PAGE  
Sutter Roseville Medical Center

Effective Date: 04/04/2018
Laboratory Services




Printing Reports in Preparation for Scheduled Downtime
	Purpose
	The purpose of this procedure is list the reports that should be printed prior to a scheduled downtime and to give instructions on how to print them.


	Policy
	· Whenever a downtime is scheduled, these reports should be printed for the Transfusion Service as late in the shift as is practical.


	Procedure
	


	Step
	Action

	1.
	Print a BBR 22 report, option 4 for HID RV for the last 3 days.

	2.
	If more than 1 day’s notice is given, day shift will enter function BEX, option 1 on the date of downtime

	
	
	If:
	Then:
	

	
	
	Last extract performed greater than 1 day ago
	· Enter Y to continue with extract

· After extract is complete (about 6-8 hrs), update Desktop Blood Type folder by logging report BBR15 for that date on each of the BB PCs (if you do not know how to do this, contact the TS coordinator for instructions)
	

	
	
	Last extract performed less than 1 day ago
	Skip to step 3
	

	
	

	
3.
	On day of downtime, day shift will check to see when last Problem Log update was made on the Desktop

	
	
	If:
	Then:
	

	
	
	Last update was made more than 1 day ago
	Update Problem log by saving a new copy to the Desktop
Save report BBR6 by logging report to this folder
	

	
	
	Last update was less than 1 day ago
	Skip to step 4
	

	
	

	4.
	Print a T-7 BBR8 report.

	5.
	Print a BBR 12 report for RVINV

	6.
	Print a BBR 25 report for RV, template code RVALL.

	7.
	Use these reports to support procedure, Blood Bank Downtime Procedure and to look up unit availability for units allocated prior to downtime.


	Related Documents
	· Blood Bank Clerical Reports
· Looking Up Patient Blood Bank History During Misys Downtime
· Blood Bank Downtime Procedure
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