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Policy Statement

items into Meditech that are not available in the
computer system by normal means, as applicable.

Purpose ) . )
P Electronic Medical Record (EMR) and Electronic Legal
Record (ELR), as applicable.
Scope Items for scanning include, but are not limited to, non-

patient information.

Responsibility

accurately as outlined in the following procedure.

Related Documents

LADM 2102 R Document Scanning

Documents for Scanning
The following documents should be scanned into Meditech.
» Any reference laboratory results that do not come across an interface.

>
>

Maternal Screening Forms
Cytogenetics History/Requisition Forms

» Any pictorial results that are deemed clinically relevant by a pathologist.

Form IDs
The following Form IDs should be used for identification of scanned documents.

VVVVVVVVVVVVVVYY

CDCHROMOANALREP — Chromosome Report
CDELECTROPHGRA — Electrophoresis Graph
CDFISHANALYSREP — FISH Report
CDFLOCYTOMETREP - Flow Cytometry Report
CDLABREFAMENDRE — Amended Reference Lab Report
CDLABMATSCREEN — Maternal Screen Form
CDMISCLABREPORT — Misc Lab Report
CDPCRANALYSREPO - PCR Report
ORDCYTOGENICS - Bone Marrow Requisition
CDTSPOTTBTEST — TSPOT TB Testing Report
CDNTDSCREEN — NTD First Trimester Screen
CDJAKPANEL - JAK2 Reflexive Panel Report
CDBCRABLSUMMARY — BCRABL Summary Report
CDPRECISIONPNL - Signature Genomics Precision Panel
LABRAPIDCHRTEST - Insight Rapid Chromosome Test
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It is the policy of the Department of Pathology to scan

To provide an electronic copy of patient records in the

interfacing test results, requisitions, and account specific

It is the responsibility of the associates in the Referral
Testing Area to ensure that these steps are completed
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» LABLIVERFIBROSI — Liver Fibrosis
» LABORGAMIACPRO - Organic/Amino Acid Profile
» LABNEOTYPEPANEL — Neo Type Panel

Audits
Random audits will be completed to insure that all information is going into the patient’s
medical record with the correct Form Id. A minimum of 10 records will be reviewed each
quarter.
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Oxford (snap) T-SPOT Ordering

snap:

http://copia.mytbtest.com

Place order:
1. Manage orders - Order patient sample—> Type patient’s last name in the “Patient™”
blank at top of screen

2. If norecords are found, hit New Patient button at bottom of screen - enter the date of
birth, sex and put the SA or LO number in the “Patient MRN*” field - Save

3. Enter the physician name in the “Physician Name™*” field. The system will search for the
name. If the physician is not on the provided list, enter Unlisted Provider. The physician
name will need to be entered in the Comments.

4. Click Comments = Click Add - type accession # = type the physician name, if required
- check the boxes “ Display on lab report” and “Display on requisition and manifest”
—>Click Save

5. Click the drop down beside “Is this test billed to insurance?*” = Select No

6. Type “TB” in the Type ‘TB’ and hit Enter field

7. Click Save at the bottom of the page

8. Hit Save at the bottom of the Clinical Information window that pops up

9. Cancel the Print that pops up

10. Click on the Collect Samples at the bottom of the screen

11. Enter the collection time and click Save

Create manifest:
1. Go to Manage Samples - Create manifest

2. Click the drop down beside “Lab*” and select Oxford Diagnostics Laboratories
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3. Check all specimens to be sent (choose up to six per manifest. Create separate manifests
for each box) = hit Print (the manifest will pop up) = click the Print Manifest button (be
sure to print 2 copies!)

4. Putone copy in box, and other in designated binder.

Retrieve results:
1. Go to View Results tab = choose Location Inbox (all results from past 3 days that have not
been acknowledged will appear; to view older results, click “Show Filter” at top, and
adjust date)

2. Click Select in the tool bar at the top of the list to select all samples listed = Click Print
Selected button

3. Mark the results you have printed as “acknowledged”; these results should then
disappear when the screen is refreshed.
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Providing Outside Pathologists Patient Information

The following steps must be completed in order to provide outside pathologists with the need patient
information for result interpretation. These steps should be followed for any testing that is interpreted
by a SAH or HCT pathologist in the absence of Dr. Seibel.

Order and process the samples as required by the reference laboratory.
Complete the HCT Hematopathology Consult Form. This form is found on the computer desktop
in the Hemepath folder.

3. After completing the form, save the document in the Hemepath folder using the format Last
name, Specimen number and test ordered (e.g. Jones 13R-27 flow).

4. Log into the HCT Web Email Server https://mail.hctpath.com/owa using the user name

Sahsendout.
5. Select Contacts on the bottom left side of the screen.

{= SAH SendOut - Outlook Web App - Windows Internet Explorer,

e

@.\ ) ® |0 https hetpath, com ~ & x| R
ip Favartes |22+ | Smart Web 0] 54H Sendou.. f- B
=}
Outlook'Web App
Aail > Inbox
4 Favorites Mew = Delete - Move~ Filter = View =
[ Inbox Canreh Erfire Mailhor
L@ Unread Mail SR R

[& SentItemns

4 54H SendOut

LA Drafts
[& SentItemns

@ Deleted tems 4 test for Nancy

Jeffrey Seibel, M.D.
L@ Junk E-Mail
kel Motes

> L@ Search Folders

=] Mail

ﬁ Calendar
— | (8= Contacts

z Tasks

§ Public Folders

6. Select DL— Heme Pathologists and any additional required pathologists. All names should be

highlighted. No other names can be entered unless it is an hctpath email account.
7. After highlighting, right click and select New Message
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n 1 »
T Favorites || 0] SAH Sendout - Outlook Web App fir - B - = @ - page - Safety - Took - @~
=]
Mgt -
Outlook'Web App sign m;\ﬂ!endo;f,
Contacts > 3 Items W& Find Someone Options - @~
Show: MNew = % 2. View- o 2y
® all Search Contacts 2 ¥ DL - Heme
O pECIp|E Armange by File as = A ontop PathD|DgiS|
o Groups Colandrea, Dr. Jean Mel
jeolandrea@hctpath.com
4 My Contacts €2 DL - Heme Pathologists
[85] Contacts Group Open
Reed, Dr. Ann 23 New Message
areed@hctpath.com Bl New Meeting Request to Contacts
[@:ﬂ Forward as Attachment
X Delete
[~ Mail
.._..i Calendar
Contacts
@ Tasks
ﬁ Public Folders

8. The subject line should say Saint Agnes [test type] — Patient Last Name, Accession Number and

Todays’ date

= Untitled Message - Windows Internet Explorer

2] https hetpath, cam g [
Send | 0 [ @ & Y 3 & ¥- E- Optons. HTML v (7]
To... DL - Heme Pathologists
Cc

ﬁ Subject: Saint Agnes Flow/FISH - Doe, R-1234 10/23/14
Tahoma vilo v B I U = = & & #. A. v

9. Click on the paperclip to attach your consultation form.
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ﬂ; Untitled Message - Windows Internet Explorer

£ | https hctpath.com
send | 0 [ @ & Y 8 [E V- E- oOptons. |HTML v (7]
To.. DL - Heme Pathologists
Cc..

m Saint Agnes Flow/FISH - Doe, R-1234 10/23/14

b
1"

Tahoma v/[10 % B I U = i= = . A- v

10. Click on Browse and find the Hemepath folder on the desktop. Identify the file that you created
and double click and then click Attach.

Choose File to Upload

Lok jn @ Desktop j Q2 e m-
2 Attach Files - Webpage Dialog (] " I3y Dacuments £ occurrence Report Form.pdf
£ htps hetpath.com a, L\B 4 My Computer PREG
. ) My Recent My Network Places FTP
Include Aftachments Documents g’Current Projects ZSEHdDUt Info.pdf
@ “\:Datahases @ Smart Web
attachment, click ‘Browse’, and then select the file. After Bk Wrcon [Hucor
you've selecte igie attach. The file will be uploaded to your Lhanl Ll Sizet 3.97 KB .
message Files: Competency Activitiy. mdb, LMK, Occurrence Mgmt.mdb.LME, ...
i _,J\ o7
Ev
My Documents |2
Choose more files ¥
g! GBSTAT
Iy Computer ey
[ Microsoft OFfice Outlaok 2007
If you daon't like waiting to type while your files are being uploaded, install T
or upgrade Silverlight.

Attach Cancel My Network  File name: ([ Bl Open

Places
Files of type: Al Files [ Cancel
https: /fmail.hctpath, comfowal? ae=Dialogit=AttachFile| e Internst g e ‘ fles %] j

& Attach Files -- Webpage Dialog
£ | https hctpath.com &

Include Attachments 0

To include an attachment, click 'Browse’, and then select the file. After
you've selected the file, click "Attach’. The file will be uploaded to your
MEssage,

CADocuments and SettingsMjones1\Desktop\Hemepath\lones 13R-27 flow di | Browse

Choose maore files

If you dan't like waiting to type while your files are being uploaded, install /

or upgrade Silverlight.

Attach Cancel

https:/fmail hctpath, comfoma/r ae=Dialogat=AktachFilel e Inkernet ﬂ

11. The file will display on the screen. Click Send.
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= Untitled Message - Windows Internet Explorer

& | https hctpath.com %
—l ced Jd i | & ! 8 B Y- HE- optons. WML v @- 7]
= Draft autosaved at: 7:02 PM

To.. DL - Heme Pathologists;

Ce...

Subject: Saint Agnes Flow - Jones, R-123 3/18/13

Attached: | @) jones 13R-27 flow.doc (79 KB) [Open as Web Page] X

Tahoma vil0+ B I U := ¥
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12. The email account should be reviewed often during the day to check to see if additional
information is required or if the testing/interpretation is complete.

13. The completed interpretation will be sent back through email. Print out the Adobe file and give
the report to the pathologist covering Dr. Seibel. (Usually Dr. Reed or Dr. Colandrea.)

14. Normal result verification and scanning procedures should be followed after the above steps are
completed.
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