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DESCRIPTION OF PROCEDURE

Name of procedure:

CAP Activity Menu Changes/Updates
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CAP activity menu

This SOP will be implemented on April 20, 2016

Document your compliance with this training update by taking the quiz in the MTS
system.
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1. PURPOSE
This procedure will establish the process for the ongoing maintenance of the CAP (College
of American Pathologist) Activity Menu:
e Provide the steps for electronic update of information via e-lab solutions.
e Provide the steps for manual paper update of the information.

2. SCOPE

This procedure applies to all QA team members, supervisory, or management personnel who
may need to update or revise the test activity list.

3. RESPONSIBILITY

e The Supervisory/Management team performs the test review and submits any changes to
the QA team for processing.

e The QA team ensures the update of the annual update of activity menus by:
o Circulating the current menu with the annual proficiency test review.
0 Updating the activity menu and saving a copy on the shared drive.

4. DEFINITIONS
CAP: College of American Pathologists, the laboratory accrediting agency
PT: Proficiency Test — A standardized testing program that distributes unknown samples to
laboratories and uses the peer group performance to grade each laboratory’s accuracy by the

specified allowable error for each test or peer group limitations.

QM: Quality Management — Processes that track and monitor laboratory quality.
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5. PROCEDURE
A. Pulling the current Activity Menu from the CAP website:

e Sign onto the CAP website, with your user name and password

e Use the down arrow to the right of your name and select the dropdown menu for E-

Lab Solutions Suite

e Look to the center of this webpage and locate the CAP identification number.
e Use the dropdown arrow on the right of this field and select the appropriate
laboratory. The name of that laboratory will appear on the screen.

7 CouTGE o AmmCan
G PATHOLDGISTS

(p). [ s Sl s e
+ Apsgital af Washingion Adventist Hospal, Labaratary, 7600 Camol

Do il Ave, Tukoma Park, MD 20912.8%87

Thumbmail View | List View

o Data | User p 7]

Quick Links (7]
ﬂ i} M Vi
ﬁ s Request Access to Laboratory Data

Claim Credit for Faxed PT Results

Access My Committees

Proficlency Testing /Guality Management [7] My Transeript

k My In Frogress Leamning
Result Form Data Ertry S | Evaluation Reports Analyta Scanscard View Lab Order History
Y

CMS Analyle Reportng I My PT Stpping
Selechans Calendar
Important Alerts
CAP Accreditation (7]
' ¥ = Secomdary Insiument FAGS »
/i Jata o _— u with PT

e Select the icon for Activity Menu with PT Options, located within the CAP

Accreditation section of the page.

E LAB SOLUTIONS SUITE mm

e A selection screen opens and defaults to all sections / departments (use the drop to

filter the report as appropriate). Select the blue button to View Filtered Report.

Activity Menu with PT Options

Selected Organization CAP#: 7185324
Washington Adventist Hospital, Quest Diagnostics at Washington Adventist Hospital
Labaratory

7600 Carroll Ave

Takoma Park, MD 20912-6367

My Laboratory's Activity Menu Options

Please select from below to generate a report:

Section/Dept: All El

A PDF of the Activity Menu appears on the screen:
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Quest Diagnostics
Site: Germantown Emergency Center

Title: CAP Activity Menu Changes/Updates

e _
Contents First Prev Next Last Goto Page Dle 100% ‘ExcelExport PDF Export Print

SN—rr”’

Laboratory Accreditation Program
Laboratory Activity Menu

COLLEGE of AMERICAN
PATHOLOQGISTS

Page 1 of 10
03/16/2016 10:17 AM

et e tnos 13 310 SU-ALL
CAP Number 7185324 Checklist Selection Report

Laboratory: Washington Adventist Hospital Quest Diagnostics at m;?ir—m;mﬁt Report

City/State(Province):  Takoma Park, MD mL

Test Menu Change Form
Department iSection:  Blood Bank-AABB
Subdiscipline TesUACtvity Test/ PT Riernative 2016
Activity|D | Required | Assessment Senvice/Analytic Missing PT
Required Method Enrallment

AT Common Common (CAP Office use) 4334 Y

Immunchematoloay ABO blood grouping 2018 ¥

fmmunehematelogy Antioody elutions 3381 v

Immunchematology Antibody identification 2924 ¥

Immunehematology Antiboay screen 2047 ¥

Immunohematalogy Automated blood banking test system 2912 M

C iility testing 2032 Y

Immunchematology Direct antiglabulin test (DAT), non-automated 2952 Y

Immunohematalogy Donar unitretyping 2914 Y

Immunchematology RBC antigen typing 2944 Y

Immunchematology Rh type (includes weak D) 2955 Y

Immunchematology Sickle cell screening on donor units 2922 Y

Immunchematoioay Solid phase techniques 2920 v

Transfusion Services Blood/component issuance for 2925 Y

Transfusion Services Blood/component processing (pool, thaw, 2919 Y

aliquot)

Transfusion Services Blood/component storage 2926 Y

Transfusion Services Bloed/component transfusion in this facility 4983 Y
For activities requiring altemative assessment, laborateries can use PT provided by the CAP or other providers
NOTE: Activities noted 2s Scope of Service / Analytical Method do not require PT or altemative

Callega of Amarican Pathologins

LAMT_LAMS

e Select the option to EXCEL Export the file:
e Follow the instruction shown on the screen and the EXCEL Activity Menu opens on

the screen:

m Home Insert Page Layout Formulas Data Review View
= d Cut Arial - 18 - AA A = = ﬁ‘."\."rapText General - C
& 53 Copy ~ = E :
Pafte F Format Painter B I U~ =ad Merge & Center - | $ ~ % %58 %8 IEoDrrrTaI;iDnngalv a:'
Clipboard Font Alignment Number Styl
Al - Jfx | Section_Name
A B C D
1 |Section_Name |Subdiscipline Activity_Name Activity_ID P
2 Blood Bank-AABB All Common Common (CAP Office use) 4334
3 |Blood Bank-AABB Immunohematology ABO blood grouping 2946 Y
4 Blood Bank-AABB Immunohematology Antibody elutions 3361
5 |Blood Bank-AABB Immunohematology Antibody identification 2924
6 |Blood Bank-AABB Immunohematology Antibody screen 2947 Y
7 |Blood Bank-AABB Immunohematology Automated blood banking test system 2912
8 |Blood Bank-AABB Immunohematology Compatibility testing 2932
9 |Blood Bank-AABB Immunohematology Direct antiglobulin test (DAT), non-automated 2952y
10 Blood Bank-AABB Immunohematology Donor unit retyping 2914
11 Blood Bank-AABB Immunohematology RBC antigen typing 2944
12 Blood Bank-AABB Immunohematology Rh type (includes weak D) 2955
e Save this file on the G drive within the G:\AHC_Lab\Quality Assurance\Proficiency
Testing\CAP current year\Activity Menus.
e Name the EXCEL file using the CAP number and date.
e Customize the margins to 0.2” on each side and all columns on same page. (If the 5
view is too small to read, hide any columns that are not essential to the test name and -
activity menu code prior to printing the file.) @
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B. Printing the Manual Activity Menu Change Form from the CAP website:
Return to the PDF view of the Activity Menu:

Contents  First Prov Next tast Goto Page ENNNIEN o 10 EEECIR Fxcel Export  PDF Export  Print

COLLEGE of AMERICAMN

SU: ALL

Laboratory Accreditation Program
Labaratory Aetivity Monu

Page | of 10
ORI TNNE 1017 AM

Tout? ow s\ FTE
Actnaty 10 s . T S Missing PT
Required NG Crrcament
A Eamman 3334 ¥ N
TmMAIRGhAmatalagy 2048) v \
Fmmanchamatalogy 3381 ¥ \\
Immanchematalogy Artibody irtineat 2924 v NN\
Antibody screen 2947 ¥ N
blood banking test system 912 v
] 2932 ¥ \
TmmnGhematolagy Diwct antighobuin sl (OAT), nen-auomated 2952 ¥
TmmnGhematlagy Canor unit retyping 2914 v
TmmanGhematolagy RIC antigen being 2944 v
RN type (INcluges waak D) 2688 ¥
Sickle cell scresning on doncs units ELESS ¥
Fa70) v
Tranafision Seraces 2925 i
Teraces 2919 v
Transfusion Seraces Bloodicampanent storage 90;‘ ¥
Tranahision Seraces Shanion in his Tacay 2983 v

PT provided by the CAP ar other praviders
f PT ative

LAMT_LAMS

Select the link labeled Test Menu Change Form from the upper right of the PDF screen:
The blank Activity Menu Change form will appear on the screen:

Step 1: CAP Number and AU ID Number {Required)

Mrrrrrr rrrrro
| ahamtory Nama
City State

Step 2: Instructions

- To add a test/activity: refer to the CAF Master Activity Menu to
determine test/activity codea(s). If unable 12 find an appropriate
code just submit a description in the Test/Activity field and a
code will be assigned,

=  To delate a test/activity: refer ta your laboratony's Activity Menu
with PT Optiens or Laboratory Data Report (both avallable
through a-LAEB Solutions)} to datarmine the appropriate coda(s)
to delate.

Accreditation Program
Test/Activity Menu Change Form

Important Notes for CAP PT Customers
Do not use this form to order, cancel, or make changes to
method codes for proficlency testing (PT) Surveys.
Changes 1o your laboratory’s Activity Menu will not result In

changes to your CMS regulatary reporting selection for PT, A
currant ChS Analyte Reporting Selaction report can be viewed

through e-Lab Solutions.
For more Information call Customer Contact Center at
1-800-323-4040, option 1.

Indicate the Saction UnitDapartmeant affectad by the
addition/delation.
Submit 1@st Menu changes by one of these methods:

- FPreferred method of modifying your laboraton's Activity

Menu is online through e-LAE Solutions (Laboratory
Accraditation).

- Email completed form to testmenudpcap.org. The form
available as a fillable pdf through e-LAE Salutions.

= Fax completed form to 84 7-832-8171.

i=

Add/iDelete

- A
) Delate

Test/Activity Name
Iren
Add/Delete

O Add
) Daloto

Test/Activity Name

2 Autcd
) Dalata

O Mt
2 Dolote

Activity Code
[z]s]=2]7]

Activity Code

Section Unit/Department
Core Lab

Section UnivDepartment

2 At
) Dalata

O At
) Delata

O A

Acicd
Dasleste

O A
2 Delete

Step 3: Authorization Information

Prirt Name

Phona/Ext.

Emall

Date:

Test/Activity Menu.

41546

1518

Give the materials to the section supervisor or manager for review.

|
Print the Test/Activity Menu Change Form and attach it to the printed copy of the
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Title: CAP Activity Menu Changes/Updates

Site: Germantown Emergency Center

C. Supervisor/Manager Process:

Review the Activity Test Menu against the laboratory reported tests.

Identify any missing or extra tests on the activity menu.

Document changes by adding the test name and code on the printed Test/Activity
Menu Change Form

Return the updated Test/Activity Menu Change Form to the QA team for processing.

D. QA Specialist Process:

Manual submission of changes

Review Test Menu Change form for any additions or deletions.

If no adjustments are indicated; no changes will be made. Scan the entire Test Menu

and the menu change form into a file labeled by the CAP ID number and save the

document into the current year CAP folder/Activity Menus. Saving the file indicates

the date reviewed.

If changes are needed, the QA specialist will locate the CAP identification number for

the test, update the form with the number, fill out the bottom of the form, and fax it to

the fax number printed on the form.

o0 Attach a copy of the menu change form and the fax confirmation along with the
other activity menu sheets and save the document into the current year CAP
folder/Activity Menus. Saving the file indicates the date reviewed.

Electronic Submission of Changes

CAP allows electronic submission of changes. The process is easy, but lengthy and
limited to only users with Accreditation privileges. See Addendum A for details.

6. RELATED DOCUMENTS

N/A

7. REFERENCES

N/A

8. REVISION HISTORY

Version

Revised | Approved

Date Reason for Revision
By By

9. ADDENDA AND APPENDICES
Maintaining Accreditation Information via CAP Website
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Addenda A

1.

2.

3.

4.

Updating Activity Menu Changes via the CAP Accreditation Module

Log onto the CAP Website and access E-Lab Solutions. If you have access to multiple sites,
select the CAP number that corresponds to the appropriate site.
Select the Laboratory Data Maintenance Link

CAP Accreditation

e

/5 f‘ =
(5 Laboratory Data o " o, _— . =5 Activity Menu with PT
’ ¥ Maintenar:ce k- 2o Accreditation Checklists ’ ¥

/

.‘,: " iy Options
| — -'_\-‘

= = ba
- - . . F L
— == |nspection Summation CAP Accreditation
4 - o
S,  Loboratory DataReport o, Report S Certification Mark

£ n\.\\\‘& g n“\\\l& 0 5

=
'?d'; ]

The Accreditation Window opens. Select the tab “Laboratory Section Information.” Choose
the appropriate lab section.

Along the left side of the screen, select the button for Activities. Notice that the link attached
to the My Section Unit Activities indicates “Remove Existing Activity” and the link above
the Newly Added Activities offers the option “View CAP Master Activity Menu to Add (or
remove) New Activities”

Selected Organization AU 1D: 1406322
COLLEGE of AMERICAN Selected Organiza tion CAP#: 7185324
PATHOLOGISTS Washington Adventist Hospital, Quest Diagnostics at Washington Adventist When making any updates, you must also
Hospital click the "Submit to CAP” button under the
Laboratory Finish/Submit tab. Only then will your
7600 Carroll Ave data b bmitted to CAP.
Welcome chg130 Takoma Park, MD 20912-6367 e e suhmiled o @Cnntact the CAP
Home Laboratory Data/Director Information Laboratory Section Information Personnel Forms Attachments Finish/Submit
Section Maintenance (Core Laboratory - 1406451)
Items listed below in Red have missing "="indicates required data "!" indicates modified data

or invalid data.

+ Reviewthe activities listed in "My Section Unit/Department Activities” a
« Toremove activities click the "Remove Existing Activity” link
+ To add additional activities, click the "View CAP Master Activity Menu to Add (or remove) New Activities" link
[ Activities « Click on a column haader to sort tha activities by that attribute; click the header again to reverss sort

- NOTE: Changes to the laboratory's Activity Menu will not result in changes to your CMS regulztery reporting
st Sites selections for proficiency testing. For CAP proficiency testing participants, 2 current CMS Analyte
Section Address Reporting Selections report can be viewad online or obtzined by calling 800-322-4040.

Demographics

Definitions
My Section Unit/Department Activities i) Remove Existing Activity

(-] Name Subdiscipline Category

! 1643 | Gentamicin, serum Special Chemistry Reportable Assays - Basic List

! | 1580 | Myoglobin, serum/plasma Chemistry Reportable Assays - Basic List
! 1651  Phenobarbital Special Chemistry Reportable Assays - Basic List
! 1670  Tobramycin, serum Special Chemistry Reportable Assays - Basic List
LYl ™ J 177
Newly Added Activities ] View CAP Master Activity Menu to Add (or remove) New Activities
'l
[+] i ] O
Could not find the test on the CAP Master Activity Menu? ] Add/Remove Miscell Activity
Name Subdiscipline (Discipline) Sk
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Quest Diagnostics
Site: Germantown Emergency Center

Title: CAP Activity Menu Changes/Updates

5. Selecting either add or remove will open a second page , one page with a search field, for
adding tests or a page of existing tests to select tests for removal. Add or remove tests as
necessary and press the Confirm Selection button at the bottom left of the active web page.
This will dissolve into the original activity page. You must select the Save and Close button

at the bottom left of this page

Selected Organization AU 1D: 1406322

. COLLEGE of AMERICAN Selected Organization CAP#: 7185324

 PATHOLOGISTS

Hospital
Laboratory
7600 Carroll Ave

Welcome cbg130 Takoma Park, MD 20912-6367

Home Laboratory Data/Director Information

My Section Unit/Department Activities
Search Criteria

Discipline:| Il

Washington Adventist Hospital, Quast Diagnostics at Washington Adventist

Laboratory Section Information

Catagory:

Re

:
"
5

Name
Gentamicin, serum
Myoglobin, serum/plasma
Phenobarbital
Tobramycin, serum
Common (CAP Office use)

Enzyme immunoassay

0000 EEE

Confirm Selection

() ShowAll |_| Scope of Service/Method Only

Subdiscipline

#fecial Chemistry
All Common
Toxicology
Bacteriology
Special Chemistry
Bactericlogy

Bacteriology

When making any updates, you must also
click the "Submit to CAP" button under the
Finish/Submit tab. Only then will your
data be submitted to CAP. @Cn

Personnel Forms Attach Finish/Submit

v | Subdiscipline:

Activity Name;

Reportable Assays - Basic List

Reportable Assays - Basic List
Reportable Assays - Basic List
Reportable Assays - Basic List
Scope of Service/Analytic Method
Scope of Service/Analytic Mathod
Scope of Service/Analytic Method
Scope of Sarvice/Analytic Mathod

Reportable Assays - Extanded List

Reportable Assays - Extended List
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Quest Diagnostics Title: CAP Activity Menu Changes/Updates
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6. Once you have completed the work on this tab, select the tab for Finish/Submit. You will see
a notice to generate a PDF of your information, select OK.

Home Laboratory Data/Director L v Section Porms

Attachments. Finish/ Submit

Generate PDF
taboratory Section Information P hobtlek woy ot Bitinse o cload
the browsar while generating the PDF.
Sews T Maree Status
Attachmen ts
ATschment Type Fike Naims
Add Comment
I | BT

A PDF of the laboratory’s current Section Accreditation Information, appears on the screen.

7 == = |
I:‘/ 4\:. ':'-;;'l “I. http://laboratoryselfservice.cap.org/lcprox CAPFormBuilder/RenderForm 2 - e x| iy e E
| % caporg =
> By -
P E D & e W 1 s e Y & | ©® ® sk - | Fson- | J "
& Laboratory Section Information . !
o
E
SOP ID: GEC.QA241, SGAH.QA929, WAH.QA920 CONFIDENTIAL: Authorized for internal use only.
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Quest Diagnostics

Site: Germantown Emergency Center

Title: CAP Activity Menu Changes/Updates

7. Save this file on the G:\\AHC_Lab\Quality Assurance\Regulatory

Compliance\Accreditation\(site folder) SGAH (Site abbreviation) and date i.e.03.24.16

'E] 7196153 Remove occult bld 02,1815

'E] 7185322 Activity Changes7.07.15

'E] 7185322 Activity Menu update 081415
'E] 7185324 Activity Menu update Transfuse ...
'E] 7185322 remove Sweat

ﬁi] 7185322 activity change 02.16.16 -reduci...
E] 7185322 activity change 02.24.16 -Urine C...

8. After completion with the PDF file, the next screen asks you to ‘Submit to CAP’. Respond

YES.

“ Viw Video Tou

Laboratory Data/Director

Laboratory Section Information

Attachments

Attachmeat Typs

Laboratory Data/Director tnf

2/19/2015 1:25 PM
1/7/201512:15 PM
8/14,/2015 4:29 PM
8/14/2015 4:44 PM
8/31/2015 4:37 PM
2/16/2016 2:42 PM
2/24/2016 2:49 PM

v Section Inf

Personnel # orms

Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...

EE WG B Comments

Submit to CAP Confirmation

Are you certain all data has been reviewsd and you

want to submit it to the CAPZ

Attachments

4
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9. The next screen confirms that the changes have been submitted to CAP

When making any updates. you must also
chick the “Submit te CAP™ butten under the

Finesh/ Sy

it tab. Only then will your
L I sl Avm ata vitted to CA
Wekcama chg i3 e data be submilted to CAP y artnct the

Home Lisb Data/ Lab ¥ 4 1 Forms Finish/ Submit
$ e o
If an 2eim be At - it LALCONG 10 (N Cviihe the frassing WO mates
Commaents
Laboratary Data/Director X" below ndicates incomplets dat

Mamie Matas o
Submit to CAP Confirmation
tabaratory Section Information You have submil
the CAP,
fri o Maree Status by CAP befor
odde
Attachments
Atashrment Type Vde Name

10. After three to four days, review the contents of the activity list to ensure that the changes
have taken place.
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