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POLICY:
Protocol for processing requests to fax patient results.
PROCESS:

A. Look up patient result in Meditech to make sure it the results have been finalized and to confirm physician’s fax # is in Meditech.

1. From the result inquiry screen, choose the specimen and choose the function P for print.
2. At the print prompt, enter “LABFAX”.
3. A blue screen will appear:
a. Under Recipient, Company, Attention, you can enter the name of the person you are faxing to.
b. You can also use the physician look up.  Under Recipient use D/dr. pneumonic such as D/DRUD.  This will automatically default the fax # from the dictionary.  If a number does not default go to section B.
4. The computer will add an internal comment to the specimen that the report has been faxed, by whom, at what time, and the status of the fax. (Sent ok, busy, etc.)
5. If the fax does not go through, the report will print out on the add on printer in the processing area
B. Physicians who do not have a fax # in Meditech.
1. Ask the person who is requesting results to fax the request on their letterhead to the Core Lab, 781-756-2335.  The request should include the patient’s name, date of birth, the physician’s fax # and the person to whom the result should be given. 

2. The incoming faxes should be placed in the wall file labeled “Requests for Faxed Results”. 

3. The wall file should be checked hourly by the processing staff and the requests processed. 

a. From the result inquiry screen, choose the specimen and choose the function P for print.

b. At the print prompt, enter “LABFAX.

c. Under the Dial String prompt, enter the fax #.  Do not use 9.  Do not use any dashes.  Remember to use 1 before the #.  Dial strings should look life 17817562335.

d. Before sending results, double check that the fax number you typed matches the fax number on the written request from the physician’s office.

4. The request with the letterhead should be initialed after the patient results have been faxed. 

5. The requests should be given to Karen Pratt, LIS Coordinator, to enter the physician fax #’s in Meditech.  These request forms will be kept in the LIS Coordinators office and saved for 2 months.
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