
=
VIR [ Ot Row® Lol 11
Mstart||| 0 8 © 00 ® OO @ Bt | myviorsectt . | @oraave... | B o, |[Hsmorters [ BESNM WO oo

Corrmchod ia lsbl

e Type O for printer #, Press Enter

00/TE/E PasiAal WwioS
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The following displays:

B smarTenm - [A Deoi5TW] _ alel =l
LE) Pl Bt view Took Propestes Coremcion Windos  Hel S IE]

[oza a8 na F sEask  coR~e|?

LABORATORY REPORTS
PRINTER : @

Collection Labels/Reports
SELECT OPTION

COLLECTION LABELS
COLLECTION LIST
REVIEW BATCH LIST

DELETE BATCH
UHRECEIVED SPECIMEM LIST

(LAY

=

'3Ahsw|
[Eenneeied in kbl [HEE [WTe [ ThFimn [Rowi? Cad

o] (DL OCBBOAEDE || Bt | mrooes.. | Do, | e |[Fomer- Sour.| [§HTSNS 5O s

SELECT OPTION 3 Press Enter

The following displays:

=1#1 %

=) Fie View Took Properties Comnection Window Help ) =l x|

Edt
[ocza &= = oy cok|s 02|

LABORATORY REPORTS
PRINTER : @

Collection Labels/Reports
SELECT OPTION

COLLECTION LABELS
COLLECTION LIST
REVIEW BATCH LIST

DELETE BATCH
UNRECEIVED SPECIMEN LIST

[ N

DATE:

=

':llnnn-sml
Eorrcied o b cime [ Macsa [T ien [T [VIA20 [ TheBamn Row 13 Cal21
F o= e Rk ==l | et | B tcros.. | Bporow... | Elpin |[Fsmort— Ditatre. | [FEHSNM B0 s

e DATE: Enter adate: T for Today, or mm/dd/yy

The following displays:

00/TE/E pasinal wlo4
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Quest Diagnostics Nichols Inst

itute

Site: Shady Grove & Washington Adventist Hospital

Title: CLR: Collection Lists, Labels, Review Batch List,
Unreceived Specimen Lists for Phlebotomy Collected Specimens

B smarTerm - [A BowSTW] =lef=
LS} e Bde view Took Propmties Conection Widow Help =18 =]
bFE|@ e F Eoakr 56k |s 02|
3012A 000E-0759 ALL BUT S 2EAS* (HID:SGAH)3ICU* (HID:SGAH)4EAS* (HID -
:5GAH)
450U% (HID:SGAH}KAR* (HID:SGAH)
3013A 0006-0859 ALL BUT 2500% (HID:WAH) 4100% (HID:WAH)} 4200% (HID
tWAH)
3014A 0006-0859 ALL BUT 3ICU% (HID:SGAH)3WES* (HID:SGAH)IMCU* (HID
:5GAH)
3015A 000E-0959 ALL BUT 2100% (HID:WAH) 2500% (HID:WAH)} 3200% (HID
tWAH)
4200% (HID:WAH) S166% (HID:WAH) KRH* (HID:
WAH)
3016A 000E-0959 ALL BUT 3EAS* (HID:SGAH)4EAS* (HID:SGAH)IMCU* (HID
:5GAH)
3017A 0006-1059 ALL BUT 2200% (HID:WAH) 3200% (HID:WAH)} 4200% (HID
tWAH)
5300% (HID:WAH)
3018A 00OE-1059 ALL BUT S 2WES* (HID:SGAH)3LAD* (HID:SGAH)IMCU* (HID
:5GAH)
3019A 0000-0500 MICU* (HID:SGAH)}
3020A 0006-1159 ALL BUT S 4200% (HID:WAH) 5100% (HID:WAH)} 5300% (HID
tWAH)
3022A 0006-1159 ALL BUT S 3ICU* (HID:SGAH)
EMTER <CR> TO CONTIMUE 5|
lﬁl!ujlwl
Connected 1o labd scue | M t chae V1420 | TheSAmn Row2d Cal 23
HAset| [ AL PRAVOTHA@ L et | Wiers.. | @oop... | e |[Femer Dpatrr. | [EBPESNM SO aman

Press Enter

Note:

e This report can only be requested to the screen and batch information is stored for

only one week.
e |If batch numbers are missing, this means the batch has been deleted.

e Only locations with qualifying data print under the location header. Other locations

may have been requested, but no patients qualified for the batch.

e An * next to the location, indicates the specimen has not been verified using function

CVIS.

D. UNRECEIVED SPECIMEN LIST FOR WAH, SGAH AND ARH
At the FUNCTION prompt type CLR

The following displays:

I almix
Leli Pie Eit Ve Took Peopertees  Connection Wiedow el =l =)
D @& -m | Eose| i I R

=

LABORATORY REPORTS

PRINTER : i

=l
L A Ban 5 TW
Conrachad o labl . x VIEN | Ohe thmn Row® Lol
s | ) e O @S B O E DG BRrovetsns. | mymoosr . | Bicromwe. | & 1w rir.. |[Esmarter—. |4 BEISNM 2O oo

00/TE/E PasiAal WwioS
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Site: Shady Grove & Washington Adventist Hospital Unreceived Specimen Lists for Phlebotomy Collected Specimens

e Type Printer #
Note: Be sure to choose the appropriate printer number for reports or labels. See
printer code on printer for phlebotomy.
e Press ENTER selecting printer

The following displays:

BB Sras Tenm - [A Dow5TW] E el =l
Lol Fin Bl v Took Propertes Conmaion Window Heb =18 x|

D=FE @ e ® Eoeey » 220702

=l
LABORATORY REPORTS
PRINTER : 304
Remote (B) Local (A)
Use Host <A> :
=

L8 & o s |

Cometed b lab Heid [VTA30 [ Zhbmn [Fowd Coll6

S| Qe CBEROEER Wt ... | @ | Bl |[Fsmarr Swwr. | [ERPESNM 6 1o

Press ENTER

The following displays:

E =l ]
LE) Fio Edt Ve Took Properies  Comnecin W Hel =l@] x|

0@ & e Hoaly» DOR|7 B2

LABORATORY REPORTS
PRINTER : 304

Remote (B) Local (A)
Use Host <A> : A

Collection Labels/Reports
SELECT OPTION

COLLECTION LRBELS
COLLECTION LIST

REVIEW BATCH LIST
DELETE BATCH

UNRECEIVED SPECIMEN LIST

[T SV

A

'-\ﬂi\luslul
Comrmoted o k) A F e [H: VT420 | 2k 7mn [Row20 Col3
Bat| N CDATBOED R | ovet-..| Wytaos... | Staow... | @}k |[Esmarts e | [ BEERSNM @@ s

SELECT OPTION 5 Press Enter

The following displays: Z
SOP ID: WAH.P11, SGAH.P13 CONFIDENTIAL: Authorized for internal use only.
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B SmarTanm - [Labi]

LE) Fin Ed View Took Properlies Coneechon Window Help

DEE & @ B F ; o b [P - B
GENERAL LAB REPORTS Unreceived Specimen List

Erase [HELP]=Help

e Hospital ID : WAH for Washington Adventist Hospital
e Hospital ID : ARH for Adventist Rehab Hospital
e Hospital ID : SGAH for Shady Grove Adventist Hospital

Press ENTER

The following displays:

[BsmarremtaBswiiwl almi=
) Fle 08 Ve Took Progeites Connedon Wk Hel JuTTET|
D& e & | = o ® o3| 7

GEHERAL LAB REPORTS Unreceived Specimen List 1e/21 /2003 =
Batch number ;N
Date : 18/21/2003

Start time
End time

Modifier(s}

Exelusioni(s)

Location(s)

- e = B

Exception{s)

Hew page for esach loc (¥/H)? : Mo

[Flll=Escape [Dol=Accept [Findl=List [PF3]=Erase [HELP]=Help = |
: st

O Rowd  Ca3d

ViGN | Shilimn Rewd Cal
B | mysoo. | B | 8| [t Dpar | [ FEEHSNM S mam

1. Batch number:  Press ENTER
2. Date: Enter T for Today, or mm/dd/yy Press ENTER
3. Start time: Enter 0000 Press ENTER enter from the beginning of the previous
shift .
4. End time: Enter latest collection time to be included on report, (i.e., 1400)
Press ENTER g
5. Modifier(s): Press ENTER &
6. Exclusion(s): Press ENTER c
7. Location(s): Enter SGAH, WAH, or ARHT/ARHR (site dependent)
SOP ID: WAH.P11, SGAH.P13 CONFIDENTIAL: Authorized for internal use only.
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Title: CLR: Collection Lists, Labels, Review Batch List,
Unreceived Specimen Lists for Phlebotomy Collected Specimens

Note: ARHT location pertains to Adventist Rehab Hospital at Takoma Park and

ARHR location pertains to Adventist Rehab Hospital at Rockville

8. Press ENTER

9. Exception(s): Press ENTER

10. New page for each loc (Y/N)? : Enter N for No, Press ENTER
11. Accept, Modify, Reject: Press ENTER

The Accept, Modify, Reject prompt will display with Accept highlighted.

Review your entries and press ENTER if all the fields are correct.

If they need to be changed, use the arrow keys to move the blinking cursor to
MODIFY the appropriate fields and change as needed.

If you want to cancel the list, then move the cursor to REJECT and press ENTER.

6. RELATED DOCUMENTS
Uncollected Specimen List, Lab Draw, Phlebotomy procedure

7. REFERENCES
SunQuest Systems Functions Training Manual, 7/3/2001

8. REVISION HISTORY

Section 6: update SOP title
Footer: version # leading zero’s dropped due to new
EDCS in use as of 10/7/13

Version | Date Reason for Revision Reé';Ed Appé’sved
Supersedes SOP P024.001
000 3/1/2014 | Section 5: Add pull pending for ARH due to new N Maskare | S
HIS, Hospital ID: ARH, locations ARHT & ARHR Khandagale

9. ADDENDA AND APPENDICES

None

00/TE/E PasiAal WwioS
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