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HORIZON BLOOD BANK COMMON COMPUTER TASKS
	1                  Adding an Attribute to a Patient, Deactivating an Attribute

	Patient: Order module
	

	File ( Open( Patient
	Enter MR# ( OK

	Patient (on tool bar)
	Blood Attributes

	Activating the Antigen section of Patient Blood Attribute

	Place cursor in code field
	ADD( Enter code or use FIND( OK

	Place cursor in indicator field
	Indicate presence or absence by typing “+” “or” -, or use the FIND button

	OK(
	if complete

 or proceed to activate an antibody

	Activating the Antibody section of Patient Blood Attribute

	Place cursor in antibody field
	ADD( Enter code or use FIND(OK

	Deactivating a Patient  Attribute

	File ( Open( Patient
	Enter MR# ( OK

	Patient (on tool bar)
	Blood Attributes

	Patient Blood Attribute Update window
	

	In Antibodies window
	Select the attribute that is no longer appropriate

	Select STATUS field
	Enter ”D” for deactivated ( OK


	2                         Adding a “Missed” Attribute to a Unit 

	Transfusion:  Inventory module
	

	File( Open(Component
	

	Cursor in barcode field 
	Scan unit #

	Components (on tool bar)
	Select Attributes

	Blood Attribute Antigen window

	Click in window( ADD
	Use Find button or type antigen code 

	Tab to presence Flag column
	Enter ”-“

	Repeat for each antigen
	OK

	3                            Cancel a Product

	Patient: Order module
	

	PW( Select product order to cancel
	OP button on button bar

	Orders( Order Detail
	Click Products

	Highlight product to cancel
	Click on Cancel Item button

	Repeat for each product, if necessary
	OK( close

	4                                                         Cancel a Test

	Patient: Order module

	PW( Select order to cancel
	OP button on button bar

	Items grid
	Highlight the order

	Orders (on tool bar)
	Cancel Order

	Do you want to commit changes?
	OK( close

	
	

	5                                 Comments – Adding, Entering, End-Dating

	Patient: Order module

	Entering Comments

	File( Open ( Patient
	MR# ( OK

	Edit (on tool bar)
	Edit Patient Comments

	Patient Comments form(Description grid
	Enter free text comment( OK

	Adding Additional Comments

	File( Open ( Patient
	MR# ( OK

	Edit (on tool bar)
	Edit Patient Comments

	ADD( Description grid
	Enter free text comments( OK

	End-Dating Comments
(Comment that no longer pertains to the patient)

	File( Open ( Patient
	MR# ( OK

	Edit (on tool bar)
	Edit Patient Comments

	Comments grid( 
	Select Comment to end date

	Scroll to End-Date field
	Enter date ( OK

	Deselecting Tests Assigned to a Tech’s Worklog
6                                    (or use Reassign a Tech to a Work Item)

	Patient: Order module
	

	Highlight patient
	

	Orders (on tool bar)
	Outstanding Tests and Modifications

	Tech ID, if known
	Scroll or enter initials of tech
or Query, if unknown tech

	Select test to reassign
	Click Deselect( Apply(OK

	7                                                     Duplicate Patients

	Display Duplicate Patients window may appear when recording a specimen on a patient with the same name but different birthday, middle initial, etc.
If this window appears, compare all known information (eg. birth date, SSN), to determine if there are 2 different patients or if it is a duplicate entry.


	Display Duplicate Patients window

Show as Duplicate column(

	                      If the patients are different(
	Change Y to N (NO= this is a different
               patient, not a duplicate entry        

	Comment field
	Enter free text comment (OK

	If this is the same patient(
	Y remains = YES, this is a duplicate entry

                     for the same patient             

	OK
	Click

	8                                      Reassign a Tech to a Work Item

	Patient: Order module

	PW(Select work item
	OP button on button bar

	Order Profile window
	Highlight item to be reassigned

	Orders ( Item ( Reassign Tech
	Enter Tech ID the item will be reassigned

	OK
	Click and close



	Releasing a Unit from Crossmatch
9                                      (patient discharged, deceased, crossmatch cancelled)

	Transfusion: Inventory module

	Components (on tool bar)
	Release to Available

	Cursor in barcode window
	Scan unit # and product code( ACCEPT

	OK
	Click and close

	10                        Special Needs – Entering, Adding, End-dating

	Patient: Order module

	Entering a Special Need

	File( Open ( Patient
	MR# (OK

	Edit (on tool bar)
	Edit Patient Special Needs

	FIND button
	Scroll to special need ( OK

	OK
	Click and close

	Adding a Special Need

	File( Open ( Patient
	MR# (OK

	Edit (on tool bar)
	Edit Patient Special Needs

	ADD
	Click

	FIND button
	Scroll to special need ( OK

	OK
	Click and close

	End-Dating a Special Need

	File ( Open ( Patient
	MR# ( OK

	Edit (on tool bar)
	Edit Patient Special Needs

	Special Need
	Highlight

	End-Date field
	Enter date ( OK

	Warning message:

“Comment is required when ending a    special need”
	OK

	Comment field
	Free text comment(OK
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