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I.
PURPOSE:

To describe in detail the processes used to inventory, order, receive, and store items needed in the routine and special coagulation laboratory, and to provide guidelines for resolving issues which may occur during that ordering process. 

II.
PROCEDURES:
A. Inventory of items on hand

1. Once per week, do an inventory of items used in the routine and special coagulation areas. Use check-off “formulary inventory” sheet to indicate which items should be ordered.

HINTS: 

a) Numbers after the item name are a guideline to the minimum amount that should be on the shelf when more of that product has to be ordered.

b) When deciding whether to order a product, consider how often the item is used per week, and how crucial that item may be to the operation of the coagulation laboratory. For example, it may be possible to wait for 10 days for a plasminogen kit to come in, because that test is not STAT and can be batched; BCS cuvette rotors however, should be available 24/7 and the supply should never be below 3-4 cases available, since the BCS cannot be run without them.

c) Not every single item is on the check-off list. Some items are needed very infrequently, or may be a one-time purchase. The list can be found on the coagulation computer in “My Documents” in the folder “Ordering”. Here new items can be added when needed, and a new check list printed out. Refer to separate section concerning obtaining formulary numbers for new items.

2. If needed, refer to the Master Formulary list—this contains the same information as the check-off list, with added information regarding vendor name and number, vendor’s catalog number for that item, and its unit of measure. 

3. Inventory should be done checking on the shelves in the routine and special coagulation areas, the refrigerator for special coagulation, and the Hematology walk-in refrigerator.

B. Ordering of Items in the Lawson Computer

1. When the inventory is done (noting amount needed for each item), the formulary numbers associated with each item should be written on the ordering form (see example at end of this procedure). Group together items to be ordered from the same vendor,  and put the order into the Lawson system as described below:

a) On the desktop of the ordering computer, click Internet Explorer.

b) On the YNHH page, click on Applications

c) Click on Lawson System

d) Enter ID and password in lower case letters (ID is sulliver, and password is lawson)
e) Type in date required and where item is to be delivered (55 Park St Hema; type name of person who placed order)

f) Click on Shopping, then Find/Shop and select Express from drop-down list to place order using formulary numbers. 

g) Type in date required and where item is to be delivered (55 Park St Hema; type name of person who placed order)

h) Enter each formulary number in the space provided, hit Tab, then enter the amount of that item required and hit Tab again. The information entered will be displayed; verify that the item and amount are correct before entering the next item. If the information is not correct, click on the “garbage can” icon to delete. Reenter the correct information.

i) Once all items for that vendor have been entered correctly, click on Submit Requisition on bottom of screen. The Requisition number will be displayed; record this number on the ordering sheet, as it can be used in any communications with the Purchasing department regarding that order. 

j) From the requisition number, YNHH Purchasing will assign a Purchase Order (PO) number to that order. In any communications with a company regarding an order, the PO will be needed. After the PO has been assigned, it can be accessed by clicking  the “Check Order Status” box and looking up the requisition number, which was recorded in step VIII.

k) The YNHH purchasing agent for the laboratory is Joe Palladino (688-7372); the purchasing agent can help with any ordering/ delivery issues.

l) Some items (BCS cuvette rotors, frosted plastic aliquot tubes) can be ordered from the lab storeroom (Terry Daley 688-5945) as follows:

1. Click on Find/Shop

2. Click on Location Shopping List

3. Click on Hematology Ylab Storeroom

4. Find item on list, fill in quantity needed, and click to check off box

5. Click Add 

6. Print form to put in ordering book

7. Click Checkout

C. Obtaining Formulary Numbers for Ordering

1. Contact Materials Management/Purchasing; phone 688-6521, or fax 688-6025)

2. Provide the following information for each formulary number requested:

a) Cost center number (78040) and department name (Clinical Hematology)

b) Name and contact information of person requesting the formularies

c) The vendor’s name and vendor number (refer to Master Formulary sheet)

d) Vendor’s catalog number for the item, its description, and the unit of measure used to order it

e) The price per unit (add sales representative’s name and contact information if available)

a. The formulary numbers will be faxed or emailed back to the person requesting the formularies.

D. Ordering of  “Special” Items in the Lawson Computer (i.e. not using formulary numbers)

1. Get into the Lawson ordering program as described above.

2. Instead of clicking on “Express” click on “Order Special Items”.

3. On the Special Items screen, each item must be described completely—most of the required information can be found on the Master Formulary list—including vendor, vendor number, catalog number, price, unit of measure.

4. In addition, a line item number must be provided: for reagents 513340; for parts and supplies 513230; instrument repair 531160.

5. When all information is entered for an item, click on “Next Special Item” if there are more items to order, or on “Submit Requisition” if all items have been ordered.

6. Record requisition number for future reference.

E. Ordering Office Supplies from Office Max

1. Each person permitted to order on line from Office Max should obtain training and log-on ID and password from the purchasing department.

2. Complete instructions are available during training and on-line when ordering, once training is done. Some printed information about the process is in the back of the ordering notebook, but access to the ordering site is not possible without prior authorization.

F. Storing Received Items

1. Items ordered are delivered to the YNHH receiving department, and from there brought to the laboratory by Materials Services (688-2255). 

2. For each item (or group of items from a single vendor), record the received date on the ordering sheet; write or stamp the received date on each package before storing away.

3. Store items in appropriate areas, refrigerating where necessary and placing items as close as possible to the area where they will actually be used. Store back-up items wherever there is room. Blanket orders delivered once a month -- specifically, routine coagulation reagents-- should be stored in the walk-in refrigerator.

4. Any questions regarding received (or not received) items should be directed to Materials Services (688-2255); Joe Palladino (688-7372) in purchasing may also be able to help. 

G. Guidelines For Problems with Orders

1. For items shipped by UPS or FedEx, a tracking number should be obtained by calling the vendor of the item in question, and speaking to customer service at that company. A tracking number will allow the YNHH receiving department to learn if the package has actually arrived at the hospital. 

2. It is important to monitor ordered items frequently. If an order has not been received in the lab after 7-10 days, a call should be placed to the company to determine the status of the order. (Have the PO handy when the call is made.) 

a) Sometimes the order never went out to the company, even though a PO was generated at YNHH. The order can be placed over the phone (give customer service the PO), but Jackie Streeter should be notified that this was done.

b) Sometimes an item is backordered at the company, and the lab may not be notified about it. Find out when the item will be available for shipment, and if the time delay will affect the ability of the lab to run that test, an alternate item may need to be ordered.

III.
History:
H-1
This procedure was written by N Kriz on 3/29/2007.
H-2
This procedure was revised by N Kriz on 11/18/2010.
H-3
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H-4
This procedure was reviewed by N Kriz on 1/2/2012.
H-5
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