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/ HealthCare TRAINING UPDATE
Lab Location: All Sites Date Distributed: 3/27/24
Department: Core Lab and Blood Bank Due Date: 4/10/24

Implementation: 4/4/24

DESCRIPTION OF PROCEDURE REVISION

Name of procedure:

AHC.QA 5000 MedialLab (ML) Document Control Basic User Funtions

Description of change(s):

Updated the screenshots and information on logging into ML using SSO from the link provided in
the SOP and by accessing the link via the AHC Intranet.

Document your compliance with this training update by taking the quiz in the MTS
system.
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1. PURPOSE
This procedure describes the basic MedialLab user functions and provides useful
information on how the electronic document control system (EDCS) works.

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

3. 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
o Becoming proficient in using the EDCS as applicable to their roles and duties.
o 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.
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4. 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.

S. PROCEDURE

Log In for Laborato% hnical and Non-Technical personnel
Step : %}. Action

1 |A. Technical and N chnical Laboratory staff log in using Single Sign On
(SSO). S

To log into Media Lab usin&g, click the link below:

o

https://www.medialabinc.net/sso/adw€ntisthc.aspx

If you are logged into an AHC computer@will automatically be taken to
Media Lab. If you are not, you will log in s@ your AHC email and

password (see below) (\/’
).
e

/ Adventist
/ HealthCare

Sign in with your erganizational account

Note: Access to the system is also available via the Adventist HealthCare
(AHC) intranet. See step 2 for details.
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Step

Action

B. Create a shortcut to save the link to your desktop:

1) Right click on the link above and copy the hyperlink

2) Go to your desktop and right click again

3) Go to “NEW” and open the drop down list

4) Select “Short Cut” from the drop-down list. A dialog box will
open.

5) Right click in the box and select Paste (this will be the link you
previously copied)

6) Select NEXT

7) In the dialog box, type the name of your short cut: for example,
“Media Lab SSO”

8) Select “FINISH”

9) You have now created a shortcut you can use to log on to
MediaLab.

2
2,
°

Log in for non-AHC users (insé):@tors, Quest corporate managers, etc):

Access Medialab via this li tp://www.medialab.com
Enter the Username and Pass %rovided. You will be asked to change

your password the first time you lo

@ MediaLab

COx.
Log In to MedialLab /
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2 A link to MedialLab SSO is available on the AHC intranet.

https://intranet.adventisthealthcare.com

Go to: Care Excellence — Clinician — Helpful Links.
a. Itis listed as “Laboratory MedialLab”
b. Clicking the link will take you directly to Media Lab via SSO.
/ Adventi St Thu Jl 16 13:26:34 EOT 3020
HealthCare

AL Woridflows

- Clinigal Informatics ﬂ I
1At Clinical Standards _

l:-- v
e D“'v\.‘ilull'h' ) y e atirn e oong o Mokde View
us Y AHC Formalary
T Dawr .rr\.@
3 Laboratory Crystnl Reports

=M Growups and Program

Musi Wih Arcess

Patient Cae Foumes
Phytician Adwicory Vooora Training Videos

Board Teletrackong

Phyician Deramtimne Q S T —
W Qrder sats E Laboratory Test Directory I

U Temining Materiak

e B Phorme Book

P _..Am ory Care Mans
Lizwi-Coir }':

3 The Home Page screen will display:

Oo

. | @ MediaLa

b Document Control Lab, Adventist To-Do 88 Apps

Advertist HealthCare

@ Home & To-Do &8 My Permissions [ View Documents & Manuals (D Page Help (D Need More Help?

Document Control Home

Site System Updates
Adventist HealthCare (site 1D #120092) Document Control hotfixes: 1 hotfix applied on 12/14/2021 Info

Primary Administrator: Robert Sanluis
Document Control upcoming version: 6.1, scheduled for

(RSanLuis@aduentistheslthcare.com) :
1/1/2022: Info

Set Up PIN and Signature
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4

These buttons are used for:

} Home & To-Do 8§ My Permissions  [& View Documents & Manuals

a. Home & To-Do takes you to main page and will display any tasks. This
feature is not used for generic log in.

b. 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.

This Help screen access displays to the right. It provides information about
Medialab and all text in blue will take you to additional help on that topic.

({1 Page Help (P Meed More Help?

a. Page He’k%:cribes how to use the page that is being accessed.

b. Need Mor will take you to a search area.

B. Viewing Documents

9

Step

[/
0:%\ Action

1

Click “View Documents & MM?:.

Lab, Adventist To-Do

@ MediaLab Document Control

88 Apps =

G Home & To-Do & My Permissions [, View Documents & Manuals

Sortby| nun w

@ Page Help
< Find the documents you He% the index to the left.
&
Click Documents to view and searc j t5 by title, number, description. or
Click Manuals te see documents organize: by&\‘

Click Bookmarks to see documents that you've bookmarked.

@ Need More Help?

[search tigs]

Filter by

Explain status icons (e.g. =, &)

Showing 1o 250 of 2551 resuhs.
Pre s 1-250

Click To-Do to see documents and other items on your personalized to-da list.

More Options

View Documents Sent To Me Or By Me (&

View Documents 've Signed as 3 Performing Employee (@)
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Step

Action

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 & Manuals

Documents | Monulig Bookmors  IoDofll A

| C

@

Search| Document Title, Number, and Description V|
for|
Eilter By Sort by [number /|

| Search »

/N

//

\\

View Documents & Manuals

Documerts Bookmarks

(S
4.

Seorch|Document Title, Number, Description ]
forl |
s |
Exploin status icons (e.g. = . &, efc))

Sort documents in manuals by | manual order v

@ Core lab
73

@ Demo Section
.32

O Field Cps
o 42

@ Formmns

o

General Lob
o Volidations

. 139

Set this page as your defoult view for "View Document:
Monugls'n

Scroll to the bvov@nd select the option to make this your default view.

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

documents it contains.
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4 Searching for a document

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

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

View Documents & Manuals

bscumern —

Sec:rchl Diocument Title, Mumber, Description
fc\rl |

it By |

To-Do 0]

Exploin status icons [e.g. = , &, efz)

Sort documents s ruals by

d. The sys
e. Clickonad

View Documents & Manuals C 4
Cocuments Bookmarks T

i

Seun::h| Document Title, Mumber, Description

forlc,ollec:tim

clear search Search
Fiter &y | )
Exploin status icons (e.g. = . &, etc)

Found 14 documenfs that matched your search.

= Core lab
5 Microbiology
SGAHMET e 1p  Colectio ronEno
9 GEC Specific
GECMZZ1 e po

= Field Ops
5 Phlebotomy
FEAHFID * 2 Adventist Behavioral Health
Collection Protocol [SEME onby)

EGAHP?E s gp  Adventist Heglithcaors
Eehabilitation Hospita
Collection Protocol

SEEHPIT w pp  Elling Loborgrory Collection:
SGAHPEIS  » o Bood Sollection Expirction Tube
Audlit

FGAHPPGS e gp  Chain of Custody Collections

A DECE

ill display all documents that match your search criteria.
ent title to display it.
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5 View by manual

a. Click on the deiartment to see sub-manuals

View Documents & Manuals

Documents Eookmiarks To-Do IE ’\

Sec.'rchl Document Tithe, Mumber, Description Vl
far| |
s |
Explgin status icons (e.g. » , # . elc)

Sort documents in manuals by | manual order W

25

8 Uringhysis § Inm
o 10
8 GEC Specific

a 'J\l'\:I'SA-| Specific Qa&
(o)

.2

1 Deno Section / ‘
d Field Ops &

b. Click on the sub-manual to see doc
Medialab

View Documents & Manuals

3ort docurments in manuals by | manual order W

g Core lab
73
Cero Section
0 Field Ops
=42

@ Fonms

Zenerc| Lok

E

1 Adminisirative Paolicies (HR, Communication]

FGAHLZE s 40 Affendonce Policy
FGAHLAZ s 20 [Binder Format Standards

SGAHLS2 e 1 <ell Phone Usoge and

Electronic Media Players Policy

[+

3GAHLIE s 20 Communication of Laboratory
Information

FGAHLLE s 40 CownerSchedule and

IGAHLIE " 50 ress Standands

SEAHLZI ¢ 40 Emolovee Conduct
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6 Click on a docum

.72
) Forms ated in: Gensrai Lab » Administrative and HR Policies
=472 Fuuzilable actions & reports for this document

-] General Lab

Currently Viewing Version

& Attendance Policy

This version is » approved and current.
Effective starting 11/23/2020.

Last reviewed on 11/20/2020.

Some signatures were recorded outside of Medialab

*30 Binder Format
Standards

i
=
4

o Cell Phone Usage

and Electr Media

Players Policy.

GotoPage| 1

4l
i
=
5

& Dress Standards

«70 Employee Conduct

NGAH.L52 Cell Phone Usage and Electronic Media Players Policy (Procedure)

20 Approved and Current v

v of 3| |36 5K

Bookmark document

Focus on document (hide other info)

Print Uncontrolled Copy

Search for Search

SGAHL11 «4.0 Hospital Policies via
Intranet
Pagelof3
SGAHL22 -6
SGAH. 4
Title: Cell Dhone Uzazs and Electronic Madia
Players Poliy
SGAHLI0 e d
Hon-Techuical SOF
SGAHLSE . - - -
Title [ Cell Phone Usage and Electronic Media Players Policy |

side.
b. Use the scr
document.

z

Pranarad he | Leslie Barrett

a. Click OH%BII‘OW tab (<- or ->) to close the panes on the left or right

or arrows on the far right to page through the

Date: 1/302013 I

()

4,

C. Printing Documents

Step v/

tion

1 Find and display the document as
definitions for an explanation of Unc
Forms can be printed as ‘blank’ docum:

e&r' ed in section B. Refer to the
éQed vs. Controlled copies.

2 Uncontrolled copies are intended as one-ti

watermarked as “uncontrolled”. Such docum:
end of the shift and never placed in a manual.
a. Click on Print Uncontrolled Copy

ference document and will be
£}! ust be shredded at the

%

Goto Page| 1 ~|of5|C'|3€3%| PontUncontrolled Copy (&
Page 1 of 5
Advamist HaalthCare
Sitz: Shady Grove. entar, White Ok Madical Cemter,
Germantonn Emargancy Center Title: Dress Standards

HNon-Technical SOP
Title | Dress Standards
Prepared by | Leslie Barrett Date: 2/20/2009
Owner | Robert Sanl ms Date: /122012

Laboratory Approval

Print Name and Title | Signature

| Date
I

Refar to tha alacfronic rianaiure naca for

pdf.

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

c. Select appropriate printer and click OK
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Step Action
3

onto the system (excel or word).
a. Choose the appropriate option

AG.F368 Monthly QC Summary Report (Farm)
Located in: Forms = Core Lab Formns

Available actions & reports for this document

Currently Viewing Version 00 Approved and Current

Linked tor s

Effective starting 1/31/2017,
Periodic review not required.

Seme signatures were recorded outside of Medialab,

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

b. Follow prompts to print or save document.

This version is « approved and current. This document was uploaded as an existing document on 1/16/2010 by Leslie Barrett 10:577.

Bookmark document

Focus on docui

Viewing Workbook 1 of 1 | C'| € 2%

Print Blank Form (xlsx) (@ Print Blank Form (PDF} @

¢ 9 i

Monthly QC Summary Report for Quest Diagnostics at Adventist Healthcare

Page 1of1

CoumulLar|  Lare! - Derice D
e - Dase swited Dnstruent | ®

DAILY QC 3
Teek ‘Comments and/or Action Taken

%

a. Click on Available

SGAH.L18 Dress Standards (Procedu !

Located in: Genaral Lab » Administrative and HR Poli

Available actions & reports for this document

Currently Viewing Version 6.0 Approved and Curren

SGAH.L18 Dress Standards (Procedure)

Located in: General Lab » Administrative and HR Policies

Available actions & reparts for this document

Document Information and Options &

Editing

Approval and Review D

Printing & &
Beports b

Approval and Review &

Printing =

View & print controlled copies

4 Only staff designated V@Administrator access can print controlled copies.
ions & reports

b. Then select Printing //”

c. Choose View & print controlled copies option

Bockmark document

Flag_this document as needing an update

0“

/0

/&,
e
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Add a New Controlled Copy of a Single Document

Step Action
4 d. Enter in the required fields of where it will be located and reason for
Cont’d printing and select Create Controlled Copy.

Did you know that you can create contrelled copies of an entire manual? It's MUCH faster than printing copies of each document in

the manual, and you'll save yourself a lot of work,

To print a controlled copy of a manual, click on "[edit]” next to the name of a manual or submanual in the left-hand panel, then click
on "Available actions for this manual”, and select "View / print controlled copies of this manual®, Click on the 7 to learn more: (2)
Dacument Version 6.0 Approved and Current hd
Location {e.g. the copy's physical location, 5o it can Iater be found and replaced)
P
Motes (e.g. reason for printing, etc)

x’( Create Controlled Copy

e. A dialogu€ box opens — choose Open. The document will display as a

pdf.
f. Select appropriate”peinter and click OK

6. RELATED DOCUMENTS

NA

7. REFERENCES

Document Control User’s Manual, Media Lab, Inc., 11/27/202%

MedialLab Help Center (SSO), https://www.medialabinc.net/ssé/ddventisthc.aspx
Media Lab Help Center (non AHC users), http://www.medialab.Coi

8. REVISION HISTORY

Version | Date Reason for Revision HEILSGL | ATTIRCE
By By

1 10/1/20 | Header: changed WAH to WOMC L Barrett | C Bowman-
Section 5: added access via AHC intranet Gholston

2 12/20/21 | Header: deleted site names, added All Labs L Barrett C Bowman-
Section 5: updated screen shots for new ML version Gholston
Footer: updated prefix to AHC

3 3/21/24 Title: Added “Document Control” to title D Collier |C Bowman-
Section 5: Added instructions for logging on using Gholston
Single Sign On (SSO) with new screen shots.
Section 7: updated references

9. ADDENDA AND APPENDICES
NA
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