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	Purpose 
This procedure provides instructions for generating reports necessary to evaluate inventory issues, patient result review, and override issues. It also indicates the function of these reports and necessary action required to use them appropriately.

	Patient/Order module( Options( Reports

Blood Bank tech to run the following reports each morning in the order listed 


	Name of Report
	Action
	Function/Required Action

	Proc Return Products
to Available
	OK(Run(Close

	Returns products to available when specimen expires

	Proc Set Inventory Status to Transfused
	OK(Run( Close
	Updates all units issued >8 hours previously to a transfused status

	Automatic Product

 Return to Available Rep
	OK
Provider=RMC

Date=leave blank

Print(OK( Close
	Lists expired crossmatches, to be used to remove tags and stickers from units.  Remove tags and stickers as necessary. 

	Daily Outdated

Products Report                           
	OK

Location=RMC BB

Expiration date=yesterday’s date

Print(OK(Close
	Discard any expired products, both physically and in HBB.

	Outdated  Products                Summary Report
	OK
Location=RMC BB
Expiration date=today’s date

To= add 5 days 

Print(OK
	Check this list for A and O units to be returned to supplier

	Outdated  Products                Summary Report
	Location=RMC BB
Expiration date=today’s date

To=add 12 days
Print( OK(Close
	Check this list for B and AB units to be returned to supplier

	Outdated  Products                Summary Report
	The first of the month only
Location=RMC BB
Expiration date=today’s date

To=add 3 months and one day

Print( OK(Close
	Check this list for frozen plasma components to return to supplier

	User Report                         Override Factor
	OK(Print
From date=yesterday’s date

To date=today’s date

OK(Close
	Lists any overrides or exceptions to standard procedure which occurred the previous day.
Investigate and record findings on report,

initial, date and place in file for supervisor review

	User Report Available Inventory
	OK( Preview

Go last page

Print last page only

Close
	Lists crossmatched units

Retain and use for stickers on patients with completed work.  Discard when subsequent report is printed.

	Inventory Level Report
	OK ( Print
Close
Run at ~ 0700 and ~1500
	Lists all products, available and assigned.
Compare actual product counts to report and investigate any discrepancies.  Counts are performed twice daily by the day tech and the 3PM tech.  Order products accordingly.  Place on clipboard; discard when subsequent report is printed.

	Surgery Schedule Report
	From desktop(dbl click Surgery Schedule icon

Enter date for 7 days in the future as directed
	Look up all patients having surgeries requiring T&S. Record “new” or “patient’s type”.  Check for antibodies and record on antibody log if, necessary, then store in appropriate daily folder.

	Surgery Schedule Report
	From desktop(dbl click Surgery Schedule icon

Enter tomorrow’s date 
	Compare to the schedule in the daily folder – add any additional surgeries as necessary.   Record “new” or “patient’s type” and place in the “Next Day Surgery Schedule” folder on “Phleb island”.

	Lab Log Lite-Blood Bank
	Automatically generated at 0700,1500, 0015
	Provides an alphabetical list of patients with current specimens on whom ABSC and/or ABO/Rh testing has been done

Refer to this as necessary to determine whether or not patient has a current specimen and antibody screen. Place on clipboard; discard when subsequent report is printed.

	These reports are to be generated and evaluated by the blood bank tech.  Supervisor will review all Override Reports.
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