University of California, Davis
Health System, Sacramento
Department of Pathology and Laboratory Medicine

Scanning of Laboratory Requisitions Administrative Procedure 535G

PURPOSE:

Department wide access to lab requisitions at anytime from any UCDHS network

Computer located on the :S drive.

POLICY:

The Department of Pathology and Laboratory Medicine has organized workflow to
assure the most effective and efficient access and storage of laboratory requisitions.

PROCEDURE:
1. Sort all laboratory requiéitions by collection date.
Separate manual requisitions, these requisitions need to be thoroughly checked for
accuracy prior to being scanned.
3. Remove all staples.
4. Place about 30 requisitions into the scanner, facing backwards and right side up.
5. On the Scanner, press the bottom button, this will begin the scanning process.
Press bottom button
6. When all documents have been fed through the scanner, the computer will ask: Are
there more pages to scan? If you have, more requisitions to scan for the same date of
service file click YES, and continue scanning. When scanning is complete for that date
of service or maximum documents for the file size has been reached click NO.
Are there more pages to scan? NGTE: _‘%}{:@ not exceed
- ) 225 documents per file.
es ]
7. The scanner will then begin processing the requisitions. The scanning program will,

automatically rotate any requisitions placed incorrectly in the scanner.

Saving Filss

Formatting Imeges

]

Cancel
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Scanning of Laboratory Requisitions Administrative Procedure 535G
8. At My Computer click on the Shared on “hshome” :S Drive icon

File Edt View Favorites Tools Help

Sesrch Folders

My Computer

Drives

%\(@ﬁ Local Dusk (C:)

Devices with Remavable Storage

DVD-RAM Drive (D7)
k Drives

leffoday on " ‘
My Computer ‘hshomes2\ home\ sme’, aps* (H1) laffoday on ‘Hsl

Swstem Foldus

apps on ‘hshome

a. Double click to select the folders in this order: APS = ClinLab - Clinical
Support Services > Requisitions

File Edit View Favorites. Tools FHelp

Back ~

5 seaen {7 Folders

sutobookdl  BARGAIN Cancer cardiodatal
BARN

: wd

Cardiclogy ChartO: (a3 -1 ClinAffairs EPIC-PFP ERASSERY

Help Maxir

o

v Eae

File and Folder Tasks f Classroom
{

Folders

o

Billing2 BoreMarrow CAPSwrvey

APAdmin Automated
Chemistry

R

DataBases DOoCS

Client |
Services

]

LB ) 3
é—«*": fd et rwmj Gt ‘.,,.»j
Eduration  Exscutive Flow Hematopa... HEMOG Histology Immunal. Inventoery

Administr.. Cytomstry Management

Favorites  Tools  Help

Search

% %3(}0

Lab Information Services (9695)

SARC (5684}

9. Double click on Pending Merge.
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File Edit View Favorites Tools Help

Folders

= B

Pending Merge questions about these from sus

10. Double click on the PDF to open file.
a. Confirm scanning was successful.
b. Correct number of documents scanned.

11. Right click on the file name

File Edk View Favorites Tools Help

Edit Toals Help

Back ~

£ Search 2% Folders

S:APS\ClinLabiClinical Support Services\Requisitions\ 1

e b
Open with Adobe Reader X
Cpen with Acrobat 9

Print

% Combine supported files in Acrobat...

Make Available Offfine

Open With >
§ Scan for threats...
Send To »

Copy

S

Create Shortout
Dalete

i

13. Use the down arrow from the address bar, select APS = ClinLab > Clinical Support
Services > Requisitions
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File Edt View Favorites Tools Help m

V%rge e
N

earch

- Folders

2011-09-02 {test 1}.pdf £z My Documents
Adobe Acrobat Document i’§ My Computer
740KB o Local Disk {C:)

¢ DYD-RAM Drive (D)

g fritz on ‘hshome02ihometsmcidlinlab’ (H:)
ﬁ lritz on Hslnci01yCLFiies$' (K2)

¥ shared on ‘hshome’ {5:)

Tools

Edit

File View Help

* Folders : E 1N

15. Double click to select the folder by month. If a new folder is needed see creating new
folder (page 8).

Tools

File Edt View Favorites Help

Back v S Search i " Folders

Fife andd Folder Tasks

2011-03 March

2011-05 May 2011-06 June

2011-07 July

b s

1
1 2011-8 August
3

16. Right click within the field, from the menu click Paste.
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1RE L wiew Taveimey  Touis e

S

it Back v

i Search

5:\APSIClintabiClinical Support Services\Requisitionst;

September 1, 2011 Part 1.pdf

Right Click
in this area

s Viaw

Places Arrange Icons By 4

Refresh

Customize This Folder...

S S ST

Undy Rename: oz
o New

Properties

17. File has bee;{ added

Fle Edit View Favorites Topls Help B

smeonsn,

Back

FSearch £ Folders

AAPSClind.ab\Clinical Suppart ServicesiRequisitionst ¥ %‘:} Go

Task m"\ Septeber 1, 2011 Part 1.pdf IR spetember 2, 2011 test.pdf
r Tasks S % &

18. If the day does not currently exist, right click on the file name and choose rename.
a. Using the current naming standard Month day, year part lor 2 .pdf

s s

Open with Adobe Reader ¥
Open with Acrobat 9
Print

PR

Combine supported files in Acrobat,,

Make Avalable Offline
Open With 3

4 Scan for threats...

Send To .

Cut
Copy

Create Shorteut

View Favorites

Fle Edt

£

September 1, 2011 Part 1.pdf
File 2 Seend

September 1, 2011 Part
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Combine files

1. Open the Adobe Acrobat 9 Pro Icon on the scanning workstation desktop.'

2. Choose Combine, This will open the drop down menu choose Merge Files to a Single
PDF.

3. Click Add Files, this will open a drop down menu click Add Files.

{3 PDF Partfalio

<> Single PDF

d them, and then arrange them in the order you want,

Page Range Size Madified Warnings{Eryors

4. Add files screen will appear. Note: This may or may not be the screen that opens,
however using the down arrow to open the drop down menu select Requisitions

POF Portfolio

Look irc -§ 223 2011-8 August

art 1.pdf ugust 18, 2011 Part

[ My D ocuments art 2.pdf ugust 18, 2011 Part &
Recent My Computer Part 1.pdf ugust 19, 2011 Part 3
s Local Disk (C:} Part 2.pdf ugust 19, 2011 Part &

2%, DVD-RAM Diive (D) Part t.pdf ugust 20, 2011 Part

itz on *hshome02\homesmencliniab’ (H:)  {Part 1.pdf ugust 21, 2011 Part

Desklop kitz on ‘Hsincl1\CLFfles$ (K] Part 2.pdf Ligust 22, 2011 Part |
shared on ‘hshome’ {S:) Part 1.pdf ugust 22, 2011 Part ;

APS Part 1.pdf ugust 23, 2011 Part

& Part 1.pdf ugust 23, 2011 Part ¢

by ng&enls i part 2.pdf ugust 24, 2011 Part ;
i Part 1.pdf ugust 24, 2011 Part §

Part 2.pdf ugust 25, 2011 Part

55 apps an hehome' (11 Part 1.pdf ugust 25, 2011 Part {

Fo . Part 2,pdf  “AiAugust 26, 2011 Part :

My Camputes i My Network Places —
ew Folder P
4 Thotee e
e name! 7 I AddFiss
My Ngﬁmk Files of type: ?;All Supported Fosmats l_ml:ance!

19. Double click on the needed to locate files to merge, this will open the folder.
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20. Double click on the month, to open folder

Recent

Dzskiop

5.

Pending Merge

uestions about these from sue

2011-05 May
2011-06 June
2011-07 July
2011-8 August
2011-3 Sept
Rew Folder

Desktop

3

My Docurrerts :

While holding the Ctrl key, click on the files to combine.

Click Add Files

&ysingle POF {3 PDF Portfolio

My ton\puter

%iSeptember 2, 2011 Part 2.pdf

eptember 1, 2011 Part. l.pd X
September 1, 2011 Part 2.pdf
September 2, 2011 Part 1.pdf

Septermber 3, 2011 Part t.pdf
September 4, 2011 Part 1.pdf
September 5, 201 1 Part 1.pdf
September 6, 2011 Part {.pdf
September 6, 2011 Part 2.pdf
September 7, 2011 Part L.pdf
September 7, 2011 Part 2.pdf

Type:Adobe Acrobat Documer
File:Size: 2874 KB
Modified:9/8{2011 8149 &M

g
bty Netwark

* File nama:

Files of type:

f'September 8, 2011 Part 1.pdf "2011-03-08 (1% © - 41 AddFiles ?t?
f Carcel |

'EAH Supported Formats e

7.Click CQQQQer Files

Administrative Procedure 535G

Cregts:
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T3 PDF Portfolio

Drag and drop files to add them, and then arrange them in the order you want.

Modiftzd Warnirigs/i

X Remove

velp | | options { [ Combine Fies | | Cancel
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8. Create a file name, using the standard naming practice (Month day, year part lor 2..)

9. Click Save

- Combing v %%3 Collaborate ~

sy 0110902 (best 1hedt o g
it ¥ September 1, 2011 Part 1,pdf
Recent 2 ispetember 2, 2011 test.pdf
¥
Deskiop
—— =
...... .
#y Documents ¥
et

My i omputer
g T ‘
File name: L iSeptember 2, 2011 Pant Tadf e e |
MyNewiok  gaveastype | Adobe POF Fies [-pdi] e |

10. If the file name already exists click on the click on the file name.

11. Click save

12. The Save As b i indicati exists. Replace existing file?

|
|
%

Click yes.
To delete files

1. Click file, from the drop down menu select open.

ol SR N
S sdvanced . wndow Help ?

Forms. 7 %ﬂﬁ Mulimedia ¥ {igiment 7.

™ WWM:}M@

Moy PDF Pestfoln

I STANDING ORDER

2 Order Start Dofer o

TC DAVIS- DAVIE, CA. 95616

| ATINLABORATORY % Ondor Bad Dater
530y 7332316 Lab . FrGUERGY e

Plysicians Signoture

S T L T T e v St ST - PR

2. Select files by, holding the Ctrl key click on the files to be deleted
3. Right click on the file that is highlighted in blue.
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4. Click Delete.

Tvp
File'Size: 6453 KB
13 odified:9/1/2011 11:30 AM

fw,w) ptember 1, 2011 Part 1.pdf
FE Recent ptember 2, 2?! 1 f’artyl.pdf
S v
e Select e
Ty Open with Adobie Reader X
Open with Acrobat 9
Print
ey % Combine supported fies in Acrobat. ..
WD My Documents | Make Available Offine
L‘Z (. Open With
e £ Scan for threat:
e Aoty My Computer Send TJo 3
Cut
J— e —
" File name: Copy i open |
e
— My Matwork Files of iyps: Cancel.
Siagnosi
Rename
4 HOUR URINE: Start Dato: Fhme:

S. Confirm multiple

Adobe Acrobat Document

FTALS

AW

Hice

PR

Properties

'ﬁle delete‘

a. Are you sure, you want to delete these 2 items? Click Yes

K

B

Recent

Desklop

by Docurments

My Compud

Creating a New Folder
1.
2.
3.

Edit  view

e

Look

Favorites

20118 Sept

011-08-02 {test 1).pdf
eptember 1, 2011 Part 1.pdf
iSeptember 2, 2011 Part 1.pdf
rispetesber 2, 2011 test.pdf

% Are you sure you want to dedate these 2 temns?

1f2011 1130 AM

e

Click File
Select New
Select Folder

Tools  Help

Shorteut

JEUT— —— Type: Adobe Acrobat Documant
,%i Yes 3 No | §rie sie: sas3 k8

semisistiait
;criier'&a and are reasonable and Nea

Fommb e A ar individoat satiant

2

|

Grher Places

i Briefease
i

itmap Image
Microsoft Word Dacument
tMicrosoft Office Access Application
Microsoft PowerPoint Presentation
Text Document
Wave Sound
icrosoft Excel Worksheet
Compressed (zipped) Folder

Detalls
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2011-02 February

2011-04 Apri
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4, Name the folder using the standard naming practice Year — Month

Fayorites  Tools  Help

Search ;‘/,V”‘ Folders

! 2011 1-05 May 2011-06 June

i

§ 20119 Sept
i

i
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PROCEDURE HISTORY
Date Written/ Revision Approved Date Approved By
Revised by
09/11 Paul/Kasmarek New 09/11 L. Howell
08/14 A.Castaneda Biennial Review 09/14 -~
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