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	Purpose 
This procedure provides instructions for recording, inactivating, and editing specimens in Horizon Blood Bank.  It also includes directions for canceling orders in Horizon Blood Bank.


	Specimen
Refer to Specimen Requirements, Labeling and Storage for specific specimen requirements.

Note

Before you record a specimen, check the patient record to see if there already is a current one. If there is a current specimen on a current visit, the expiration date of the specimen will display on the At-a-Glance-Bar.


	Procedure                                                Recording a Specimen
                                                        Follow appropriate procedure (
· New or Known patients( Go to step 1

· Preadmit Surgical ( See Preadmission Surgical Workup procedure
· Computer Downtime( See Computer Downtime procedure


	Step
	Prompt
	Action

	
	                                              Patient/Order module

	1.
	Patient ( on tool bar) (
	Choose Record Specimen

	2.
	Medical Record # (
	Scan barcode label on tube

	
	Patients may be New or Known – for New, proceed to Step 3, for Known, go to Step 6


	3.
	“No Possible Matches Found” 
	OK ( NEW

	4.
	Open Patient from ADT Holding form(
Patient information appears in bottom                grid ( 
	OK

	5.
	New Patient –Using ADT Holding Defaults
Account ID on patient profile must match visit ID on tube (
	OK

	
	                                                             Open Patient window

	6.
	Patient name appears in lower grid(
(Choose correct visit ID from tube)
	OK

	
	Record Specimen window

	7.
	Accession #
	Scan Accession # off of tube

	8.
	External ID:
	Enter Secureline Armband #, if present on tube

	9.
	Phleb initials, date, time fields
	Enter information from tube

	10.
	
	OK

	
	Once a specimen is recorded, orders will go directly to the Pending Worklog to be resulted.


Changing the Specimen ID
You have a current specimen, but you have a new specimen which needs to be tested -

 (e.g. FMBS on an OB with a Type and Screen done on the first specimen)

The first specimen remains the current one, so if you need to add a XM at a later date, you will be using the correct specimen. 
	Step
	Prompt
	Action

	1.
	PW ( √ Incomplete Work ( Red ?

	
	DO NOT SELECT THE TEST!  -  proceed to Step 7

If test was already selected, proceed to Step 2

	2.
	Orders  (on tool bar )
	Choose Outstanding Tests and Modifications

	3.
	Technician ID field 
	Select tech initials from the drop down box  (

	4.
	Query
	Select correct Test and Modification

	5.
	Deselect
	Apply

	6.
	PW ( √ Incomplete Work ( Red ?

	7.
	Scroll to the right to see the Accession # on the order (
if it does not match the specimen you are using, you need to change it

	8.
	OP on the button bar

	Click

	
	Patient Order window opens

	9.
	Specimen ID field 
	Delete accession # and enter correct one

	10.
	Time 
	Enter time

	11.
	SAVE  
	Click and close

	12.
	Return to PW (  Specimen ID # is now correct


Editing a Specimen
To change anything regarding the specimen, Status, or Type
	Step
	Action

	1.
	File ( Open ( Patient

	2.
	MR # field 
	Enter MR # ( Query

	
	Patient information appears in lower grid (                                          
	OK

	
	Patient Profile opens

	3.
	EDIT (on tool bar)
	Choose Edit Patient Specimens

	4.
	Highlight  correct specimen  ( 
	Detail

	
	If changing the specimen Status ( proceed to Step 5

If changing the specimen Type ( proceed to Step 7

	5.
	Status field drop down box  


	Select appropriate status:

· Available

· Discarded

· Inactive

· QNS

· Rejected

	6.
	Go to Step 8

	7.


	Type field drop down box ( 


	Select appropriate type:

· Neonatal

· Outpatient

· Preadmit   

*Changing a specimen to Preadmit will generate “Recalculate Specimen Expiration Date/Time?” (Yes
Specimen outdate will change from 3 days to 2 weeks.

· Routine

· Visit      

	8.
	OK ( Close


Canceling an Order
An order may be cancelled only when tests, modifications, and blood products are not assigned to a tech’s worklog and the item status is ordered.  See Changing the Specimen ID, Steps 2-5 to deselect items from a tech’s worklog.  
	Step

Prompt

Action

1.
File ( Open
Select Order
Open Order window
2.
Enter Order information

Query
3.
Orders grid
Select correct order ( OK
 (exact match will automatically display Order Profile)
Order Profile window
4.

Orders (on tool bar) ( 

Select Cancel Order
5.
“Do you want to commit changes?”

OK

6.
SAVE and close


	Canceling an Order Item
When part of an order is completed and the remainder is to be cancelled.
Step
Prompt
Action
1.
File ( Open
Order
Open Order window
2.
Enter Order information
Select Query
3.
Orders grid
Select correct order ( OK
          (exact match will automatically display Order Profile)
Order Profile window
For tests with the same Order ID number ( go to Step 4

If the test is part of a test battery (e.g. TST=GRH & ABSC)( go to Step 8
4.
Items grid
Select item to be cancelled 
5.

Orders ( on tool bar) ( Item
Select Cancel
6.

“Do you want to commit changes?”
OK

7.

                                              Go to Step 13

8.
Orders ( Order Detail
9.
Products, Modifications, Tests Service, Accessory, Derivative tab
Select correct tab

10.
Item number 
Select to highlight

11.
Cancel Item

Click

Status changes from “Not Tested” to “ Cancelled”

12.
OK

13.
SAVE and close


	Limitations
Specimens must be received in Horizon Lab before being recorded in HBB.

	

	Safety
Refer to Laboratory Procedure:  Infection Control, Laboratory Safety Hygiene Procedure and all other safety procedures of the Laboratory. 

	Related Documents

Preadmission Surgical Workup 

Computer Downtime


	References
Horizon Blood Bank Quick Reference Cards
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