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I.
PURPOSE:

In order to restrict access to LIS computer information approved laboratory personnel are assigned a “sign on” code and can choose a personnel password (which must be updated when prompted via the Soft computer) with which to “sign on”. All individuals approved for access are granted read/write access to the computer.

II.
POLICY:

A.
All laboratory personnel must sign on to LIS computers with their individual sign on code and password to access computer information and to sign off when queries are completed. No individual is to share or permit other individuals to utilize their codes.



Any individual who does not “sign off” a terminal:



1. 
Leaves a terminal active for anyone to use 



2
Fails to restrict LIS access to authorized personnel



3.
Will be held responsible for any activities/data entry/comments performed 
 
     
utilizing their “sign on”.

III.
PROCEDURE:

            Sign-on sign-off procedure also detailed in Soft manuals


A.
Sign on:


1. 
 Click on SoftLabMic4.0 Live


2. 
 Please sign on    (enter sign on code)


3. 
 Password   (enter your chosen password)

            4.          Verify Domain is set to YNHH


5. 
 Click Enter 


6. 
 Computer will display Soft menu options


7.
  Proceed with desired functions/programs


B.
Sign off:


1.  
Complete function

2. Choose log off, you will be logged off system (you will also be auto logged off  if mouse/computer inactive for >15 minutes)

IV.
HISTORY:


H-1
This procedure was written by N. Ortoli-Drew on  1-12-02.


H-2
This procedure was reviewed by N. Ortoli-Drew on 6-2005.

         H-3      This procedure was revised by N. Ortoli-Drew 2-2011.

H-4
This procedure was reviewed by Beth Degano on 4-2013.
