          

TITLE:  Order Entry - Soft
PRINCIPLE:

Patient Test Orders can either be entered in Sunrise Clinical Manager (SCM) or entered directly into Soft. 

PERSONNEL:

All Laboratory Staff

STEPWISE PROCEDURE:

A. General Laboratory Orders

1. Login to SoftLab, if not already logged in.

2. Click on the Order Entry icon (Clipboard with pencil).

3. Enter the patient’s name in or identifying information in the appropriate fields, then click Next. Select the correct patient.

4. Click “Add New Order” under the correct Billing Number.

5. Required fields are highlighted in yellow.
6. If the requesting doctor is the same as the Att. Dr., click in the ID field, if not, select the appropriate requesting Dr.

7. Enter the appropriate Priority: Routine, Stat, or Timed.

8. Enter the Collect Date and Time.

9. In the ID field, enter the test code you wish to order, or select “Insert” to search for the test.
10. Enter any Order Comment that you need to convey in the Order Comment field.

11. Mark the Call box, if the results need to be called to the requesting physician.

12. Save the order.

B. Microbiology Orders
1. The procedure for entering Microbiology orders is the same for General Laboratory, except that the Source and/or Site needs to be selected from the drop-down field on the Micro tab.
2. If the patient is on any known antibiotics, enter them in the Current antibiotic therapy drop-down field on the Micro tab.
3. Save the order
C. Blood Bank
1. Blood Bank orders are the same as General Laboratory, except for blood product orders. Blood product orders such as RBC’s or FFP have required fields in addition to those for General Laboratory.
2. Enter the number of units on the BBank tab.
3. Enter the reason for the transfusion on the BBank tab.
4. Save the order.
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