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I.   Purpose

To define the Soft process of cancelling tests in SoftLab, SoftFlow and SoftMic.
II. Procedural Notes

A. Prior to cancelling a test for pre-analytical variables, bridge to order entry and check if there is an additional tube type that can be shared with another lab under the same order number, within the required storage specification and time limitations (unspun urines with no preservatives, unspun EDTA lavender top tubes (tube type has “VT” in the Soft code), and unspun body fluids).

i.  Performing tech must call directly to the specific lab for retrieval of the shared specimen to share the tube/container 

ii.  In order entry, select the appropriate canned message for an internal comment (each line begins with a “? Shared specimen: …”) indicating which specimen and lab is sharing the additional tube.

iii.  Free text original ______ test (i.e. CBCWD)was clotted/qns 

iv.  Click Date, time and enter tech initials

i.e. “? Shared specimen: lavender top tube with Immunology to ?Hematology original CBCWD ESR clotted 12/20/2013  ?14:21 AED

II. Procedure for Cancellation in SoftLab

A. Individual Test – May be cancelled in either Lab Results tab in Instrument Menu or in a Resulting Worklist.

1. In either Lab Results tab or Resulting Worklist, click on the 

      result box of the test to be cancelled.

2.  Right click and choose Cancel from the list OR press F4

3.  Click on CanMesg

4.  Choose the correct cancellation comment from the predefined   

     comments

5.  Click OK

6.  Save changes
B. Entering Called to Comment for Individual Test – Must be entered in Order Entry

1. In Order Entry, click on Order Comm.

2. Click on CanMesg

   3.   Choose order comment |O#01

4. Enter the test ID of test cancelled, who was spoken to, date and time stamp and enter your intials

5. Click OK

6. Save changes 

C. Group Test – Must be cancelled in Order Entry

1.   In Order Entry, click on the Test ID of the test to be cancelled

2.   Click on the Cancel button

3. Click YES to cancel the test listed

4. Click on CanMesg

5. Choose the correct cancellation comment from the predefined comments

6. Click OK

7. Enter called to comment (See Below)

D.  Entering Called to Comment for Group Test – Must be done in Order Entry

8. In Order Entry, click on Order Comm.

9. Click on CanMesg

10. Choose order comment |O#01

11. Enter the test ID of the test cancelled, who was spoken to, date and time stamp and enter your intials

12. Click OK

13. Save changes 

E.  Cancelling Tests that are Already Resulted - May be Cancelled in either Lab Results tab in Instrument Menu or in a Resulting Worklist

1. If cancelling in Resulting Worklist and all results are already resulted, change the Status from Pend + Nonver to All and enter the order number to be cancelled in From order # and To

2. In either Lab Results tab or Resulting Worklist, click on the result box of the test to be cancelled.

3.  Type in .CANCELLED then hit Enter (be sure to enter the “.”   and enter cancelled in capital letters)

4.  In the pop-up “Enter result change reason for test”, enter the reason for cancelling the test then click OK

5.  Click Verify to verify the test that was just cancelled 

6.  Follow steps 2-5 for any other tests on the sample that need to be cancelled.

7.  Save order when finished cancelling.

III.   Procedure for Cancellation in SoftFlow

A.   Individual Tests

   1.  Cancel the SoftFlow or MD interpretation test in Soft Lab.

a. Follow the procedure outlined for canceling Individual Test or for Group Tests in SoftLab.

2. Click Order – Specimen Receiving Worklist

3. Click Find
4. Scan the specimen 

5. Bridge to Order Entry 

6. Select Yes to save current record 

7. Cancel label printer selection 

8. Select Tests 

9. Highlight test to cancel 

10. Click Cancel Test 

11. Enter Reason/Comment for cancellation 

12. Save Changes

IV.   Procedure for Cancellation in SoftMic

-To be cancelled conditionally when there’s a broken blood culture bottle, ID error, etc.

A.  Cancelling Tests from Order Entry

   1.  Select the test to be cancelled

   2.  Select the cancel button→ Pop up appears asking, 

           “Do you really want to cancel ______?”

   3.  Select “yes” if the correct test is indicated

        → Pop up appears asking “Enter cancellation reason”

   4.  Select CanMesg

  
   5.  Select the appropriate cancellation reason from the list

   6.  Select “OK”

   7.  Save changes
           B.  Documenting Cancellation Calls




   1.  Add the call information under the cancellation reason




        OR Go to the general tab




   2.  Select the call box

3.  Enter the call information on the Person/Msg line being sure to indicate the reason for the call. (AFB test cancelled, spoke to Dr. Jones, date, time)




   4.  Select “OK”
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