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Proc. #4840-LIS-203

TITLE:  Order Cancellation - Soft
PRINCIPLE:

Most laboratory test orders that need to be canceled are done by the nursing units in Sunrise Clinical Manager (SCM). These cancellations cross the ADT/Orders interface to the Laboratory Information System, Soft. If that order has not yet been collected or received in Soft, it will be canceled in Soft automatically. If the test specimen has been collected or received into Soft, and the test has not been done yet, it needs to be canceled in Soft by laboratory personnel. Also, if laboratory personnel ordered the tests and they need to be canceled, this also needs to be done in Soft.

PERSONNEL:

All Laboratory Staff

STEPWISE PROCEDURE:

1. Automatic Order Cancellation by SCM on Patient Discharge.

Orders that are in progress or completed status are not to be canceled. When an order was automatically canceled by SCM and the testing remains in progress or completed, order the test as an add-on. Under certain circumstances when a canceled order has yet to be received in the laboratory, reorder the test obtaining a new order number.

2. Login to Soft, if not already logged in.

3. Click on the Order Entry icon (or select Orders from the toolbar or System Viewer, followed by Order Entry). 

4. Enter the patient’s last and first name in the corresponding fields. Select the Next.

5. Select the correct patient, then click Next.

6. Select the order that corresponds to the test that needs to be canceled.

7. Click on the Edit Mode icon [image: image1.png]


 at the top of the screen.

8. Under the Orders tab in the lower portion of the screen, the list of tests will display.  Highlight the test to be canceled by clicking the item once.  If multiple tests are to be canceled, hold the Control key down and single click each test that should be canceled.

9. Once the tests are highlighted, click Cancel [image: image2.png]% | Cancel



.  If the entire order is to be canceled, click Cancel order [image: image3.png]€ Cancel order



.

10. The system will ask you to confirm that you want to cancel the specified test or entire order. Select the corresponding answer.
11. You will then be prompted to enter a cancellation reason.  You can select a canned message by hitting F5 or the icon [image: image4.png]CanMesg (F5)



, choose the appropriate message, then hit OK. You may also free text your reason. Click OK when finished.
12. Any specimen that is being cancelled will be called to the nurse if there are specimen integrity issues or the test cannot be performed on the specimen provided. Document the call in the LIS with the nurse’s full name, date and time you spoke with the nurse. This will allow patient care staff an opportunity to recollect another specimen.

13. Once you are finished canceling the tests, click the Save icon [image: image5.png]


 in the upper toolbar.

14. The system will ask you to confirm that you want to save the changes that you made to the order.  Select the corresponding answer.

15. The test is now at a “Canceled” status.
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