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PURPOSE  

To order blocks and print cassettes when needed when Gross Room Staff are unavailable.   
SCOPE       
This procedure is to be used by all individual who need to print cassettes afterhours or on weekends, especially when Gross Room staff are not present.  
PROCEDURE
1. <Enter> or click of left mouse button accepts choice or executes command.
2. <Ctrl Tab> moves forward to the next screen.
3. <Shift Ctrl Tab> moves back to the previous screen.
4. <Tab> moves forward one field.
5. <Shift Tab> moves back one field.
6. <F9> provides a new record.
7. <F10> saves data in the current record.
8. <Alt letter> to move to specific areas on a screen.
Block Ordering:

1. Double click on the Cases icon.
2. To open a current case, type the appropriate prefix (SU) and the accession number.  Press <Tab> then <Enter>.
3. Click on the specimen tab with the left mouse button and then click on the desired specimen.  Press <Ctrl O> to open the order screen.
4. The cursor will be in the Code field.  Type in the code for e.g. (1blk for one paraffin block, 5blk for five paraffin blocks).  Blocks on multiple specimens can be ordered at one time.  For multiple specimens with the same amount of blocks, click on the Source materials field and check each specimen that has the same quantity of blocks.  For specimens with a different quantity of blocks, press the down arrow to get a new order line.  Any special stains may be ordered now also.
5. If special instructions are needed for the Histology Staff, press <Tab> until the cursor drops down to the lower portion of the screen.  Click on the field marked Instructions.  Here you can type instructions that will appear on the worksheet.
6. To leave the order screen click on OK at the bottom of the screen. This saves the order and returns to the Specimen screen.  Although the order was saved <F10> must be pressed again to ensure the save or if <F9> is pressed it will prompt to be saved.
7. Important:  A new bar-coded cassette must be printed and the specimen re-embedded so future orders can be seen with scanning.
Note: Do not leave tissue in a cassette that does not scan.
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