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Saving Blood Type and Problem Log Reports Using the Logging Function 

	Purpose
	The logging function is used to save any Sunquest report electronically rather than printing them out in hard copy.


	Policy
	The Blood Type report and Problem Log are updated weekly and saved on:

· Desktop of the primary Transfusion Service workstation PC

· Laboratory shared drive on the Blood Bank/Archived History/BBAR file 

· A password protected encrypted thumb drive called BB Hx. Password is PtBBHx1

	
	


	Procedure:

	Extracting the Blood Type Report


	Step
	Action

	1.
	Enter function BEX.

	2.
	Select option 1.

	3.
	

	
	
	If:
	Then:
	

	
	
	Message indicates that extract has been run within last 3 days
	Answer N to Continue Extract?
	

	
	
	Message indicates that extract has not been run within last 3 days
	Answer Y to Continue Extract?
	

	
	

	4.
	Extract must be complete before logging Blood Type Report can be logged. This report takes considerable time to complete and can be done the day prior to logging.  Logging must be done within three days of the extract.


	Procedure:


	Logging the Patient Problem Log  and Blood Type Log


	1.
	Enter function BBR.

	2.
	Printer: 0

	3.
	Select option 6 (Patient Problem Log)

	4.
	Enter your hospital ID

	5.
	Enter A for accept

	6.
	Enter through comment Code.  Do not press A for accept at this point.

	7.
	Click on the Tools tab.  

	8.
	Click Start Logging.

	9.
	Click box to the right of word “Logging”.

	10.
	Using mouse, select disk option and deselect print option. 

	11.
	Click Browse…

	12.
	Click Desktop icon in left hand display

	13.
	Enter Problem Log and date.

	14.
	Click save.

	15.
	Click OK

	16.
	Click A for accept

	17.
	The report will scroll across your screen as it saves to this file on the Desktop. 

	18
	When the report has finished logging, the printer prompt will return to screen.

	19.
	Click Stop Logging

	20.
	Using mouse click box at right of ”Logging”. 

	21.
	Using mouse, unclick Disc and click on printer so that future reports will print.

	22.
	Once Blood Type extract is complete, repeat steps 1 & 2.

	22.
	Select option 15 (Blood Type Log)

	23.
	Enter Hospital ID. Do not press A for accept

	24.
	Repeat steps 7 -12.

	25.
	Enter Blood Type and date.

	26.
	Repeat steps 14-21.

	27.
	Minimize or close Misys window.

	28.
	Open up appropriate folder on Desktop.

	29.
	Check to make sure that updated file was saved.

	
	
	If:
	Then:
	

	
	
	File information was saved
	· Copy Blood Type file

· Save as Blood Type file on shared Laboratory Drive/Blood Bank/Archived History/Blood Type folder and on encrypted BBB Hx thumb drive (Password PtHxBB1). 
· Copy Problem Log file

· Save as Problem Log on shared Laboratory Drive/Blood Bank/Archived History/Blood Type and on encrypted BBB Hx thumb drive (Password PtHxBB1)

· Proceed to next step.
	

	
	
	File information was not saved or has incorrect or incomplete data
	Repeat portion of procedure that pertains to the file in question
	

	
	


	30.
	Follow the procedure outlined in, Verifying the Accuracy of Transfusion Service Record Copies to verify that all of the records have been included in the new file.

	31.
	After confirming that all files in previous step are accounted for, delete old Blood Type and Problem Log files from Desktop

· Click on Desktop file to highlight. Press Delete key on keyboard

Note: Do not delete previous month’s file until verification of electronic record copy has been completed.  Refer to “Verifying the Accuracy of Transfusion Service Record Copies” procedure.

	32.
	Discard BAD printouts on file up until date of information saved during logging once current electronic file has been verified.


	Related Documents
	Verifying the Accuracy of Transfusion Service Record Copies


PAGE  
TS.NON 03.05-0-RV.03






3 of 3
J:/Blood Bank/SQBB/Logging Blood Type and Problem Log

