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DESCRIPTION

Name of procedure:

MedialLab Basic User Functions and Information
SGMC.QA5000 v1

Description of change(s):

This is a NEW procedure that describes MedialLab user functions

This SOP will be implemented on March 4, 2019

Document your compliance with this training update by taking the quiz in the MTS
system.
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PURPOSE

This procedure describes the basic MediaLab user functions and provides useful
information on how the electronic document control system (EDCS) works.

SCOPE
This procedure applies to all documents used within the laboratory.

RESPONSIBILITY
e The Quality Assurance specialists and designated managers serve as document
managers to create, revise and review documents.
e Supervisors and Managers are responsible for communicating any changes in users
and/or user permissions.
e All users are responsible for
o0 Becoming proficient in using the EDCS as applicable to their roles and duties.
o0 Adhering to the requirement that printed uncontrolled copies of any SOP must
be discarded by the end of the shift. The only exceptions are those documents
printed and maintained in designated binders for SOPs.

DEFINITIONS

Controlled Copy — Printed copy of a document has a unique copy ID number, which
allows it to be tracked and managed. When a controlled copy is created, its location is
entered, so that is may later be found if it needs to be replaced.

Uncontrolled Copy — Copy of a document that is not managed through document
control. It does not have a unique number or set location and must be shredded by the end
of the shift.

Periodic Review — All SOPs must be reviewed and reapproved by the appropriately
designated and licensed department director on a periodic basis not to exceed 24 months
from the previous reviewed date.
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S. PROCEDURE

A. Log In and Home Page

Step

Action

1

Access Medialab via this link: http://www.medialab.com
Enter the Username and Password provided. You will be asked to change
your password the first time you log in.

ww.medialabinc.net/

Search...

[ Cloud-Based Solutions for ...
File Edit View Favorites Tools Help
9% £ Free Hotmail £ MasterControl Login E3 QHL Portal - Quest Hospit...

% G Convert v FHSelect
[T v [ d v Pagev Safetyv Toolsv @~

» >

. Username Password ~

@MediaLab [

INCORPORATED Autoregistration code? Forgot yourusemame?  Forgot your password?

Stay in fouch with MediaLab - sign up for MediaLab’s mailing list

Home Cloud-Based Software for the Lab Quote Subscri Contact Careers

New from Medialab: IQE - CAPA
Manage your laboratory's:

L s I ST s o 1 .

+ Template forms

L4 Fully customizable

+ Reports and dashboards

+ Automatic charts and grophs

iy manage i1
+ non-conforming events, Nl
* PT failure investigation. and

*+ customer feedback resolution

IS —

+ Elsctronic signatures

with MediaLab’s new IQE - CAPA module.

Cloud-based solutions for clinical laboratories

More than 2,500 laboratories throughout the US and Canada trust MedialLab with their
document control, inspection readiness, compliance education, and CE requirements.

< >
100% -

The Home Page screen will display:

LM @ hitps:// v medialabine.net/Ims/admin/ad_tab_doc_home.aspxicid=2641818560=cl 210568 ~ @ ©

[§ Document Control Home - ... »

% @ Convert + [Select

File Edit View Favorites Tools Help
9 £ FreeHotmail &7 MasterControl Login @ QHL Portal - Quest Hospit...

Medialab

» »

3 v B ~ = o v Pagev Safety~ Took~+ i@~
A

| Home & To-Do ” Permissions H View Documents & Manuals ‘ Hesd help?

=] Document Control v

Welcome, Lab Tech!
Adventist HealthCare

Document Confrol Home

Me My Organizafion Help Hide
Lab Tech Adventist HealthCare
Site ID 120992 Document Control Home & To-Do List A

Primary Site Adminisirator: Roert Sanluis
RSanLuis@adventisthealihcars.com
View Help Video for this Topic
Get started with Document Control i &

Document Centrel frem Medialab has two

View Documents That I've Bookmarked » @ %
primary goals:

View Available Documents » & * Make the mest up-to-date versions of
your institution's policies and procedures
available to employees that need to
view them.

Helo monage your documsnts
throughout the document life eycle of
writing, approval, periodic review,
revision, and refirement.

Browse Documents by Manual » @

Set Up PIN and signature » @

Just need to find a decument or manual? Click
on the View Documents & Manuals fob.

Your Decument Control To-Do list is a list of W
everything that you need te personally

0%
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Step Action
3 Hover over these buttons to see options:

it o =o » o j g

Home & To-Do || Permissiens || View Documents & Manuals | Need help?

Welcome, Lab Tech!
Document Control Home Adventist HealthGare

- Folder = Document Control (access SOPs and forms)

(4 [o]

Envelope = Messages, the number will alert you to how many

Person = My Profile (add email, change password, etc.)

E Person with call out bubble = Help & User Forum

These buttons are used for:

Home & To-Do || Permissions || View Documents & Manuals | Need help?

Welcome, Lab Tech!
Adventist HealthCare

Home & To-Do takes you to main page and will display any tasks
Permissions will display your user groups, the document groups and your
access. For most staff this will be the ability to view documents and the
requirement to perform a sign-off on revisions.

c. View Documents & Manuals takes you to the actual manuals.

o

This Help screen displays to the right. It provides information about
MediaLab and all text in blue will take you to additional help on that topic.
a. Use the slide bar or arrows on the far right to scroll.
b. You can click on “Hide” to turn Help off.

Help Hide

Document Control Home & To-Do List A
View Help Video for this Topic

Document Centrol from Mediolab has two
primary gools:

* Make the most up-to-date versions of
your institution's policies and procedures
available fo employees that need to
view them.

* Help manags your documents
throughout the document life cycle of
wiifing, approval, pericdic review,
revision, and refirement.

Just need to find a document or manual? Click
on the View Documents & Manuals tob

Your Document Control Te-Do list is a list of
everything thot you need o personally
accomplish in Document Control. The task lists v

wdll Aamand An vennr Dinsimnant T andten)
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B. Viewing Documents

Step Action
1 | Click “View Documents & Manuals”.
(— 1B tetp e medialibing netimy admin/ id tak dos frameset nipalouds 2543561480 06020 ~ @ G J Search
"]
Fie Eda View Favortes Tochs Help ) * ®Comver v FESedect
ws &) Free Hotmail & MasterContrel Login 3 QHL Peetal - Quest Hespit.. v B 0 e v Pagew Safetyw Toolw i@r
Medialab Decumant Coniral - 109 Out
View Documents & Manuals
L
[.I.
A s SRR
More Ophon:
2 The system may display all documents alphabetically or numerically the first

time you log in.
You can change this by selection - choose “Manuals” at the top.

View Documents & Manvals

Documents | l*g'lgr"k@i‘ Bookmarks Ie-Do [o] ~
search|Document Title, Number, and Description ‘| «

for | | I
Search »

Eilter By Sort by [number | ¥
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Step Action

3

View Documents & Manuals
Documerts | manuals | Bookmarks ﬂ

~

Sea rc."l Diocument Title, Mumber, Description
fcrl |

:.:Ei-e.arc}l |

. ate]

Sort decurnents in manuals by | manual order v

1 Core Lab
73
1 Demo Section

1 Field Ops
42

! Forms

1 Generol Lob

1 Walidations

a5
Set this page os your defoult view for "View Documenis

Monugls" n

S —

documents it contains.

Scroll to the bottom and select the option to make this your default view.

Note the number that displays below the manual name shows how many

Searching for a document

b. Enter a search term in the field below
c. Click the “Search” button

View Documents & Manuals

Documents | Manuals | Bookmarks To-Do [0]
Secrcrl Document Title, Mumber, Description \R
.'c!l I
ﬂ | Search |
:"-er Sy

Explain status icons [e.g. =i

Sort docurments in manuals by | manual order W

a. Use the drop down to select “Document Body Text” if desired
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Step

4
Cont’d

Action
d. The system will display all documents that match your search criteria.
e. Click on a document title to display it.
View Documents & Manuals
Cocuments Manuals Bookmarks Iz-Do [5]
Secrc"l Document Title, Mumber, Description V|
fcrlcollec:tim |
clear search Search
= Tor E
ceto)
ound 14 documenfs that matched your search.
! Core Lab
! Microbiology
SGAH.NED 10 Soiection ong Tronspor of
! GEC Specific
GEC.MZ21 0o Molohio Smear Collection - SEC
only
' Field Ops
' Phlebotomy
IEAHRID 208 Adventist Banhavioral Health
collection Pro [EGIC onky
SEAHPRES oo
IEAHPITY o0 Eling Laporgrary Colections
FEAHPESS 10 Bood Coliection Expirgtion Tube
Audiit
FEAHPRE op  chain of Cuttogy Collections >
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Step

Action

5

View by manual

a. Click on the department to see sub-manuals

M Lab

View Documents & Manvals

Diocuments r_r:'.:n_nl._lul;_l Bookmarks To-Do [6] A
Sec:rch| Document Tide, Mumber, Description V|
forl |
| Search |
| rirery |
Explain status icons (e.g. = , .etc]

Sort documents in manuals by | manual order

1 Core Lab
d H"EE:-CI::

ol F

1 Hemctology f Coogulation

" 14

3 Microbiology

28
1 Uringhysis § Immunclogy
1 GEC Specific

3
1 WAH Specific

1 Demo Section

2

4 Field Ops

b. Click on the sub-manual to see document titles

Medialab

View Documents & Manuals

Sort documents in manuals by

d Core Lab
73

1 Demo Section
2

1 Field Ops
44z

1 Fonms

1 Cenercl Lob

1 Adminisirative Policies (HR, Communication)]

FEAHL2E 40 Amendonce Policy

FEAH.LAZ 20 Binder Format Standards

HZAHLSZ » 10 Cell Phone Usooe and
Electronic Media Players Bolicy

3AH.L2E » 20 Sommunication of Laborgtory

IZAHLIE 40 Counerschedule and

Communication

IEAHLIE 50 Dress Stondards

HEAH.L2I 40 Emoloyvees Conduct
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Site: Shady Grove Medical Center, Washington Adventist Hospital, Title: MediaLab Basic User Functions
Germantown Emergency Center and Information
Step Action
6 Click on a document title to display it

Medialab mp mgo |~

Home & To-De || Permissians || View Documen:

View Documents & Manuals

Sort documents in manuals by [menual order /]

AH.L52 Cell Phone Usage ond Electronic Medic Players Policy (precedure] ~
ccoteain: Gener Lo » Ad ive Folicies (HR, © i

[ fions & reparts for this document ook azcumant
#| " Cumflntty Viewing Version [1.0 Approved snd Current v
This version i opproved and cument. Effective siaring 1/20/2017. Last reviewsd on 12/14/2018.
GoioPage[1 w]of3 | [ St Uncontoled Capy | &

“Title: Cell Phone Usage and Electro

Non-Technical SOP

Title | Cell Phone Usage and Electronic Media Players Policy

Prepared by | Leslic Barrett

Owner | Robert SanLuis

I Laboratory Approval |
o | Print Name and Title | Signature | Date |

a. Click on the arrow tabs (<< or >>) to close the panes on the left or right
side.

b. Use the scroll bar or arrows on the far right to page through the
document.

C. Printing Documents

Step

Action

1

Find and display the document as described in section B. Refer to the
definitions for an explanation of Uncontrolled vs. Controlled copies.
Forms can be printed as *blank’ document.

Uncontrolled copies are intended as one-time reference document and will be
watermarked as “uncontrolled”. Such documents must be shredded at the
end of the shift and never placed in a manual.

a. Click on Print Uncontrolled Copy

SGAH.L18 Dress Standards [Procedurs)

Located in: General Lob » Administrafive Policies (HR, Communication)

b Available actions & reports for this document Bookmark decument

Currently Viewing Version | 5.0 Approved and Current V|

This version is approved and current. Effective starting 8/15/2018. Last reviewed o

Go to Page of & (5 Frint Uncantrolled Copy K

Find and highlight
b. A dialogue box opens — choose Open. The document will display as a
pdf.
c. Select appropriate printer and click OK
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Site: Shady Grove Medical Center, Washington Adventist Hospital,
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Step Action
3 When selecting a form or worksheet to print, the system will also allow the

option to print a blank copy. This version will not have a watermark and may
be printed (or saved) either in a pdf format or the format that was uploaded
onto the system (excel or word).

a. Choose the appropriate option

b. Follow prompts to print or save document.

View Documents & Monuals

i
Manthly QC Summary Report for Quest Diagnostics at Adventist Healtheare

[ T B 1 o .
- o it | L | e | B Camments andor Actisn Taben

Only staff designated with Administrator access can print controlled copies.
a. Click on Available actions & reports

SGAH.L18 Dress Standards [Procedurs)

Located in: General Lob » Administrafive Policies (HR, Communication)

b Available actions & reports for this document Bookmark document

oy

Currently Viewing Version | 5.0 Approved and Current V|

This version is approved and current. Effective starting 8/15/2018. Last reviewed o

Go to Page of & (E4 #rint Uncontrolled Copy | &

b. Then select View and print controlled copies
SGAH.L18 Dress Standards (Procedurs]

Located in: General Lab » Administrative Policies (HR, Cc

» Avdilable actions & reports for this document
Actions

@ Edit fitle, number. and description » @)

£ View / manage permissions for this document » @

o Put this document into a manuol» &

& | ink this document to other documents » &

& Edit hyperlinks inside this document » &

(=) View & print centrolled copies ,g,'\

o Upload o new revision of this document » &)

5% Change effective ond retirement dates » &)
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Step Action
4 c. Enter in the required fields of where it will be located and reason for
Cont’d printing and select Create Controlled Copy.

If you want to create a controlled copy of just this single document, confinue below

Document Version [5.0 Approved and Current |
Lecation

{e.g. the copy's physical
location, so it can later be
found and replaced]

Notes

{e.g. reason for printing, etc.)

Create Controlled Copy of This Single Document

d. A dialogue box opens — choose Open. The document will display as a
pdf.

e. Select appropriate printer and click OK

6. RELATED DOCUMENTS
NA

1. REFERENCES
Document Control User’s Manual, Media Lab, Inc., 12/2018
MedialLab Help Center, http://www.medialab.com

8. REVISION HISTORY

Version | Date Reason for Revision Reé';ed Appé’sved

9. ADDENDA AND APPENDICES
NA
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