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Sutter Roseville Medical Center

Effective: 10/21/2017
Laboratory Services

Performing a Blood Status Update

	Purpose
	The purpose of this procedure is to provide instructions on how to update the Blood Product status in the Sunquest Laboratory Information System, GUI system.


	Policy
	· Status changes are to be recorded directly into the computer system whenever it is operational.
· When the computer system is non operational, the status will be recorded using the downtime procedure and information transferred into the system as soon as possible.

· Status Update is to be performed by Transfusion Service trained MLT or CLS only.


	Procedure:
Unit Update
	


	Step
	Action

	1.

	Log onto Sunquest Gateway.

	2.

	Open up Blood Status Update folder.

	3.

	In the Update Option box, select Unit Update.

	4.

	On the Update Process tab, click on the Unit # box, 

	5.
	Scan a unit bar code number or type in unit number.

	
	
	If:
	Then:
	

	
	
	Unit number scanned in and Blood Supplier box pops up
	Click cancel to close the pop up window
	

	
	
	Unit number hand entered
	Press Tab to advance to next field
	

	
	

	6.
	

	
	
	If:
	Then:
	

	
	
	Only one product with that unit number in inventory
	Component will automatically populate field
	

	
	
	More than one unit with that number is in system
	· Scan component bar code

· If bar code is not recognized, use drop down menu to select correct component
	

	
	

	7.
	The following information for the selected unit is available under each tab if tab is not grayed out:

	
	
	If:
	Then:
	

	
	
	Assignees, on the Assignee Data tab
	Click the tab to view assignee information
	

	
	
	Unit activity (such as allocation or issue)
	Click the tab to view unit activity.
	

	
	

	8.

	Press the TAB key to move to the Date box.

	9.

	TAB through date & time fields to default current date & time

· If recording after the fact, enter the correct date and time update occurred. 

	10.

	Enter a new status in the New status box.

Use the drop down box to select the appropriate status for this unit.

	11.
	Enter the return temperature or appropriate ETC code in the Temperature field.

	12.

	Press the TAB key twice. 

	13.

	Complete Reason/Comment entry as needed:

· A reason code is required, if field is highlighted in yellow. Select one from the search field by typing in RE and clicking the Code search
· Comments can be entered using an ETC or free text. 

	14. 
	Click on Unit Location. 

Highlight the appropriate unit location, then click OK.

	15.

	Click Save

	16.
	Unit Activity tab opens if an allocated unit is being returned to inventory.  Reallocate or release this unit from the accession number.

	17.
	Save 


	Procedure:

Shipping a Unit out of Inventory
	


	Step
	Action

	1.

	Log onto Sunquest Gateway.

	2.

	Open up Blood Status Update folder.

	3.

	In the Update Option box, select Ship Out.

	4.

	On the Update Process tab, click on the Unit # box, 

	5.
	Scan a unit bar code number or type in unit number.

	
	
	If:
	Then:
	

	
	
	Unit number scanned in and Blood Supplier box pops up
	Click cancel to close the pop up window
	

	
	
	Unit number hand entered
	Press Tab to advance to next field
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	6.
	

	
	
	If:
	Then:
	

	
	
	Only one product with that unit number in inventory
	Component will automatically populate field
	

	
	
	More than one unit with that number is in system
	Use drop down menu to select correct component
	

	
	

	7.
	The following information for the selected unit is available under each tab if not grayed out:

	
	
	If:
	Then:
	

	
	
	Assignees, on the Assignee Data tab
	Click the tab to view assignee information
	

	
	
	Unit activity (such as allocation or issue)
	Click the tab to view unit activity.
	

	
	

	8.
	Press TAB to move unit onto the batch Update list.

	9.
	Repeat steps 4-8 units that are to be shipped out at same date & time are on the batch Update list.

	10.
	Click Submit box.

	11.

	TAB through date & time fields to default current date & time

· If recording after the fact, enter the correct date and time update occurred. 

	12.
	Enter in Destination

· Use drop down list to select destination, if pneumonic is not known.

	
	
	If:
	Then:
	

	
	
	Blood Source has requested that you do a direct transfer to another hospital
	· Enter the Destination code for the facility BSS has requested it to be sent or select from drop down menu
· Add ETC “DTR”(Re: Direct Transfer per Blood Supplier) on the comment line.
	

	
	

	13.
	Press TAB.
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	14.
	Click Yes or No for pass visual inspection for all units.

	
	
	If: 
	Then:
	

	
	
	Yes
	· Fill in ETC for Reason code

· Click Add

· Enter all applicable codes

· Click Continue

· Skip to step 16
	

	
	
	No
	Proceed to next step
	

	
	

	15.
	Does the unit number begin with W0358?

	
	
	If:
	Then:
	

	
	
	Yes
	· Choose “Fail” from Visual Inspection from drop down menu

· Click OK to pop up box 

· Enter BSS as the destination

· Enter ETC in Reason Code box

· Click Continue
	

	
	
	No
	· Click Clear and follow steps in Unit Update procedure above.
· Use RTD as the New Status of unit.

· Return unit to Blood Source
	

	
	

	16. 
	Click on Unit Location. 

Highlight the appropriate unit location, then click OK.

	17.
	Click Save


PAGE  
TS.NON 03.04-0-RV.03






1 of 4
J:/Blood Bank/SQBB/Blood Status Update

