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  TRAINING UPDATE

	Lab Location:
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	Department:
	Processing
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DESCRIPTION OF PROCEDURE REVISION

	Name of procedure:

	Tracking Specimens Between AHC Sites



	Description of change(s):  

	All specimens from FWMC will be tracked to WOMC.

When samples arrive at WOMC, staff will review the tracking list to determine if any need to be forwarded to SGMC for testing.  This is accomplished by reviewing the “Worksheet” column of the tracking list.

· Tests done at WOMC start with a “W”

· Tests done at SGMC start with an “S”

To forward specimens, 

· Access Sunquest function TR

· Select “3” to enter/receive batch specimen

· At the “Current Tracking Location” prompt, type the template code for the receiving lab.

· Update the track location to the final destination laboratory
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1. PURPOSE

To define the process for tracking specimens between laboratory sites in the AHC system for testing.
2. SCOPE
This procedure applies to any specimen that will be sent between laboratory sites in the AHC system for testing.
3. RESPONSIBILITY

All specimen processing and GEC staff must understand and adhere to this procedure for sending specimens to another laboratory site for testing.
4. DEFINITIONS 

NA
5. PROCEDURE

General Considerations
	Step
	Action

	1
	All tests must be received in Sunquest before beginning this process.

Note:  This process does not apply to specimens that will be referred to Quest for testing.  These are specimens in which the test code starts with “X” with one exception:  this process is used for blood cultures.



	2
	Aliquot the specimens in plastic transport vials and label per procedure “Aliquoting Specimens.”
A. Access test information using Sunquest function MIQ.  DO NOT send out specimens that do not meet the test requirements.

B. Write the final destination on the tube.
C. Write the storage conditions on the tube if the specimen must be stored refrigerated or frozen.
For blood bank specimens, ship in the original tube.  Verify labeling is correct before sending.


	3
	Specimen processing is responsible for tracking specimens that are sent to another laboratory for testing prior to courier pickup.  Courier schedules are published in procedure, “Courier Schedule and Communication.”


	4
	The general process to track specimens is as follows:

A. Sending site creates a batch in TR and edits as needed.

B. Sending site ships specimens to the testing (receiving) site.

C. Testing (receiving) site receives batch in TR.



Create an AUTOMATIC batch in Sunquest (FWMC ONLY)
	Step
	Action

	1
	Access Sunquest SmarTerm.



	2
	At the “function” prompt, type “TR” and enter to access the specimen tracking functions.



	3
	At the “?” prompt, type “1” and enter to create a batch.



	4
	At the “Template code” prompt, type in the appropriate template code and press enter.

FWMC
Code

Transport To/From

FLAB

Specimens from FWMC to WOMC then to SGMC, if applicable



	5
	At the “Cut-off date” prompt, press enter to default the current date.

	6
	At the “Cut-off time” prompt, press enter to default the current time.



	7
	At the “Batch comment” prompt,

A. Press enter to leave the field blank.

B. Type a semi-colon “;” followed by a short free text comment if indicated.



	8
	At the “Accept, modify, reject” prompt, type “A” for accept and press enter.



	9
	At the “Printer” prompt, type the number of the printer to which the report should print, and press enter.



	10
	Package specimens for shipping.

A. Obtain the specimens to be sent.  

B. Match each specimen to the “TRANSPORT LIST NUMBER-Batch #-IN TRANSIT” list to ensure all are present.  Add specimen to or delete specimens from the list as needed.

C. Place specimens in a transport rack in the order they are listed on the form.

D. Place the rack in a biohazard bag for transport.




Create VERIFY batch (All Sites)
	Step
	Action

	1
	Access Sunquest SmarTerm.



	2
	At the “function” prompt, type “TR” and enter to access the specimen tracking functions.



	3
	At the “?” prompt, type “1” and enter to create a batch.



	4
	At the “Template code” prompt, type in the appropriate template code and press enter.

FWMC
Code

Transport To/From

FBLC

Blood cultures from FWMC to WOMC

SGMC

Code

Transport To/From

SLAB
Specimens from SGMC to WOMC
WOMC
Code

Transport To/From

WLAB
Specimens from WOMC to SGMC

GEC
Code

Transport To/From

GIC

Microbiology specimens from GEC to SGMC



	5
	At the “Accept, modify, reject” prompt, type “A” for accept and press enter.



	6
	At the “Cut-off date” prompt, press enter to default the current date.



	7
	At the “Cut-off time” prompt, press enter to default the current time.



	8
	At the “Batch comment” prompt,

E. Press enter to leave the field blank.

F. Type a semi-colon “;” followed by a short free text comment if indicated.



	9
	Scan each specimen into the tracking list.

A. At the “Accession number” prompt, barcode the accession number from the lab label of the specimen.

B. At the “Test” prompt, 

a. Press “Enter” if all tests on the accession number are accounted for.

b. Enter the test code and press “enter” if only one or part of the tests on the accession number will be tracked.

C. At the “Final Destination” prompt, press enter to accept the default location.

D. Place the specimen in the transfer rack in the order in which it was scanned.

Continue this process with each specimen that will be shipped.



	10
	At the “Printer” prompt, type the number of the printer to which the report should print, and press enter.



	11
	Two forms will print.

A. The “TRANSPORT LIST NUMBER-Batch #-IN TRANSIT” list will print.  This lists all specimens that have been tracked in the batch.

B. A “SPECIMEN MISSING FROM LIST NUMBER Batch#” list will autogenerate and print if the computer identifies any specimens that have been received in the lab and are eligible for tracking but were not added to the list.  



	12
	Package specimens for shipping.

G. Obtain the specimens to be sent.  

H. Match each specimen to the “TRANSPORT LIST NUMBER-Batch #-IN TRANSIT” list to ensure all are present.  Add specimen to or delete specimens from the list as needed.

I. Place specimens in a transport rack in the order they are listed on the form.

J. Place the rack in a biohazard bag for transport.



	13
	If a “SPECIMEN MISSING FROM LIST NUMBER Batch#” report generated, review and reconcile specimens on the list.  Create a separate batch to ship specimens if indicated.




Create a MANUAL batch in Sunquest  (Used to send a STAT to another site; refer to Appendix A for approved tests)
	Step
	Action

	1
	Access Sunquest SmarTerm.



	2
	At the “function” prompt, type “TR” and enter to access the specimen tracking functions.



	3
	At the “?” prompt, type “1” and enter to create a batch.



	4
	At the “Template code” prompt, type in the appropriate template code and press enter.

FWMC
Code

Transport To/From

FMAN

Specimens with manual tracking from FWMC to WOMC

SGMC

Code

Transport To/From

SMAN

Specimens with manual tracking from SGMC to WOMC

(Use this code for malaria smears.)

SMGEC

Specimens with manual tracking from SGMC to GEC

WOMC
Code

Transport To/From

WMAN

Specimens with manual tracking from WOMC to SGMC

(Use this code for malaria smears.)

GEC
Code

Transport To/From

GLAB

Specimens with manual tracking from GEC to SGMC

(Use this code for malaria smears.)



	5
	At the “Accept, modify, reject” prompt, type “A” for accept and press enter.



	6
	At the “Cut-off date” prompt, press enter to default the current date.



	7
	At the “Cut-off time” prompt, press enter to default the current time.



	8
	At the “Batch comment” prompt,

K. Press enter to leave the field blank.

L. Type a semi-colon “;” followed by a short free text comment if indicated.



	9
	Scan each specimen into the tracking list.

E. At the “Accession number” prompt, barcode the accession number from the lab label of the specimen.

F. At the “Test” prompt, 

a. Press “Enter” if all tests on the accession number are accounted for.

b. Enter the test code and press “enter” if only one or part of the tests on the accession number will be tracked.

G. At the “Final Destination” prompt, press enter to accept the default location.

H. Place the specimen in the transfer rack in the order in which it was scanned.

Continue this process with each specimen that will be shipped.



	10
	At the “Accept, Modify, Reject” prompt, type “A” for accept and press enter.



	11
	At the “Printer” prompt, type the number of the printer to which the report should print, and press enter.



	13
	The “TRANSPORT LIST NUMBER-Batch #-IN TRANSIT” list will print.  This lists all specimens that have been tracked in the batch.



	14
	Package specimens for shipping.

M. Obtain the specimens to be sent.  

N. Match each specimen to the “TRANSPORT LIST NUMBER-Batch #-IN TRANSIT” list to ensure all are present.  Add specimen to or delete specimens from the list as needed.

O. Place specimens in a transport rack in the order they are listed on the form.

P. Place the rack in a biohazard bag for transport.




Add Specimens To or Delete Specimens From a Batch

	Step
	Action

	1
	At the “Function” prompt, type “TR” for track and press enter.


	2
	At the “?” prompt, type “2” for “modify batch” and press enter.


	3
	At the “Batch number” prompt, type the batch number from the header of the TRANSPORT LIST NUMBER-Batch #-IN TRANSIT” list and press enter.

[image: image1.emf]


	4
	The originating, current, and next track locations will display.  Press the enter key to accept the locations.



	5
	At the “Batch comment” prompt, press enter.



	6
	At the “Batch status (QT/TR/D):” prompt, press enter to default “Queued for transit.”


	7
	At the “Print” prompt, press enter.



	8
	At the “Sort” prompt, press enter.



	9
	At the “Accession number” prompt,

A. To add an accession, type the accession number to be added and press enter.

B. To delete an accession, type the minus sign (-) followed by the accession number and press enter.  For example, -M12345 [enter].  Please note that if you delete a specimen, it will not requalify for the report.


	10
	The accession number prompt will display again.  Add/delete another accession number or press enter to move to the next field.



	11
	At the “Accept, Modify, Reject” prompt, type “A” for accept and press enter.



	12
	At the “Printer” prompt, type the number of the printer to which the report should print and press enter.



	13
	At the “Use host” prompt, press the enter key to default the batch entry.  



	14
	The TRANSPORT LIST NUMBER-Batch #-IN TRANSIT” list will print.




Print Transport List to Accompany Specimens
	Step
	Action

	1
	Place the batch into transit when the specimens are ready to ship (prior to the courier pickup time).


	2
	Access Sunquest SmarTerm function “TR.”


	3
	At the “?” prompt, type “2” and press enter to modify a batch.


	4
	At the “Batch number” prompt, type the batch number from the “TRANSPORT LIST NUMBER-Batch #-IN TRANSIT” list and press enter.
[image: image2.emf]


	5
	The originating, current, and next track locations will display.  Press the enter key to accept the locations.



	6
	At the “Batch comment” prompt, press enter.



	7
	At the “Batch status (QT/TR/D):” prompt, “TR” will default.  Press enter to accept.



	8
	At the “Print” prompt, the default printer will appear.  Press enter to accept.


	9
	At the “Sort” prompt, press enter to default accession number.



	10
	At the “Printer” prompt, type the number of the printer to which the report should print and press enter.



	11
	The “TRANSPORT LIST NUMBER-Batch #-IN TRANSIT” list will print.  Ensure every specimen on the list is accounted for.



	12
	Send specimens with “TRANSPORT LIST NUMBER-Batch #-IN TRANSIT” list to the testing laboratory via courier.



	13
	File the interim documents in their appropriate locations and store for 30 days.





Receiving a Batch

	Step
	Action

	1
	When a batch is received at the testing site,

A. Compare the specimens received to the specimens listed on the transit list to ensure all specimens are accounted for.
B. Delete missing accession numbers from the batch following the instructions above.
C. Review the transport list to determine if any of the specimens need to be forwarded to a different location by reviewing the “worksheet” column of the tracking list.

a. Codes that begin with an “S” are tested at SGMC.

b. Codes that begin with a “W” are tested at WOMC.


	2
	Access Sunquest SmarTerm function “TR” for tracking.


	3
	At the “?” prompt, type “3” and press enter to receive batch/specimen.



	4
	At the “Batch number” prompt, type the batch number from the “Queued for transit” list and press enter.

[image: image3.emf]
If the transit list was not sent with the specimens:

A. Access one of the specimens by accession number using Laboratory Inquiry.

B. At the “Style List” prompt, select “Order List” from the dropdown menu.

C. Highlight the specimen for which you are obtaining information.

D. At the “Audit Trail” prompt, click “Select.”

E. The “Batch ID” will display on the right side of the screen.
[image: image4.png]F1674

Order physician:

Date
05/25/2018
05/25/2018

Collect D/T 05/25/2018 1235

Phieb Tech 850
CACCIABEVE MD, NICOLAS GEORGE
Activity

ORD ENTEGRCVD

IN TRAN/MOD

Order account #: 99999999

Batch Loc Tech

wias

128
120

Receive D/T 05/25/2018 1245

Act Loc
wes.
wes.

Test Codes
KeT
kBT

Order location: TEST

Batch ID

204







	5
	At the “Current track location” prompt, type in the template code for the receiving laboratory as listed above and press enter.



	6
	At the “Batch comment” prompt, press enter.


	7
	At the “Entire batch continues/disbands” prompt, press enter to accept the default.


	8
	Track samples that are moving on to a different testing location by changing the track location in Sunquest.



	9
	At the “Print” prompt, type “N” and press enter for no printing.


	10
	At the “Sort” prompt, press enter.


	11
	At the “Accept, Modify, Reject” prompt, type “A” for accept and press enter.



	12
	At the “Use host” prompt, press the enter key to default the batch entry.  



	13
	Deliver specimens to the appropriate testing department for completion.



	14
	File the “TRANSPORT LIST NUMBER-Batch #-IN TRANSIT” list in the designated location and discard after 30 days.


Track Status Codes
The following track status types will print on the various track lists and pending logs in the departments.
	Code
	Status

	U
	Unreceived specimen

	R
	Received—Not on batch

	Q
	Queued for transit

	TR
	In transit

	F
	Final destination received

	+
	More than one status; review in Laboratory Inquiry


6. RELATED DOCUMENTS

SOP:  Aliquoting Specimens
SOP:  Courier Schedule and Communication
Form:  Runners Delivery Service Log (AG.F372)
Form:  Runners Delivery Service Log for GEC (AG.F373)
7. REFERENCES

N/A
8. REVISION HISTORY

	Version
	Date
	Reason for Revision
	Revised By
	Approved By

	
	
	Supersedes SGAH.LIS23.5
	
	

	0
	12/5/18
	Section 5: added SFCC and HIVRS2
	LBarrett
	NCacciabeve

	1
	4/16/21
	Updated WAH to WOMC throughout
	SCodina
	NCacciabeve

	
	10/11/21
	Updated format for clarity; added FWMC; added approved STAT test list
	SCodina
	NCacciabeve


9. ADDENDA AND APPENDICES

Appendix A:  Tests approved for STAT transport
Appendix A

Tests Approved for STAT Transport

The following tests have been approved for STAT transport if ordered STAT:

	Hematology & Coagulation
	
	Chemistry
	
	Therapeutic Drug Levels

	BNP
	
	Amylase
	
	Acetaminophen (Tylenol)

	CBC
	
	Basic Metabolic Screen
	
	Carbamazapine (Tegretol)

	Cell count - fluid
	
	Beta HcG, qualitative
	
	Digoxin

	D-Dimer
	
	Beta HcG, quantitative
	
	Dilantin (Phenytoin)

	ESR (sed rate)
	
	Bilirubin, Neonatal
	
	Gentamicin

	Fibrinogen
	
	Bilirubin, total and direct
	
	Lithium

	Kleihauer Betke
	
	BUN
	
	Phenobarbital

	Platelet Count
	
	Calcium
	
	Salicylate (aspirin, ASA)

	PT with INR
	
	Carboxyhemoglobin
	
	Theophylline

	PTT
	
	CKMB
	
	Tobramycin

	Retic Count
	
	Comprehensive Metabolic Panel
	
	Valproic Acid

	
	
	CPK
	
	

	Urine & Immunology
	
	Creatinine
	
	Blood Bank

	Monospot
	
	CSF, protein and glucose
	
	Type & Screen

	Occult Blood
	
	Drugs of Abuse Screen (urine)
	
	Antibody Identification

	Rapid HIV
	
	Electrolytes (Na, K, Cl, CO2)
	
	Products for Transfusion

	Urinalysis
	
	Gamma GT (GGT)
	
	

	
	
	Glucose
	
	

	Microbiology
	
	Ketone
	
	

	C. difficile
	
	Lactate
	
	

	Gram Stain
	
	LDH
	
	

	Malaria Smear
	
	Lipase
	
	

	Quick strep
	
	Liver Panel
	
	

	RSV
	
	Magnesium
	
	

	
	
	Osmolarity (serum, urine)
	
	

	
	
	Phosphorous
	
	

	Chemistry
	
	Procalcitonin
	
	

	Albumin
	
	Protein, total
	
	

	Alcohol, blood
	
	SGOT (AST)
	
	

	Alkaline Phosphatase
	
	SGPT (APT)
	
	

	Ammonia
	
	Troponin
	
	

	
	
	Uric Acid
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