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Say a patient
or a sample
comes in 
with this….
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You need to enter lab orders into Beaker through 
Requisition Entry (Req Entry)

3



In Req Entry you see this:

THIS IS WHERE YOU INPUT THE SUBMITTER

ON THIS PACLAB REQ, THE SUBMITTER is the Clinic Name 
and SHOWN HERE: 
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Enter the clinic name in the Submitter box  
and click the Search icon:  

CENTER FOR MINIMALLY INVASIVE SURGERY
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– our SUBMITTER!

WHEN YOU FIND YOUR SUBMITTER, CLICK “Accept”

There may be more than one…   Make sure you have the right address…

THE SEARCH DROP-DOWN WILL SHOW YOU: “Center for Min Invasive Surgery”
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A Beaker Req # is automatically assigned…

• Enter the patient name, info, and  diagnoses codes 
in Req Entry from the requisition

• Always Verify the date of birth

Note 1:
If the patient has been registered before, their information will fill in automatically on the screen.  
Verify the date of birth and patient name before proceeding
Note 2:
If registering a patient for the 1st time in EPIC enter the name exactly as noted on the lab orders/req
including the dob and gender.

• Write that Req # on the original lab orders
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A Note on Registering Pt Names…

Note: It may be a best practice to search for the patient name using 
the first three initials of the last name, then the first three initials of 
the first name.  (last 3, first 3) and the gender. 
Then select the patient by matching the date of birth to the full name.

Here’s Why:
When a patient has been seen before,  we want to choose the Epic 
record previously created to prevent multiple entries of the same 
patient.  Sometimes the handwritten orders/req doesn’t agree with 
the Epic record.

When registering a patient for the first time, enter the name exactly 
as noted on the orders/req
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Make sure you SCAN the original Req/lab orders

Title the scan:  “Lab Requisition” or “Lab Req”

Scan any other pertinent paperwork the patient brings in with the orders.  
If the patient signs a request to release their records for pickup, scan that too 
and title it “Consent for Release”

Scanning the requisition makes it immediately available in the patient’s records for reference

See the Beaker guide for detailed instructions on scanning

Place the scanned original documents in the appropriate folder/location  for transport or archiving
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Authorizing Providers

• Are those responsible for authorizing the lab work

• Are needed for proper billing

• Are who the results will be sent to – either by fax or mail

• Give Client Services  an address on the results reports      
for mailing purposes

• Are usually non-FHS providers if entered using REQ Entry 
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ON OUR PACLAB REQ,
THE AUTHORIZING PROVIDER IS HERE: 

Authorizing Provider…

AFTER ENTERING PATIENT-SPECIFIC INFO, 
ENTER THE AUTHORIZING PROVIDER’s NAME IN THE 
AUTHORIZING PROVIDER BOX: 
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Be Careful…
On this Req, the Authorizing Provider is easy to spot…

And in Beaker Req Entry,   

in the Provider look-up, 
you see that name

BUT this doc is from

That’s unusual.

So check the original ORDERS and 
ask the patient or the clinic where 
the doc is located and how they’d 
like the results delivered. FAX?

CHRISTOPHER PRICE

We’re in Washington.
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Long Term Care Requisitions-
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The submitter code for Stafford Health Care
in requisition entry  is SHC3 or 397

The submitter code for Wesley Homes 
Cascade Garden is WHCG or 394.

Almost always, everything you need to choose the right submitter is on the Paclab requisition!



Just an example of how Long Term Care Codes 
and Submitter Names work
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All of this information appears on the Paclab Requisition and choosing the right submitter gets the results
To the facility



BEAKER 
SUBMITTTER CODE

REQUISITION DISPLAY

4317

Infections Limited

4210
NW Medical Specialties 
Federal Way

3780
NW Medical Specialties  
Gig Harbor

3779
NW Medical Specialties  
Lakewood

3775
NW Medical Specialties 
Tacoma 

3828
Rainier Hematology Oncology
(RPPC)

Oncology and Infectious Disease 
providers merged their business
These sites are all associated and have  
multiple requisition styles and
submitters to manage their
Reporting needs.

Northwest Medical Specialties ,
• 4 locations plus an additional research 

submitter if the req instructs “bill to 
research” submitter 3781

Infections Limited &
• Site uses the e-req from their office 

system called Orchard  

Rainier Hematology Oncology
• 2 reqs used- One is a Paclab requisition 

with location RPPC and the other is 
Northwest Medical Specialties Rainier 
Physician.  Both use submitter 3828

• Bill to Research- may also be 
handwritten on req.  Submitter #



NWMS and Infections Limited Submitters
BEAKER

SUBMITTER CODE REQUISITION DISPLAY

4317

Infections Limited

Infectious Limited

1624 South I Street Suite #305

Tacoma, WA 98405

(253) 627-4123

4210

NW Medical Specialties Federal Way

NWMS- Federal Way

34509 9th Ave S #107

Federal Way, WA 98003

PH: (253) 952-8349 Fx: (253) 927-3049

3780

NW Medical Specialties  

Gig Harbor

NWMS- Gig Harbor

11511 Canterwood BLVD Suite 45

Gig Harbor, WA 98332

Ph:(253) 858-4725 Fx: (253) 858-4452

3779

NW Medical Specialties  

Lakewood

NWMS- Lakewood

11311 Bridgeport Way SW #304

Lakewood, WA 98499

Ph: (253) 983-1377 Fx: (253) 983-1376

3775

NW Medical Specialties 

Tacoma 

Northwest Medical Specialties Lab

1624 S. I Street Suite 307

Tacoma, WA 98405

NOTE- for samples received at St Francis always use the 4210 submitter

3828

Rainier Hematology Oncology

(RPPC)

Northwest Medical Specialties Rainier Physicians

2920 S. Meridian Suite 100

Puyallup, WA 98373

Jouflas, Susan                         Blau, Sibel

Martin, Katherine                  Rose, Andrea

Mccroskey, Robert                 Wages, Sheri

3781

Bill to Research

Bill to Research (either handwritten or in the e-requisition notes)
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Once we have entered the correct Submitter – completed lab 
reports will automatically be sent out as requested by the 
Provider’s office

and

Once we have an Authorizing Provider – the provider’s 
address and contact info will print on the results reports 
and appear on the claim for lab billing.

yay!
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What if there’s no CLINIC NAME 
on the Req that comes in with a patient?

No PROBLEM!

Check our Frequent Fliers List…
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Look for the Provider’s 
name on this list

If listed, 
enter the related 
SUBMITTER CLINIC NAME  
as the Submitter

If the submitter is set up as  
“auto-fax” the results will 
automatically fax to the 
number on the right.

If the EXPECTED ACTION
says “MANUAL FAX”,       
the report will print and 
must be manually faxed to 
the fax number listed.
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Not there?

Try the Doc’s NAME as the Submitter.

It might not be “built” as a Submitter…

…but then again it just might. 
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Here are some 
examples of 
different Lab 
“Reqs” you 
might see…

SUBMITTER AUTHORIZING
PROVIDERADULT & GERIATRIC MEDICINE

Lubna Khan, MD
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SUBMITTER

AUTHORIZING
PROVIDER

SUBMITTER = 
Pacific Nephrology

AUTHORIZING PROVIDER = 
Lee, Ho Won
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SUBMITTER

AUTHORIZING
PROVIDER

This is a common req. 

Cascade Eye & Skin

Malini Fowler, MD

SIDE NOTE:
LabsNW returns a few reports a week to 
us where we chose them as the 
submitter - in error  (which bills the LabsNW

client account instead of the patient,  and the MD 
doesn’t get the report)
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Another 
commonly 
seen req:

SUBMITTER

AUTHORIZING
PROVIDER

Allergy & Asthma 
Specialty Services

Jennifer Cole, DO
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SUBMITTER

AUTHORIZING
PROVIDER

These often come from 
Highline or Burien 
patients 

Virginia Mason Anticoagulation Care

Phat Chiem, Pharm D
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SUBMITTER

AUTHORIZING
PROVIDER is…

This requisition
is trickier…

Kelly Moloney, ARNP

This one is…
Swedish Neuroscience

There is more than one Swedish
submitter in the look-up.

AND LOOK…
FAX instructions

woo hoo!
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The Provider is the 
Submitter Clinic 
name….

SUBMITTER

AUTHORIZING
PROVIDER

NOTE: There are 2 other 
Docs in that practice. 
One is circled as the 
Authorizing Provider :

LARRY STONESIFER, MD

MARJORIE SLADEK, ARNP

DR. STONESIFER
reqs…
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This is on a 
custom 
PacLab req.

It has a Submitter 
code and ID at the top.

You can enter STON or 3737 in the Submitter field 
and the correct Submitter will come up 
automatically. Easy Peasy.

DR. STONESIFER continued…
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In Req Entry this would look like:
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Here’s another example…

• No CLINIC name  on 
these lab orders

• A Provider is listed at the 
top, but what about a 
Submitter?

• Try the Provider name as 
the Submitter.

• In this case Sara 
Weelborg, ARNP is the 
name of the clinic AND is 
a ‘built’ Submitter
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Some Lab orders 
have a Submitter 
and 
Provider…BUT
they are not 
“built” Providers, 
so cannot be 
found in the Req
Entry lookup.

SUBMITTER

AUTHORIZING
PROVIDER
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SUBMITTER
(out-of-state)

AUTHORIZING
PROVIDER

Not “built”

Here are some 
more examples…
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This is.

AUTHORIZING
PROVIDER

This is NOT the
SUBMITTER

But again, you’ll see that 
this “submitter” is not 
“built”, so cannot be 
found in the Submitter 
look-up

Seattle Dermatology Center
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1. Enter PACLAB-STxxxx (hospital nearest you) as the SUBMITTER

2. Enter Provider Not In System (or other ‘dummy’ choice) as the 
Authorizing Provider …..if NO Provider is indicated on the orders

3. AND type in the authorizing provider’s name (LAST,FIRST TITLE) using the 
“comments” field

Then click 
ACCEPT

For these REQS here’s what to do in Req Entry :
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THEN…

Click on CC Results and enter in the Provider and fax no. as free-text

To make sure the results get to the authorizing provider when they aren’t built in Epic…

35



free-text CC Recipients
Under “CC Recipient” enter an 
asterisk (then Enter): *

This will allow you to type in the 
Authorizing Provider’s Name and Fax# to 
send out results

• If you just enter a name, 
nothing will be faxed

Click Accept
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free-text CC info required

Although HARD STOPS are present in each field, IF the Provider 
requests FAXED results, the ADDRESS fields can be left blank.  If no 
fax# is provided enter the clinic address after the provider’s name.

!
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free-text CC Recipients

This is how free-text PROVIDER names should be typed in:

LASTNAME, FIRSTNAME  TITLE  

Example:
GOODDOC,   IMA    MD 

-all caps
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Let’s Review
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SUBMITTER …

Lev, Val A  MD

AUTHORIZING
PROVIDER

So enter PACLAB ST.xxx in 
the Submitter field

not “Built” 
and not on the Frequent Fliers 
cheat sheet…

enter this name into the 
Authorizing Provider field

Because there is a NOTE TO FAX 
on these orders, make sure the 
PROVIDER NAME AND THIS FAX # go 
into the CC RESULTS field to auto-fax 
out.
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THIS is NOT our 
CODE
(b/c its not our custom req)

This is NOT the
SUBMITTER

GENOA HEALTHCARE 
is the submitter

This is the 
AUTHORIZING
PROVIDER

Remember:
If you cannot find the 
SUBMITTER look up the 
PROVIDER on the Frequent 
Fliers list for delivery 
instructions….

Dr. Steve Haney, MD
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Follow the instructions on the Frequent Fliers list to 
deliver your results reports to the Provider.
Dr. Haney
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Things to Remember

1. Only SUBMITTER and CC Results info initiates delivery action for 
results automatically.

2. Try not to enter PACLAB-ST JOSEPH, ST CLARE etc. as a Submitter. 

3. Authorizing Provider info is needed for billing, reference and 
mailing purposes.

4. If there is no “built” Submitter to select, and the req says to FAX 
results, a CC Recipient is needed with fax # in the CC Results field.

5. Don’t forget to enter diagnosis codes if they are provided on the 
requisition.
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Scan in any lab order paperwork you receive 
for reference:
• Doc’s original Lab orders
• Referral lab documents
• Chain of Custody forms
• Consent-for-release forms
• Patient insurance card(s)

Also Important:
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As much as possible…
clarify Provider information with the patient!  
(correct spelling of the provider name, 
mailing address, phone and fax number)

They may not know, 

…but then again, they just might.
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