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It is the policy of the Laboratory to call or fax results

Policy Statement ;
y upon request to the health care provider.

To provide instructions for the Meditech Call Menu

Pur . ) :
urpose functions to expedite and document the calling and
faxing of Laboratory test results.
Scope This procedure is applicable to each Laboratory

section that handles STAT testing and/or reporting.

The person entering the test request is responsible
for adding the call or fax information. The Lab
Office associates are responsible for calling or
faxing routine and STAT result reports Monday-
Friday 9 AM - 7 PM. STAT test results are to be
managed by the Core Lab Charge Tech when the
Lab Office is closed (evenings, weekends &
holidays).

Responsibility

A. STAT Results Reporting Protocol

1. The Call Menu contains functions to track patient results that need to be called or
Faxed based on the information entered at Order Entry.

a. The Call List is a report that lists all patients by accession number that
require results to be called or Faxed. This list will contain STAT and
Routine requests.

b. The Create Call Batch function will pull all call and Fax requests into the
function. CDS Desktop works within this function to Fax the reports.

c. After STAT requests have been called or Faxed, use the Call Batch
function to document that the STAT was communicated to the requester.

d. For MEDLAB patients - all results are to be Faxed to MEDLAB, not the
nursing home, critical alert values are also to be called to MEDLAB.

2. The Lab Office will handle calling or Faxing (as requested) all STAT results
during the time period 9 AM — 7 PM, Monday - Friday. The Call List is to be
pulled at 9 AM, 11 AM, 1 PM, 3 PM, 5 PM and 7 PM.

3. Monday - Friday, 7 PM, 11 PM, 2 AM, 5 AM and all day Saturday and Sunday
and holidays, the Core Lab Charge Tech is responsible for monitoring the Call
List for STAT requests.
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4.

a. For evening and night shifts, the Call List is to be pulled at 9 PM, 11 PM, 2
AM and 5 AM. The Charge Tech will review the Call List for any accession
numbers ending with an S.

b. For dayshift - weekends and holidays, the Call List is to be pulled by the
Core Lab Charge Tech at 9 AM, 11 AM, 1 PM, 3 PM, 5 PM and 7 PM.

c. The Charge Tech can hand the Call List off to a Lab Assistant to perform
the Call Batch function.

d. The associate is to document within the Call Batch function that the STAT
results were called or Faxed and put a check mark on the Call List for
each set of patient results that are successfully called or Faxed.

e. See #5 and #6 for instructions if attempts to call or Fax are unsuccessful.
For critical alert values follow the instructions provided in LADM 6005 Q
Alert Value List and Notification Process.

f. When the Call List is done, date and initial the Call List and return it to the
Charge Tech.

g. The Charge Tech is to review the Call List for appropriate documentation,
date and initial it; place the document in the binder titled STAT Call List.

On Saturdays, Sundays and holidays; the Charge Tech is to pull the Call List
every 2 hours: 9 AM, 11 AM, 1 PM, 3 PM, 5 PM, 7 PM, 9 PM, 11 PM, 2 AM & 5
AM; limit the list to patient test orders with a STAT priority.

B. Procedure

Step | Call Fax Procedure

1. Log into Meditech, select Laboratory, select ML, select Call Menu
2. From the Call Menu, select Print Call List

3. The Call List window opens, complete the prompts:

From Call Date, enter T-1

To Call Date, enter T

Abnormals Only enter N

Choose Print or Preview from the side menu, select OK

Print the Call List and review for any STAT accession nhumbers

If no STAT requests are on the List, initial and place in the STAT Call
List binder

~oooow
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Step | Call Fax Procedure

results

Fequisition Desktop
Laborarory

PTH Ingquiry

Patient Reports Desktop
Specimen Desktop

LIS Menus

Call Menu

Dictionary Lockup
Custom Reports

Medical Necessity Reparts
Patient Label

Maobilab Menu

'Laboratory Information System

b e . .

B call List - 5LO/ML - Dawn Hanson

X

g. If STAT requests are on the Call List, the Charge Tech can give the
report to Lab Assistant to complete the Create Call Batch function.
The Call Batch provides a documentation trail for the calling/Faxing of

h. The Charge Tech is responsible for completing the Call Batch
function if the Lab Assistant is unable or unavailable

‘call Menu

FProcess Calls

Create Call Batch
Close Call Batch

Print Call List

Print Call List by Client
Call Complete Log

Call Patient Log

Call Client Lag

N\

v

*From Call Date
*Thru Call Date
* abnormals Only

11/14/11
11/14/11

oK
«f

Cancel

¥
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4.

To create a batch open the Call Menu; select the Create Call Batch function and
complete the fields as follows:

S@~ooo0oTp

™. Create Call Batch - SLO,/ML - Dawn Hanson
e

From Date, enter T-1

Thru Date, enter T

Results, enter ALL

Priorities, enter S

Modules, LMB (default)

Maximum Number of Patients, enter 50

Choose Print or Preview from the side menu, select OK

As the patient reports on the Call List are called or Faxed in the
Process Calls function, place a check next to the patient’s name if
successful or an X if unsuccessful

The patients will continue to show on the Call List until the
appropriate response is entered in the Action field through the
Call button at the bottom of the Call Batch screen in the
Attempted Calls function

*Modules LME
Max Patients 50

*From Date 11/13/11 /Tfl *Results All /
*Thru Date 11/14/11 T *Prigrities S

Sub Dr Action Sub From Action Location Action

Site Action Status Action Facility Action

Test/Procedure MName

Save Select

Patients Account
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File Help
e = = =
CATE: 11/15/11 @ 0&37 Labor atory *TEST FAGE 1
USER = DHANSONZ Call List
Date Client Patient Account Mod  Specimen /;ﬁt Sub Or Sub From Ei1l Clnt
1171511 LAFFERJEF LION, PAUL LO00oooo0Z0E  Lab 111!E=I3[II]I][IZSx Abnormal  LAFFERJEF
5. Documenting the call or Fax using the Process Calls function:
a.  Open the Call Menu, select Process Calls
b. Click on the drop-down arrow to bring up available Call Batches
C. Highlight the appropriate Call Batch
d. Click or select Enter to open
/ /
Applications Laboratory Information/System
ABSTRACTING *LIVE* b [ |Requisition Desktop
ADMISSIONS *LIVE® b | Laborarory ¥ | (call Menu /
BILLIMG/&R *LIVE® P [|PTH Inquiry Process Calls
ENTERPRISE MEDICAL RECORD *LIVE™ P [|Patient Reports Create Call Batch
EXECUTIVE SUPPO YSTEM *LIVE™ b [|Specimen Des u} Close Call Batch
Laboratory *LIVE* P [|LIS Menus ¥ | |Print Call List
MIS Database k| |Call Menu b | |Print Call List by Client
MATERIALS MANAGEMENT *LIVE* p ||Dictionary Lookup ¥ ||Call Complete Log
MEDICAL RECORDS *LIVE®* P [|Custom Reports ¥ [|Call Patient Lag
Medical Recards Management **LIVE*™* P | |Medical Necessity Reports P [{call Client Lag
ORDER ENTRY *LIYE™® » | |Patient Label
PAYROLL/PERSOMNMEL *LIVE®* b | [Mohbilab Menu
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[ Call Batch -
FS Call Batches Lookup o ] |3
[ Search ]
-

Batch Created On Created By BrOm Date Thru Date Patients Specs
9798 03/04/12-2330 GHOBSOM 03/04/12 030412
9797  03/04/12-0141 EWILLIA4 03703712 03704412 9 10
9796 03/03/12-2258 GHOBSOM 03/03/12 03703712
9795 03/03/12-2144 GHOBSOM 03/03/12 03/03/12
9794 03/03/12-0228 EWILLIA4 0z/02/12  03/03712 4 7
9793 03/02/12-2206 GHOBSOM 03/02/12 03702712
9792  03/02/12-2036 GHOBSOM 03/02/12 03/02/12
9743 02/19/12-2225 GHOBSOM 02719712 027519712
9742  02/18/12-2253 MPAIGE 0z2/18/12 02/18/12
9741 02/17/12-2219 GHOBSOMN 02717712 027517712

- 9719 02/12/12-1632 BAMATO 02711712 02512712 5 7
9592 02/05/12-1831 GHOBSOMN 02/04/12 02/05/12 B8 11

- Q9582 02/01/12-2127 GHOBSOMN 0173112 02/01/12 =2 =}

Call Batch: 1 11/15/11 - 0847 by DHANSON2
\ 2 of 2 Selected
" Date Client Patient Specimen Result Ik
¥ 11/15/11 L&FFERJEF LION,PAUL 1115;C000025 Abnormal
¥ 11/15/11 TKACZUEDM LION,STACEY 1115:CO0001S
Sub Dr TKACZUK,EDMUND P MD Sub From
Phone (410)747-2600 Phone
Pager
Fax (410)719-9387 Requisition 00000668
Email Orders Camp Y
[Orders GLU AN ]
Yigw Print call View | Clase | Remowe |[Quick| call Close
Results | Results Client [Batch | from Batch | view | Cancel 3

Select the 1 check box or highlight the patient on the first line
Select Print Results to open the result report, select Preview
Review the Comment field to determine if the STAT results are to
be called, Faxed or both

—h
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h. If the request is to call the results and a phone number is listed on

the result report, use that number to call the provider
I. If successful in reaching the provider, place a C ( or Call) next to
the patient’s name on the Call List

Note: The most efficient way to process the Call Batch is to
handle all of the call requests and then the Fax requests;
instructions for Faxing using CDS DesktopFax are described
in Step 9

J- Select the Call button to the right of the Print Results button
k. The Attempted Calls window opens

6. The Attempted Calls function must be completed to document the reporting
(called or Faxed) of the STAT results:

FS calls

Attempted Calls
Specimen Date Time Action User

Patient
Client
Comment
\

*action |
Date
Time
Call Comment

Text appended To Specimen Comments

Cancel oK
3% «f

a. At the *Action field, click on the drop down arrow and select the
appropriate response (Called, Faxed, Called-Busy, etc.)

b. Press Enter, to go to the next line, the Date will default in

C. Press Enter again to default in the Time

d. Press Enter to drop to the Comment field and a canned comment
will be appended and show in the Comment box

e. The appended comment will also show on the result report

f. select OK, the window will close and return to the patient report,
click on the X to close the report and return to the Call Batch
screen
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F% action Lookup

B calls

=10 x|

[ Search

Status

Ernailed
Faxed
Other
Paged
Paged Again

Called
Called-Busy
Called-Left Msg

Attempted Calls

Specimen

Patient
Client

Commesgt
AN

Date Time Action

User

N
Y

*Action

*Date

*Time

Call Comment

Called
11/15/11
1006

-

ya

Text appended To Specimen Cnmr%ts

Results called on 11/15/11-1006 by DHANSONZ
to TEACZUEDM (410)747-2&00.

Cancel 0K
® 2

7. After completing the requests for STATSs to be called, process any requests for

STAT results to be Faxed:
a. From the Call Batch window, select a patient with results to be Faxed
b. Click on the Print Results button to open the patient report
c. Click on the Print icon, the Meditech Document Manager opens
d. At the Printer field, click on the drop down arrow, scroll to select CDS
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DesktopFax

e. Select Print all

2 MEDITECH Document Manager - MEDITECH Documes =1
Fil= Help

KA e e (FGwei WS 7

RUN DATE: 11-15-11 Laboratory *TEST* PAGE 1
RUN TIME: 0855 Saint Agnes Hospital Eesult Report
Department of Laboratory Medicine
900 Caton Avenue
Baltimore, MD 21228
410 368-3060

PATIENT: LION,PAUL ACCT #: LODDO0DDO208 TLOC: CCO U #:5400000030
ALK /SY - GG AW RO - REG:11-15-11
REG DR: LAFFERMAN, JEFFREY D [LE0RiCaliian x| pIS-
Printer List [LOCAL hd

SPEC : 1115:C000025 REQ : 00000669

PrinterICDSDesklopFax & ﬂ MAN JEFFREY HD

[
ENTERED: 11-15-11-0833 Bezen
ORDERED: BUN. CREATININE
COMMENTS: Call results to 41 Eempas| Topage ||
v
Test Pintdl ¥ eference
(1] Cancel
BUN | ——I ——I 21 mgsdL |
CEESTININE | T T |
CREATININE I 1.5 | & | 0.6-1.2 mgrodl I

8. The CDS DesktopFax window opens.

Use CDS DesktopFax to autofax the report using a Fax number in the Meditech
provider directory or the Free Form button (lower right) to enter an explicit Fax
number from the patient’s report.

The 1% screen shot shows the screen for entry of the provider information.

The 2" screen shot shows the Fax Status window (e & f)
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Provider Information Entry/Lookup (instructions below)

_f-=l MEDITECH Document Manager - MEDITECH Document Preview

Fax Status Window (Do Not X out of this window)

[= MEDITECH Document Manager - MEDITECH Document Preview -0l x
Fil=  Help

(SRR IR e = =R = = -]

RUN DATE: 11-15-11

Laboratory *TEST* PAGE 1
RUN TIME: 0855

Saint Agnes Hospital Result Report
Department of Laboratory Medicine
900 Caton Avenue
Baltimore, MD 21228

‘2 Communication Director Desktop Fa [ =] )
| Fle Yew Help /
PATIENT: LION,STAC U £:5400000031
orsB|% REG:11-15/11
REG DR: TKACZUX, EI| pestination Fax Number | Status [Pages [Time ® [Speed [ Res DIS
JEFFREV LAFFERMAN 541082507570 Dicling... (0%) Oj2  O0:00:02 0 FINE
SPEC : 1115:€00001 REQ : 00000668
P D
ENTERED: 11-15/1]
ORDERED: GLU
COMMENTS: Call res
Test
GLUCOSE L
1 | |
Submitting Fax Request (1 of 1): (NN [FaxRequests: 1 2
[printer: €S DesktopFax

[2z 75%

_{ol x|
Elle  Help
R SRl e = e =R S =
-
RUN DATE: 1: _|Ox|| PAGE 1
RUN TIME: 0% phone Book
Seach [TK Search / SortBy [Last = Fhone Book
2| [Cocal Individuals
Local Graups
THACEUK MO KATHERINE 541 032866950 enw:--:- dm-ju.al;
TQ IWEN 941096463920 smote Lraups
PATIENT: LI TOGIAS ALHIS 541055021930 Sa00000030
TOLER M.D. ROBIN 941026571430 11-15-11
REG DR: LiFl TOLINIG MICHAEL 913016636292 =
I LE AL TTHEN inl A1 073N 0 -
Select Hew... M ew Copy. . Edit.. | /ﬁlele | Entries: B.755
SPEC : 1115 -~ Recipient .// 0000669
ENTERED: 1!
ORDERED: Bl
COMMENTS: C:
Test
Select Group | Select All | Remaove I~ Use Cover Page CoverPage.. | Free Form ..
BUN |
o oy | oot | |
CREATIN:  flog | sep. | [Emesesmiidocumerns 8| gendFar | Cancal | :
Printer: CDS DesktopFax | 1z 75% 4
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@rooooTp

In the Search field enter the first 3 or 4 letters of the provider's name
The provider's name appears in the section Recipients

Additional providers can be added at this point, then

Select Send Fax

The Fax Status window will open

Do Not X out of this window, this will Cancel the Fax

The 3" column gives the Status of the outgoing Fax and will show as
Pending, Dialing, Connected, Sending and Successful or
Unsuccessful.

The window can be minimized during the Fax process, once the Fax
has gone to completion, check that the status is Successful before
closing

If Status is Unsuccessful, repeat or Fax manually

When done Faxing, close any Print windows that are open to get back
to the Call Batch screen, select Call (see instructions starting at # 5e)
to document the outcome of Faxing the reports
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9. Use CDS DesktopFax to autofax the report (see # 12 for manual long distance)

by entering an explicit Fax number from the patient’s report using a the Free
Form button (lower right):

a. Inthe First field enter Dr., in the Last field enter the provider’s last
name

b. In the Fax field enter 9, then from the patient result report enter the
Fax number that is listed in the Comments field

c. Select OK

d. If the Fax number is long distance enter 9 then a 1 and then the 10
digit Fax number followed by 4 commas (,,,,) then enter the long
distance code for the Lab 3701 (e.g. 913014444444,,,,3701)

e. Select Send Fax

If for some reason you are unable to Fax long distance in CDS

Desktop go to the Fax machine and follow the instruction at Step 11

for manual Faxing

g. After Faxing all reports, refer to instructions starting at Step 5e to
document Faxing the patient’s reports

—h

% CDDTF =101 %]

— Phone Book,

Search ITK Search / Sort By ILast 'l Phone Book

[ Tho o CTUK

THACZUK I o e
Add Recipi Enkry
TO
TGS
TOLER M.D. First ID[. Last ITkaczuk Ml I

TOLIMIO
TnllE

Select | I Entries: B.755
Company

— Recipients

Grou
3 941052507570

Address \

4”8'8“@”“':' _ Feg |941u4444444| e
) Heportlnfo:l_ \
L = b )
FaxLaog | ar. I Lancel | d Fax | Cancel |

10. When done Faxing patient reports with CDS DesktopFax or by manual Fax:

a. Return to the Call Batch window by closing any open Print windows

b. Select the Call button and document the successful or unsuccessful
Faxes (autofax or manual) in the same manner as documenting calls

11. Each Call Batch is numbered and if closed prior to completion can be recalled to
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complete documentation of calls and Faxes:
a. Open the Call Menu
b. Select Process Calls
c. Select the drop-down arrow
d. Select the correct Call Batch listing (if more than 1 is open)
e. Continue call and Fax follow-up as described starting at Step 5e

‘ Call Batch ﬂ/

[ Search }

Batch Created On  Created By From Date Thru Date Patients Specs
1 11/15/11-0847 DHANSON2 11/14/11 11/15/11 2 2

. call Batche
-

12. Manual Faxing of Result Reports

Under the Laboratory menu, select Print Patient Reports

Enter the patient account number

Click OK to view

Click on the small printer icon in the top menu bar

The Meditech Document Manager window will open

Select the desired printer from the drop down menu

Select Print all and click OK

Take the hard copy of results to Fax machine, place face down in
Fax machine document feeder

Enter the Fax number, place a 9 in front of the phone number for
an outside line, i.e. 94103683510

k. Press Fax to send

l. When sending long distance Faxes, place a 9 in front of the
number, then a 1, then enter the Fax number

Se@~ooo0oTp

m. The Lab long distance code must be entered, use the * star key
or the pause button, enter the code 3701 (e.g.
914103683510*3701)

n. If the Fax machine has a Pause key, enter the Fax nhumber, then
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select the Pause key, enter the long distance code 3701
0. Press Fax to send

C. Supporting Documents
LADM 6202 Q STAT Test Requests - Processing and Reporting
D. References

LADM 3005 Q Supervision of Laboratory for Weekend, Holiday and Off Shifts
LADM 6005 Q Alert Value List and Notification Process

St. Agnes Hospital, 900 S. Caton Avenue, Baltimore, MD 21229
P:\labadmin\Quality Management\LADM\QSE 6-Process Control\LADM 6205 R STAT Test Result
Reporting-Call Fax.docx




