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Getting Started

MayoACCESS is a web-based application that connects medical and clinical facilities to laboratories.

Using the connectivity of the web, MayoACCESS is an efficient ordering, tracking, and reporting
system that can be used to perform the following tasks:

e Ordering laboratory tests

¢ Entering and tracking patient information

e Printing laboratory results for patients

e Printing batch sheets and specimen labels

e Providing important notifications to concerned entities

Contacting Customer Service

Use the following information to contact Customer Service:

United States and Canada International

Telephone 800-533-1710 (toll free) Telephone +1 855-379-3115 (toll free)
507-266-5700 +1 507-284-9273

Fax 507-284-1759 Fax +1 507-284-1759

Email mml@mayo.edu Email mmlglobal@mavyo.edu

Mail Mayo Clinic Laboratories Mail Mayo Clinic Laboratories
3050 Superior Drive NW 3050 Superior Drive NW
Rochester, MN 55901 Rochester, MN 55901
UNITED STATES UNITED STATES

MayoACCESS Information
You can find MayoACCESS information on the MayoACCESS References web page

(Mayocliniclabs.com/order-tests/mayoaccess-reference.html). This web page contains the following

information:

¢ Release Notes that describe what’s new for each release

¢ Overview, installation, and setup information

¢ Training modules that demonstrate how to perform specific tasks

¢ Quick references that show basic steps for specific tasks

e This guide, which contains all the information that you need to use the MayoACCESS
application

You can also access this information from within the MayoACCESS application by clicking Help on the

Help menu.

©2021 Mayo Foundation for Medical Education and Research. All rights reserved.
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Getting Started

Logging in to MayoACCESS

To get started using the MayoACCESS application, you must log in. The following topics describe how
to perform these tasks as well as how to log in if you have forgotten your password, and how to log
out of the application.

To log in to the MayoACCESS application, follow these steps:

1. In a web browser, enter one of the following URLs to get to the MayoACCESS login window.

e Test Site: https://test. nmlaccess.com

¢ Production Site: https://mmlaccess.com

Alternatively, click MayoACCESS on the Mayo Clinic Laboratories website:

MAYO CLINIC MayoACCESS | MayoLINK

LABORATORIES Register ~ Sign In

Tip: To add a shortcut for the MayoACCESS application to your computer desktop, see
Adding a Desktop Shortcut to the MayoACCESS Application on page 139.

2. Enter your email address and password.
Note: Passwords are case sensitive.
3. Click Sign in.
If test results are available, the following message is displayed when you log in:
You have unread reports.
You can choose to view and print the unread reports.

When you are finished, the New Order page is shown. This page is the starting point for ordering a
test. For instructions, see Ordering a Test on page 35.

Logging in to MayoACCESS If You Forgot Your Password
If you forgot your password, follow these steps to log in to the MayoACCESS application:

1. In a web browser, enter one of the following URLs to get to the MayoACCESS login window.

o Test Site: https://test. nmlaccess.com

¢ Production Site: https://mmlaccess.com

2. On the Sign In page, click the Need help logging in? link.
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MAYO
CLINIC

N2

One account for all Mayo Clinic services
Sign in to Mayo Clinic Laboratories

Professional Username

‘ Usemame ‘

Password

‘ Password ‘
[I1Show Password

+ Need help logging in?

Maye Clinic Staff Log In

You will be asked to enter your email address and answer the security question. Then, you will
receive an email notification with instructions for changing your password.

Logging out of MayoACCESS
To log out of the MayoACCESS application, click Log Out on the menu bar.

@Y P AsoraroRiEs MayoACCESS’

Results | User

Patients | Orders Master Files | System | Help Batch Orders | Log Out

Using MayoACCESS
The MayoACCESS application is made up of various components:
e Menus
e Shortcuts
e Patient Information Bar
e SmartLinks
e SmartMenus

e Extended Frameset

Page 9



Getting Started

The MayoACCESS features and functions that you see are controlled by the security groups to which
you belong, so your view of the MayoACCESS application might differ from that of other users.

The following topics describe each of these components.

MayoACCESS Menus

The MayoACCESS menus provide access to the main functions of the application.

@ Y oearonies MayoACCESS’

““Patients | Orders | Results | User | Master Files | System | Help Batch Orders | Previous | Log Out |

To display the menu options, hover over the menu. To select an option, click the menu item. The
following menus are available:

Patients

This menu contains options that are specific to a patient, such as ordering a test, viewing orders and
test results, changing patient information, and creating cumulative reports. Some menu items are
disabled until you select a patient record.

Orders

This menu contains options that are associated with ordering tests, such as accessing the directory of
services, searching for an order, working with batches, and viewing test utilization.

Results

This menu contains options that are associated with viewing, printing, and forwarding reports that
contain test results.

User

This menu contains options for opening the InfoLink Inbox, changing to a different site, and creating
notification subscriptions.

Master Files

This menu contains options for creating comments, custom profiles, and short lists, and for working
with physician and patient records. Access to this menu might be restricted to supervisors or system
administrators.

System

This menu contains an option for setting up and maintaining MayoACCESS user information. Access
to this menu is restricted to supervisors or system administrators.
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Getting Started

Help

This menu contains options for accessing MayoACCESS information and the Add Tests to an Order
form, checking the application version, viewing and changing ActiveX installation and browser
settings, and analyzing your system.

MayoACCESS Shortcuts

The MayoACCESS menu bar contains shortcuts for actions you might frequently take.

The following shortcuts are available:

Batch Orders

This shortcut opens the Batch Processing page. For information about batch processing, see Batching
Test Orders on page 61.

Previous

This shortcut switches from the page you are viewing to the previous page.

Log Out
This shortcut logs you out of the MayoACCESS application.

Patient Information Bar

The patient information bar shows information about the selected patient.

“Patients” | "Orders | Results | User | Master Files | System | Help | ["BatchOrders | Previous | Logout |

TEST,PATIENT Prim. Phys: Dr. L. B. Mc__.
ID: C7234588-0.. Female 04/22H977 SSN:

Patient Search

You can click the patient information bar to open the Patient Demographics page.
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SmartLinks

The SmartLinks, shown at the bottom of a section, provide links to functions related to that section of
the page. You can click these links to perform tasks. For example, in the following figure, you can click
the Order link to view and print details about the selected order.

P/S hadc CcB FB S0

Collected Order Order Status Mame 1D Acct |Phys Type
11/02/11 WWR1530000 Final TESTING,BULKLOAD JR10030000 C7234 Account
11/02/11 WWR1503385 Final TESTING,BULKLOAD JR10003385 |C7234 Account

11/02/11 |\WWR1503384 Final TESTING,BULKLOAD  [IR10003384 |C7234 Account
11/02/11 WWR1503381 Final TESTING,BULKLOAD JR10003381 |C7234 Account

11/02/11 \WWR1503380 Final TESTING,BULKLOAD JR10003380 |C7234 Account
11/02/11 WWR1503379 Final TESTING,BULKLOAD JR10003379 |C7234 Account

11/02/11 [WWR1503374 Final TESTING,BULKLOAD JR10003374 |C7234 Account
11/02/11 WWR1503372 Final TESTING,BULKLOAD JR10003372 |C7234 Account v
11/02/11 WWR1503373 Final TESTING,BULKLOAD JR10003373 |C7234 Account

% Qrder Edit Order ]

&= Search Results = Pending Tests J

When you hover over the link, an arrow is shown to the right of the link. Click the arrow to view
information about the function, to view related links or to remove that link from the SmartLinks shown.

Tip: For more information about a link, click the arrow next to the link, and then click the Information

link.

When you remove a link from the page, you can still access the link from the SmartMenu for that
section of the page. For more information, see SmartMenus on page 13.

You can set the default action for many of these links. For example, when you click the arrow next to
the Order link, a menu is shown (see the following figure).
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On this menu, the View Order Report link is darker than the other links. This indicates that this is the
default action when you click the Order link. You can change the default action from View Order
Report to Print Order Report by clicking the Toggle the Default Action (View or Print) link.

QOrders
ABN Printed/Signed

Collected | Order Order Status Name D Acct |Phys Type

11/02/11 |WWR1530000 Final TESTING,BULKLOAD | JR10030000 |C7234 Account

11/02/11 |WWR1503385 Final TESTING,BULKLOAD | JR10003385 |C7234 Account ~
11/02/11 |WWR1503382 Final TESTING,BULKLOAD  |JR10003382 |C7234 Account

11/02/11 |WWR1503381 Final TESTING,BULKLOAD  |JR10003381 |C7234 Account

order = x| TESTING,BULKLOAD  |JR10003380 |C7234 Account

1B &, prioe ordec & TESTING,BULKLOAD  |JR10003379 |C7234 Account o
1 TESTING,BULKLOAD  |JR10003377 |C7234 Account

1 EM&M ) TESTING,BULKLOAD  |JR10003378 |C7234 Account

1 Lo e e TESTING,BULKLOAD  |JR10003376 |C7234 Account

1 i Print To Alternate Printer TESTING,BULKLOAD  |JR10003375 |C7234 Account

1 [T] Se Defaulr Printer TESTING,BULKLOAD  |JR10003374 |C7234 Account

1 4 Remove Link from Bar TESTING,BULKLOAD  |JR10003372 |C7234 Account v
k ' Information TESTING,BULKLOAD  |JR10003373 |C7234 Account

Bm% [ Edit Order E e= 0
= Search Resylts = Pending Tests
SmartMenus

Many MayoACCESS pages contain a SmartMenu. The SmartMenu function is shown as a blue
hexagon icon.

Order Status

ABN Printed/Signed [[ZE

Mame

Acct

Phys

Type

[9)
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When you hover over the SmartMenu icon, links that provide functions for that section of the page are
shown. For example, when you hover over the SmartMenu icon on the Order Search page, an Order
Search SmartMenu similar to the following is shown.

Order Search SmartMenu =] %i)

© £ Export Grid © @ Refresh Grid

© L& Grid Report @ L Search Results A
i@ & Pending Tests

I: : :I I:gl I:gl I: : :I I: 3 :I I: : :I L
D@

FEEER D

HFEHEFRBREER

The links in the top section of the SmartMenu are functions that are performed on the entire list of
Orders. The links in the bottom section of the SmartMenu are functions that are performed on the
selected order.

You can click the links on the SmartMenu, or click the arrow next to a link to view information about
the function, to view related links, or to add the link to the page. For more information, see SmartLinks
on page 12.

Extended Frameset

The extended frameset provides convenient access to functions that you might use frequently.
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Getting Started

The extended frameset is divided into three sections:

Patient QuickLinks Shortcut buttons Resources
Patient QuickLinks Patient Search Resources
gp Add Tests io an Order
Order Search & Supolies
@) Patient Information Forms
flepash Ceonsh @l Omline Training
%
Directory of Services 4}_';' Website | News/Events
@ Test Prices
Batch Processing
:

Hide Extra Links
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Getting Started

The following table describes each of the extended frameset options:

Option

Description

Patient QuickLinks

Reports

Opens the Patient Reports page. Use this page to view the test
results for the selected patient.

Order History

Opens the Order History page. Use this page to view information
about all the orders for the selected patient.

Demographics

Opens the Patient Demographics page. Use this page to view and
change the demographic information for the selected patient.

New Order

Opens the New Order page. Use this to order tests for the selected
patient.

Results History

Opens the Results History page. Use this page to view the test
results for the selected patient.

Insurance

Opens the Patient Demographics page. Use this page to view and
change the insurance information for the selected patient.

Orders Pending Results

Opens the Orders Pending Results page. Use this page to view the
tests that have been ordered for the selected patient, but for which
results are not yet available.

Shortcut Buttons

Patient Search

Opens the Patient Search page. Use this page to search for a
specific patient.

Order Search Opens the Order Search page. Use this page to view and search
for specific orders.
Report Search Opens the Reports page. Use this page to view and search for

specific test results.

Directory of Services

Opens the Directory of Services window. Use this window to look up
tests and to view detailed test information.

Batch Processing

Opens the Batch Processing page. Use this page to close a batch,
to view or edit orders, to cancel tests, and to print specimen labels.
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Getting Started

Resources

Add Tests to an Order

Opens the Add Tests to an Order form on the Mayo Clinic
Laboratories website. Use this form to request additional tests for a
specimen that you sent to Mayo Clinic Laboratories.

Supplies

Opens Supplies on the Mayo Clinic Laboratories website. Use this
web page to order supplies from Mayo Clinic Laboratories.

Patient Information Forms

Opens the Patient Information and Signature Forms web page on
the Mayo Clinic Laboratories website. Use this web page to
download and print forms that you need.

Online Training

Opens the MayoACCESS References web page on the Mayo Clinic
Laboratories website. Use this web page to get information about
using the MayoACCESS application.

Website Opens the home page of the Mayo Clinic Laboratories website.
News/Events Opens the Mayo Clinic Laboratories Blog website.
Test Prices Opens Test Prices on the Mayo Clinic Laboratories website. Use

this portal to view pricing information.
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Accessing the Directory of Services

The Directory of Services lists and describes the tests that you can order. You can use any of the
following methods to access the Directory of Services:

¢ On the Orders menu, click Directory of Services.

¢ Inthe extended frameset, click the Directory of Services button.

¢ When you enter an order, click the Directory of Services link.

Y Y Smironies MayoACCESS’

Results User | Master Files System Help

Previous | Log Out

o Rl Patient QuickLinks

Patients

New Order

New C ' orger searcn

Batch Processing
Batch Set List

" » Reports
= — Required Fields B
Test Utilization Order History
Auto Assign ID 2 q = Demoaraphics
wt g Ordering Location | El o—
Prefix l:l Ordering Physician | | ?w{
wer | | nsurance
Patient (L.F,M)
| I I []Set Callbacks [ ] Set Faxbacks
sume [
Show More Links
bon [ |®
_ [
S ] Patient Search
Date Time
Order Search
Order # | Collected | |
Repart Search
Tests | . Add Tests... | \
Report Mote ~ Directory of Services
v
Perf Lab Note A Bateh Processing
v
[ Forward Results
Cancel Clear __ Standard Order Entry | | Continue |

Accessing a Joint Test Catalog

If the MayoACCESS application is linked to your Joint Test Catalog (JTC), you can access the JTC
from within the MayoACCESS Directory of Services. To access your JTC, follow these steps:

1. On the Orders menu, click Directory of Services.

Tip: Alternatively, you can click the Directory of Services button in the extended frameset.

MayoACCESS’

[“Results” | User | Mas
New Order
Order Search

Master Files | System | Help [ Previous | Log Out

Batch Processing
Batch Set List

- Test Utilization

Directory of Ser\rices“- Ordering Location |
Lued Dhusi [

=

©2021 Mayo Foundation for Medical Education and Research. All rights reserved.



Accessing the Directory of Services

The Lookup Test By window is shown. The upper right corner of this window contains a link to

your JTC.
Include Obsolete Tests Clear Selected Profile I
Keyword I = Component I 7|
Test Name I Test Code I
Test Wersion I Test Date/Time I
[3 Test oK

2. Click the link to open your JTC in a separate window.

Searching for a Test
To locate a test, follow these steps:
1. On the Orders menu, click Directory of Services.

Tip: Alternatively, you can click the Directory of Services button.

Y s MayoACCESS’

Hisip”™ '

“Tog Out

““Patients | [“Results” | User | Master Files | System “Previous |
New Order
Order Search

Batch Processing

Batch Set List [PPSR S
Required Fields
| Test Utilization -_ . Rewrdficd: 0

Directory of Sewices“' Auto Assign ID Ordering Location |
e |

=

2. Onthe Lookup Test By page, enter a test name, test code, or test mnemonic in the Keyword
text box.

Tip: You can click the arrow next to the text box to display a list of tests.

3. Click the arrow next to the Keyword text box to display the tests that match the specified test
code, test name, or test mnemonic.

4. Select the test that you want from the list.

Lookup Test By Mayo Medical Laboratories
Include Obsolete Tests Clear Selected Profile I
Keyword |a ngiotensin ¥ Companent I o
Keyword Test Code Test Name Lab =
Test Name ACE Angiotensin Converting Enzyme, S Rochester Campus
Test Version Ang.iotensin FACE Ang.iotensin Converting Enzyme, CSF  |Rochester Campus ~L
Angiotensin FACEC Angiotensin Convert Enzyme CSF Rochester Campus
Angiotensin FANG Angiotensin II, P Rochester Campus
Angiotensin FANGI Angiotensin I, P Rochester Campus V)

[ Test
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Accessing the Directory of Services

4. Detailed information about the selected test is shown.

Lookup Test By Mayo Medical Laboratories

Include Obsolete Tests Clear Selected Profile I

Keyword IACE ¥ Compaonent I ¥

Test Name |Angiotensin Caonverting Enzyme, S Test Code |ACE

Test Version [4524 Test Date/Time [01/28/15 15:05

Mayo Test ID A
ACE

Location
DTL: Performing Labs
Spectrophotometry (SP) W

o . PP B0 LR .

Tip: You can either scroll to see all the information about the test or click a heading in the
navigation to display that section of the test information.
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Ordering Supplies

You can order specimen collection and shipping supplies for your test orders from Mayo Clinic
Laboratories Supplies. Use these supplies to send specimens only to Mayo Clinic Laboratories. You
can access Supplies from the MayoACCESS application by clicking the Supplies link in the extended
frameset.

TH) MAYO CLINIC M ACCESSW‘
"—\. LABORATORIES avo
Patients | Orders | Results | User | MasterFiles | System | Help Previous | Log Out
Ord. Phys: 5 .
P ickLinks
New Order O o s Patient Qu
pid Orde T Di
Orde: Required Field
Patient ID I:| Auto Assign ID Ordering Location ¥
Ordering Physician
oo [ w ervsicon (]
[ H I
Patient (L,F,M
¢ ) []set Callbacks [ ]Set Faxbacks
so [
Show More Links
bos [
v
se [TV e —
Date Time
Order Search
order # | Collectad | |
Report Search
Tests | Add Tests...
Report Note ~ Directory of Services
hd
Perf Lab Note ~ BatslyProcessing
v
[ Forward Results
Cancel Clear __Standard Order Entry | Continue |
Resources.
o Add Tests fo an Order
Jy Website | News/Events
[$] TestPrices

The Supplies web page is shown. For information about ordering supplies, see the Frequently
Asked Questions on this web page.

©2021 Mayo Foundation for Medical Education and Research. All rights reserved.
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Managing Patient Information

This section contains information about the following tasks:

e Creating a patient record
e Searching for a patient record

e Changing patient information

Creating a Patient Record
To create a patient record, follow these steps:

1. On the Patients menu, click New Patient.

Tip: Alternatively, you can click the New Patient link on the Patient Search page.

() S Ontes MayoACCESS’

Brdere | Resutie " lser | Master Fites | svetemn | Halp !

[Nl Orders | Results | User = Master Files | System | Help

Ord. Phys:

Patient Search Order #
Acen #:

No Patient Selected

Order History Jfo=Tests"(~Diagnosis Cotes | ~Guestions

Orders Pending Results

Previous | Log Out |

Patient Reports =
Results History Auto Assign ID Ordering Location | |
Demographics :l Ordering Physician | |
Encounters NPI
Insurance || H ‘ ‘
[[]Set Callbacks [ ]Set Faxbacks
New Order
Audit Histo
S =
Date Time
order # | Collected | H|
Tests | Add Tests...
Report Note ~
v
Perf Lab Note ~
v
[ Forward Results
Cancel Clear Standard Order Entry Continue

2. On the Patient Demographics page, click the Details tab.

3. On the Details page, specify the information for this patient, including the patient’s address,
city, state, and zip code. The highlighted fields indicate information that is required.

©2021 Mayo Foundation for Medical Education and Research. All rights reserved.



Managing Patient Information

Patient Demographics
Details | NGRS IENCMINE

Details

Prim. Phys:
SSN:

Required Fields [J]

Billing Type Address |
o |
Name (LF M) | | I |
B ciy| 5
2K | | State | | z1p code | |
Marital Status _ Phone # I:l
patientn| | Auto Assign ID E-mail |
ontera | % R
s ] A
) — v
@ Primary Physician | ¥ Ethnicity

Language | ¥
Race |
Guaranter Allergies B Contacts Save

New Patient

[1 unlock Forwarded Patient

& Patient Labal

Audit Datails o

New Order

For more information about the fields on this page, go to Patient Details on page 28.

5. To view third-party billing for this patient, click the Insurance tab.

4. To specify third-party billing for this patient, select Insurance for the Billing Type.

Patient Demographics
luDetails,| nsurance | Encountess. |

Active Insurance Providers

Insurance Provider

n: Male

Pre-Approved/Local

Prim. Phys:
L SSN:

Missing Information |

MNew Provider [M Edit Provider B Remove Provider

Associated Insurance Providers

Insurance Provider Policy #

Group # Expires

Pre-Approved/Local

Delete Provider [ Edit Provider [ Activate Provider

[ Unlodk Forwarded Patient

& Patient Labal

ionnaif New Patient

New Order
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© Insurer filter by: [ Medicare [ | Medicaid
| ® .. Status | |
Network | [v] Lab | |
Responsible Party (L F MI) | I I | Group ID # | |
Issue Date |:| = Expires |:| = Priarity |F’rimary i'
policy # | |
Subscriber (L F MI) | I I | Relationship | |
Address | | Sex | ~]
| | ss | |
City, State ZIP Code | | || || | pos [ =
Employer | | Phone | |
L] Copy Subscriber Information From Patient ] Copy Subscriber Information from Guarantor Save Cancel

6. On the Insurance page, you can view the primary insurance information for this patient.

7. If the patient has a secondary insurer, click Show Secondary Insurer to view the insurance

information.

8. Click Save.

From this page, you can click New Order to order a test for this patient.

The Patient Demographics page also contains the following links:

Link Description

Guarantor Guarantor information for the patient
Allergies Allergy information for the patient

Contacts Emergency contact information for the patient

Questionnaires

Questionnaires for the patient

New Patient

Link to add a patient

Patient Label

Label that shows patient information

Tip: For more information about each of these links, click the arrow next to the link name, and then
click the Information link.
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Patient Details

To display the detailed demographic information for the patient, click the Details tab on the Patient

Demographics page.

Prim. Phys:
SSN:

Patient Demographics e
Detals | ogurance,.,  Encounters .|
retails Required Field
illing Type Address | |
e ] |
Name (LF M) | | I | | |
e aov | 5
aKa | | State | | z1P code | |
Marital Status Phone # l:l
patientio [ | Auto Assign 1D E-mail |
ot | ¥ orverstise [ |
Y ~
) — v
& primary Physician [ £ Ethnicity il
Language | ﬂ
Race | ll
Guarant: allergies ] t Save
Audit Details (E] Questionnaires New Patient [@ Unlock Forvarded Patient & Patient Label New Order

The following table provides instructions for completing the information on this page:

Field Instructions

Billing Type Select Account to bill the test to the client. Select Medicare to bill the test
to Medicare or Medicaid. Select Insurance to bill the test to patient
insurance.

Prefix Enter a title for the patient, such as Mr., Mrs., or Miss.

Name (L F M) Enter the last name, first name and, if applicable, the middle initial or middle
name for the patient.

Suffix Enter a title for the patient, such as Sr. or Jr.

AKA Enter any other name that the patient uses, such as a nickname or a
maiden name.

Marital Status Select the patient’s marital status from the drop-down list.

Patient ID Enter an identification number for the patient.
Tip: Click Auto Assign ID to generate a new patient identification (ID)

number.
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Field Instructions

Ordering Location If specified, all orders for the patient will default to the selected location.

SSN Enter the patient's social security number.

DOB Specify the patient’s date of birth.

Primary Physician Select or enter the name of the patient's primary physician.

Tip: To enter the information for a physician, click the Primary Physician
link. For instructions, see Creating a Physician Record on page 103.

Sex Select the patient's sex from the drop-down list.
Language Patient's primary language (not used).
Race Patient's race (not used).
Address Enter the patient's home address.
City Specify the patient’s city of residence.
Tip: Enter the patient’s zip code to automatically complete the City and
State fields.
State Enter the patient’s state of residence.
ZIP Code Enter the patient’s zip code.
Phone Number Enter the patient's telephone number.
E-mail Enter the patient's e-mail address.
Drivers License Enter the patient’s driver’s license number.
Notes Enter any other relevant information about the patient.
Ethnicity Patient’s nationality (not used).
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Patient Insurance

To display the insurance information for the patient, click the Insurance tab on the Patient
Demographics page. This page contains the patient's primary and secondary insurance information.

Patient Demographics

Detailsy, Insurance | Encounters.

Active Insurance Providers

|Insurance Provider |Policy # Group #

!Expires

Pre-Approved/Local

- Prim_Phys:

Male oM SSN:

Missing Information 71

W
Mew Provider [0 Edit Provider Bl Remove Provider
Associated Insurance Providers
‘Insuranoe Provider |Pn|il:y # |Gmup # ‘F_'Acpires iBiIIing Type |Pre—Approvedem:al |O
~
v

Delete Provider [ Edit Provider [ Activate Provider

] Questionnaires New Parient [ unlock Forwarded Patient

L&y Patient Labal

New Order

New Insurance Provider for ,

& Insurer

0 Pre-Approved @ Local

filter by: [| Medicare [ | Medicaid

¥ .

Metwork |

Required Fields i

Status | |

Lab | |

Responsible Party (L F ML} |

| Group ID # | |

ceoires [

Priority |Primaa|rj.|l

Subscriber Information From Patient

i oy

Policy # | |
Subscriber (L F MI} | || || | Relationship | ﬂ
Address | | Sex |
| | ss | |
City, State ZIP Code | | || || | DOE | =
Employer | ﬂ Phone | |
Save Cancel

& Copy Subscriber Information from Guarantor

Searching for a Patient Record

To locate a patient record, follow these steps:

1.

On the Patients menu, click Patient Search.

Tip: Alternatively, you can click Patient Search in the extended frameset.

Page 30



Managing Patient Information

Y NS Craonres MayoACCESS’

YTl Orders | Results | User | Master Files | System | Help T
New Patient Ord. Phys:
Patient Search ‘“ Order #

| No Patient Selected
Order History
Orders Pending Resuits §
Patient Reports

Results History Auto Assign ID Ordering Location | ¥

Prim. Phys
SSN

Demographics Ordering Physician |
Encounters :l NPL | |
Insurance Il Il

[]5et Callbacks [ ]Set Faxbacks
New Order :l
Audit History T E

2. In the Patient text box on the Patient Search page, enter either the ID number or the first few
characters of the patient's last name.

3. Click Search.
Tips:
o If you are unsure of the ID number or the spelling of the patient’s last name, enter just the
letters or numbers that you know. The search results contain all the patient records that
match the numbers or letters that you specify. For example, if you enter TES in the Patient

text box, and then click Search, all patients with last names or records that begin with TES
are shown.

e To display patient records that were recently opened, click the Recently Selected Patients

check box.
: Test,Patient Prim._ Phys
Patlent SearCh 1D: 123456 Female 06/06/1920 100Y SSN:
Patient [Test,Pati | search Clear  [| Recently Selected Patients Advanced
Name ID SSN DOoB Sex City
[Test, Patient [123456 \ 06/06/1920 Female |
Mew Patient Demographics Insurance [] show Deleted Patients
MNew Order

To order a test for that patient, select the patient record, and then click New Order. To view patient
demographics or insurance information, click the Demographics or Insurance link.

Changing Patient Information
To change patient information, follow these steps:

1. On the Patients menu, click Patient Search.

For information about searching, see Searching for a Patient Record on page 30.

2. Select the patient for whose record that you want to change
3. To change the patient’'s demographics, click the Demographics link.

Tip: You can access this page by clicking Demographics on the Patients menu.
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4. To change the patient’s insurance information, click the Insurance link.
Tip: You can access this page by clicking Insurance on the Patients menu.

5. On the Patient Demographics page, change the values in any of the fields on the Details or
Insurance pages. To switch between the pages, click the Details or Insurance tab.

Patient Demographics \.g;e?;iz?tlem Female  0G/06M320 100Y o P:;:
Defails _Insurance. . Encounters__|
yetails
Billing Type Address |
e | \
Name (L F M) [TEST |PaTIENT I | [
P G | 5
aKa | | state | | z1P Code | |
Marital Status Phone # l:l
Patient ID Auto Assign 1D E-mail | |
e ] N —
Y — ~
Motes
cos Oaerez0 | v
& Primary Physician | ¥ Ethnicity [v]
Language | ¥
Race | =
Buarantor Allergies Contacts Save
Audit Details Questionnaires New Patient [ unlock Forviarded Patient = Patient Label New Order

6. To change additional information, click the appropriate link at the bottom of the page. For
example, you might want to change the address on the page, and then click the Guarantor
link to change the address for the guarantor for this patient.

Tip: To view information about any of the links, click the arrow next to the link name.

Note: If the patient's name is dimmed, this means that pending reports are still open for this
patient and that the patient name cannot be changed until the report is final.

7. Click Save.
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Ordering a Test

To order a test, you need the following information:

The patient name that the test is for
The physician who is ordering the test

The test name or test code

Use one of the following methods to order a test:

Rapid Order Entry

Use this method if you do not use a short list or a custom profile.

Standard Order Entry

Use this method if you want to select a test from a short list or select a custom profile.

For information about short lists, see Creating a Short List of Frequently Ordered Tests on
page 123.

For information about custom profiles, see Creating a Custom Profile on page 121.

You can also order a test when the MayoACCESS application is not available. The following topics
describe how to use these methods for ordering a test.

Ordering a Test by Using Rapid Order Entry

Use this method for ordering a test if you are not selecting a test from a short list or ordering a custom
profile. To order a test, follow these steps:

1.

On the Orders menu, click New Order.

Tip: Alternatively, you can click the New Order link in the extended frameset.

MAYO CLINIC L
r'.?p LABORATORIES MayDACCESS
Results User | Master Files ysem Hel Ip Previous | Log Out

: Prim. Plys:

Patien Order Search h = s
JFPSTIET  Batch Processing |

= Batch Set List
Patient [ Test Utilization Search Clear [[] Recently Selected Patients Advanced

Hame Directory of Services D 55N DOB Sex City Q

In the Patient ID text box on the New Order page, enter the ID number for the patient and
press Enter to display the information for that patient.

Notes:

e If you are ordering a test for a new patient, you must enter all the required information for
the new patient. The highlighted fields indicate information that is required. For detailed
information about the fields, see Creating a Patient Record on page 25.
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e Alternatively, you can search for a patient name or ID, and then click New Order on the
Patients page. For information about searching, see Searching for a Patient Record on
page 30.

Ord. Phys:
#

New Order Order - i~

Accn #:

Pl Grderinfo | Tests | Diagnosis Codes | @
Orde:

Req red eld
Patientip [ | AutoAssignID Ordering Location | ¥
Ordering Physician
S — o P | ‘

. NP | |
Patient (L,F,M) | I I [set Callbacks [ ]Set Faxbacks
sufic [ ]
ooe [ B
Sex

Date Time

Order # | Collected | =

Tests | Add Tests...

Report Note

LX< >

Perf Lab Mote

[1 Forward Results

Cancel Clear Standard Order Entry Continue

3. \Verify that the patient information is correct.

If necessary, you can update the information on this page. The information will be updated for
this patient when you save the order.

For information about changing the patient information, see Changing Patient Information on
page 31.

4. In the Ordering Location text box, verify that the ordering location is correct.

5. Specify the following information for this order. Required information is indicated with
highlighted fields on the page.

Field Instructions

Ordering Physician Specify the name of the physician who ordered the test.

NPI Specify the National Provider Identifier for the physician who ordered
the test.

Set Callbacks Request a phone call with the test results.

Set Faxbacks Request a fax with the test results.

Order # Specify your order number or Laboratory Information System (LIS)
accession number. This number is used to track the status of the
order.

Collected Date Specify the date that the specimen was collected.
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Field Instructions

Tip: You can enter T for today’s date, or T-n for a past date where n
is the number of days before today. For example, enter T-1 for
yesterday’s date.

Collected Time Specify the time, in military form, that the specimen was collected.

Tip: You can enter N for the current time.

Report Notes Specify any notes that you want to display on the laboratory service
report.

Performing Lab Notes Specify any notes that you want to send to Mayo Clinic Laboratories.
These notes are stored with the order.

6. Use one of the following methods to specify the test that you want to order.
o Enter atest ID in the Tests text box.

Note: You can enter more than one test ID by separating the test IDs with commas. For
example, enter the following:

ACE,HISTO,PBBD
o Click Add Tests to select the test from the Directory of Services.

For information about selecting a test from the Directory of Services, see Searching for a
Test on page 20.

7. Click Continue.

A message is shown that contains the order number and accession number.
8. Click OK.

9. If you clicked the Set Callbacks check box, the Callback settings dialog box is shown. Specify
the callback settings for this test. For information, see Specifying Callbacks on page 42.

10. If you clicked the Set Faxbacks check box, the Faxback settings dialog box is shown. Specify
the faxback settings for this order. For information, see Specifying Faxbacks on page 44.

11. To specify another order at this time, go to step 2. Otherwise, click Cancel.

This order must be placed in a batch and the batch must be closed before the order is submitted to
Mayo Clinic Laboratories. For instructions, see Batching Test Orders on page 61.
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Ordering a Test by Using Standard Order Entry

Use this method for ordering a test if you want to select a test from a short list or select a custom
profile. For information about short lists, see Creating a Short List of Frequently Ordered Tests on
page 123. For information about custom profiles, see Creating a Custom Profile on page 121.

To order a test, follow these steps:
1. On the Orders menu, click New Order.

Tip: Alternatively, you can click the New Order link in the extended frameset.

7h] MAYO CLINIC M ACCESSW
C:lp LABORATORIES ayo
““Patients e Results | User | Master Files | System | Help Previous  Log Out
) g
Patien O Sy h 1D SSN:
e eSSy
“oinss  Batch Set List
Patient || Test Utilization Search dear | [] Recently Selected Patients Advanced
Name Directory of Services jiv] SSN DOB Sex City ]

2. Inthe Patient ID text box on the New Order page, enter the ID number for the patient and
press Enter to display the information for that patient.

Notes:

e If you are ordering a test for a new patient, you must enter all the information for the new
patient. For detailed instructions, see Creating a Patient Record on page 25.

e Alternatively, you can search for a patient name or ID, and then click New Order on the
Patients page. For instructions, see Searching for a Patient Record on page 30.

Ord. Phys:
New Order Order® :

Prim. Phys
SSN:

pid Orde: i e Diagnosis Codes uestions

Orde: Required Field
Patient ID l:l Auto Assign ID Ordering Location | ¥l
orefi l:l Ordering Physician ‘ |
refix ‘

NP1 |
Patient (L,F,M) | I I

[]5et Callbacks []Set Faxbacks

Date Time

Order # | Collected | |

Tests | Add Tests...

Report Note

Perf Lab Note

<>

[ Forward Results

Cancel Clear Standard Order Entry Continue

3. \Verify that the patient information is correct.

For instructions, see Changing Patient Information on page 31.

4. In the Ordering Location text box, verify that the ordering location is correct.

5. Specify the following information for this order. Required information is indicated with
highlighted fields on the page.
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Field

Instructions

Ordering Physician

Specify the name of the physician who ordered the test.

Set Callbacks

Request a phone call with the test results.

Set Faxbacks

Request a fax with the test results.

Order #

Specify your order number or Laboratory Information System (LIS)
accession number. This number is used to track the status of the
order.

Collected Date

Specify the date that the specimen was collected.

Tip: You can enter T for today’s date, or T+n for a future date where
n is the number of days from today. For example, enter T+1 for
tomorrow’s date.

Collected Time

Specify the time, in military format, that the specimen was collected.

Tip: You can enter N for the current time.

Report Notes

Specify any notes that you want to display on the laboratory service
report.

Performing Lab

Specify any notes that you want to send to Mayo Clinic Laboratories.
These notes are stored with the order.

6. Click Standard Order Entry.

New Order

S TEST,BRIAN Prim. Bhys:

Accn# ID: C7000003-0..  Male 04/04r1924 96y SSN:

Diagnosis les’ uestions

Patient 1D (C7000003-000051 Auto Assign ID
S —

Ordering Location p?DDDODS—MﬁyDACCE'.‘_‘S Intem:ﬂ
Ordering Physician rTest Physician |
NPI | |

Patient (L,F,M) [TEST

|[BRIAN I

N —
poe [D4/04/1924 | B

[]Set Callbacks [ ]Set Faxbacks

Date Time

Order # [8675309-3

Collected [03/29/2021 | Ed[10:30

Tests |

Add Tests...

Report Note

<)<

Perf Lab Note

[1] Forward Results

Cancel Clear Standard Order Entry Continue
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The Order Information page is shown.

New Order raer s srases 3" | TEST,BRIAN rim. Phys:

Acen & ID: C7000003-0... Male 04/04/1924 26Y SSN:

[l BIL M Tests | Diagnosis Codes | Questions |

Order Information Required to Save [l Required to Order ]
Order # 8675309-3 Date Time
o+ I Collected [03/26/2021 | BB Specimen Collector| |
A on User (Wi S Encounter ¥
— T g
e est Physician Ordering Location C7000003-MayoAccess In¥ ] Set Callbacks [ Set Faxbacks
Report Note
~
I — v
Perf Lab Note
~
v
Cancel Continue

Tip: To change patient information, click the Edit Patient Details link. For information about
changing the patient information, see Changing Patient Information on page 31.

From the Billing Type drop-down list, select from the following options:

e To bill the test to the client, select Account.

e To bill the test to Medicare or Medicaid, select Medicare.

o To bill the test to the patient’s insurance company, select Insurance.
Enter additional information as needed.

Click Continue.
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10. On the Tests page, to specify the test that you want to order, use one of the following methods:

¢ Inthe Keyword text box, enter a test name, test code, or test mnemonic, and click the
arrow next to the text box to display the tests that match the keyword.

e Click the Directory of Services link to select the test from the Directory of Services.

For information about selecting a test from the Directory of Services, see Searching for a
Test on page 20.

e Select one or more tests in the Short List group box.
Note: The short list contains the 25 most recent tests.

e Click Custom Profiles, and then select one or more profiles in the Short List (Custom
Profiles) group box.

Ord_ Phys: Test Physici .
New Order o TEST,BRIAN Prim. Phys
Accn % ID: CT000003-0.. Male  04/0411324 98y SSN

Diagnosis Codes Questions

Keyword | ¥| M include Obsolete Tests
Short List (@) Site () Physician () Specialty
[[] AaT Alpha-1-Antitrypsin, 5 [] CATU Catecholamine Fract,... [| HPV HPV with Genotyping,... [ | HODGE [OBSOLETE]... [[] 5468 [OBSOLETE]...
[[] FRBEC [OBSOLETE] Folate,... [ ] 5434 [OBSOLETE]... [] SDEL [OBSOLETE]... [] P53kM [OBSOLETE] TPS3... [[] TcGRY T cell Receptor...
Ordered Test Code

Delete All Tests Directory of Services

Cancel Continue

11. Click Continue.
A message is shown that contains the order number and accession number.
12. Click OK.
13. If you selected the Set Callbacks check box, specify the callback settings for this order.

For instructions, see Specifying Callbacks on page 42.

14. If you selected the Set Faxbacks check box, specify the faxback settings for this order.

For instructions, see Specifying Faxbacks on page 44.

15. To specify another order at this time, go to step 2. Otherwise, click Cancel.

This order must be placed in a batch and the batch must be closed before the order is submitted to
Mayo Clinic Laboratories. For instructions, see Batching Test Orders on page 61.
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Ordering a Test When MayoACCESS Is Unavailable

Mayo Clinic Laboratories provides a Downtime Form so that you can order tests if the MayoACCESS
application is not available. It is a good practice to print and store copies of the form.

To access the Downtime Form, follow these steps:

1. Access the Downtime Form on the Mayo Clinic Laboratories website
(Mayocliniclabs.com/customer-service/forms/downtime.html).

On the MayoACCESS Downtime Form page, click the MayoACCESS Downtime Form link.

2

3. Print the form.
4. Complete the form.
5

Send the form with the specimen to Mayo Clinic Laboratories.

Answering Test Questions

If additional information is required for the test you ordered, or if the test must be performed under
specific conditions, the Test Questions page is shown. To specify this additional information, follow
these steps:

1. Enter the required information, and then click Continue.

Order Details oraer £ sersss | TEST.PATIENT Prim. Phys:

Accn & Q100034956 ID: C7234588-0.. Female 04i221977 3TY SSN:

Questions

Catecholamine Fract, Free, U (Rochester Campus) / CATU
Collection Duration @ || Urine Volume @ |

Cancel Continue

A message is shown that contains the order number and the accession number.
2. Click OK.
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Specifying Callbacks

If you specified that you want a phone call when test results are available, the Callback settings dialog
box is shown. To specify the callback information, follow these steps:

1. In the Phone Number text box, enter the number that you want to use for receiving the test
results. The following examples show a United States phone number and an International

phone number:
United States: 5072842118
International: 01161294375420

Phone Mumber ||

Description |

Test Name Test Status Set Callback 0
Alpha-1-Antitrypsin, 5 Mot Sent To Lab D
Angiotensin Converting Enzyme, S Mot Sent To Lab D
Catecholamine Fract, Free, U Mot Sent To Lab D
Ibuprofen (Motrin, Adwil, Nuprin) Mot Sent To Lab D

Select All B Desslect All

Cancel

2. Optional: Enter information about the callback number in the Description text box. This

information is shown in the InfoLink message.

3. Inthe Set Callback column, click the check box next to each test for which you want a phone

call when test results are available.
4. Click OK.

For information about specifying callbacks when you order a test, see Ordering a Test by Using

Standard Order Entry on page 38.

To add callback information to a completed or integrated test order, follow the steps in Changing an
Order before Closing the Batch on page 55, and then click the Set Callbacks check box on the Order

Information page.
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Specifying Faxbacks

If you specified that you want a fax when test results are available, the Faxback Settings dialog box is
shown. To specify the faxback information, follow these steps:

1. Click the New Fax Number link.
The fields are filled with the values defined for your account.

Fax Number To Cover Sheet

Q
~
V]

Include Cover Sheet

To|

Company |
&) Fax Number I ﬂ Bl Delets Fax Numher

Phone Mumber |

Message

Close

2. Confirm that the fax information is correct.
Note: The fax number must include a country code, if applicable, and the area code.

3. If necessary, change the fax information or add a new fax number, and then click Save Fax
Number.

4. Optional: Enter a message in the Message text box. This message is shown on the fax cover
sheet.

5. Click Close.

For information about specifying faxbacks when you order a test, see Ordering a Test by Using
Standard Order Entry on page 38.

To add faxback information to a completed test order, follow the steps in Changing an Order before
Closing the Batch on page 55, and then click the Set Faxbacks check box on the Order Information

page.
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Managing Test Orders

This section contains information about the following tasks:
e Searching for an order
e Adding a test to an order
e Changing an order
o Cancelling a test
e Cancelling an order

You can use SmartLinks on the Order Search page to perform the following additional tasks:

Task SmartLink

View or print information about the selected order Order

Fax test results for multiple orders to a specified fax number Fax Multiple Reports
Fax the test results for the selected order to a specified fax Fax Report

number

View or print the orders that are shown on the Order Search Search Results
page

View or print the orders with pending tests Pending Tests

Open the Batch Set List page so that you can view batch Batch Information

information for the selected order

View the report for the selected order Report

View or print a report that shows information about the cancelled | Cancelled Tests
tests in the selected order

Generate the post-batch processing report for the selected order | Post Batch Processing Report

Specify callback settings for the selected order Set Callback
Specify faxback settings for the selected order Set Faxback
View or print specimen labels for the selected order Specimen Labels

Tip: SmartLinks that are not shown on the Order Search page are available on the SmartMenu.
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Searching for an Order
To locate an order, follow these steps:
1. On the Orders menu, click Order Search.

Tip: Alternatively, you can click Order Search in the extended frameset.

[Ff) MaYo cLINIC
U,

)’ LABORATORIES M GVOACCESSO

Patients Results User Master Files System Help

—

Batch Orders Log Out

New Order

Order Search h
Batch Pi i

Batch Set List
Test Utilization
Directory of Services

sort by: gy
beation L e %] source ¥ ® Qrder ¥

saws[ V] Search Clear

2. On the Order Search page, click the Search Criteria tab.

Order Search 0: e
Query | | Save As Save | | Delete
Primary Sort Secondary Sort Search Clear Reset
& patient | ¥ Location | - - ¥
Account | ¥ & Ordering Physician | ¥
Billing Type | status |
Order 2 | ‘ Created Date Range | ‘ E To | ‘ =
ES Order # | ‘ Scheduled Date Range | ‘ E T | ‘ =
Acen 2 | | Collected Date Range | @ 1o | ]
Source | ¥ Resulted Date Range | | To | |
Issue ID | ‘ Resulted Time Range | ‘ To | ‘
Encounter # | ‘ Edited Date Range | ‘ E T | ‘ =
Contains Test | ﬂ [ pending Results [ Mever Printed or Faxed
[] Updated Post Batch Close [ ] Pending Rebatch
[] stat Orders [] Test Surpasses Turnaround Time
Deleted |ND Lab Category | ¥
Test Status | Performing Lab | ﬂ
& Performing PSC | #l

3. On the Search Criteria page, specify any of the following criteria to locate the order:

Tip: You can select a previously saved search from the Query drop-down list.

Search Criteria Description

Patient The patient’s last name

Tip: Enter as many characters as you can. The search
results contain all the patient records that match the
letters that you specify. For example, if you enter DO,
all patients with last names that contain DO are
shown.
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Search Criteria

Description

Account

The account that was used to place the order

Billing Type

The billing type that was specified when the order was
placed

Order #

The accession number for your Laboratory Information
System (LIS)

You must specify the complete number.

ES Order #

The number that the electronic system (ES) assigned to
the order

Accn #

The accession number that the MayoACCESS application
assigned to the order

You must specify the complete number.

Source

Whether the order is integrated or manual

An integrated order originated from a Laboratory
Information System (LIS). A manual order originated from
within the MayoACCESS application.

Issue ID

The ID number assigned to an issue that is associated
with the order

Contains Test

A test that the order contains

Deleted

Whether the order has been deleted

Test Status

The status of the test

Performing PSC

Not used

Location

The location from which the order was placed

Ordering Physician

The physician who ordered the test

Status

The status of the order

Created Date Range

The range of dates during which the order was created

Tip: Use the calendar icons to specify the dates.
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Search Criteria

Description

Scheduled Date Range

The range of dates during which the tests were scheduled
to be performed

Tip: Use the calendar icons to specify the dates.

Collected Date Range

The range of dates during which the specimens for the
order were collected

Tip: Use the calendar icons to specify the dates.

Resulted Date Range

The range of dates during which the test results became
available

Tip: Use the calendar icons to specify the dates.

Resulted Time Range

If the Resulted Date Range value is a single day, the time
range during which the test results became available

Edited Date Range

The range of dates during which the order was changed

Tip: Use the calendar icons to specify the dates.

Pending Results

Updated Post Batch Close

Stat Orders

Never Printed or Faxed

Pending Rebatch

Test Surpasses Turnaround Time

The status of the order

Lab Category

The category of the laboratory that is performing the test

Performing Lab

The laboratory that is performing the testing

Order Includes Issues of Status

The status of issues that are associated with the order

Order Includes Issues of Type

The type of issue that is associated with the order

Tip: To save your search criteria selections for future use, click Save.

4. Click Search.

The orders that match the specified search criteria are shown.
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Adding a Test to an Order

The steps for adding a test to an order depend on whether the order is in a batch that was previously
closed, hereafter referred to as closed batch.

To add a test to an order that is not in a closed batch, follow the instructions in Changing an Order
before Closing the Batch on page 55.

To add a test to an order that is in a closed batch, use one of the following methods:

e Add a test to a manual order

e Add a test to an integrated order

e Add a test by submitting an Add Tests to an Order form
You cannot use these methods to add a test to an order that has a status of Specimen Receipted,
Partially Completed, or Final. If you want to add a test to an order that has any of these statuses,
contact Mayo Clinic Laboratories.
Adding a Test to a Manual Order
To add a test to a manual order, follow these steps:

1. On the Orders menu, click Order Search.

Tip: Alternatively, you can click Order Search in the extended frameset.

@Y Hasoratonies MayoACCESS"

Patients Orders Results User | Master Files System Help Batch Orders Log Out

New Order

Order Search h

Batch P

EEED L] ocation )1 - — ﬂ Source ﬂ -
Test Utilization (_) Location

sort by: ® Order #

Directory of Services O name

2. On the Order Search page, select the order to which you want to add a test.

Tip: Click the Search Criteria tab and use that page to locate the order. For instructions, see
Searching for an Order on page 47.

3. Click the Edit Order link.

TEST,BRIAN Prim. Phys
Order Search ID: CT000003-0... Male 04/0411924 96Y SSN

ed /Signed 75 allback J=:) xb<
Collected Order Order Status Name ID Acct Phys Type Q
03/29:"21 10:/8675309-3 Mot Sent To Lab TEST,BRI'AN C7000003-00005(C7000003Test Physician Account
12/26/12 03:{M107354538 Cancelled [TEST,PATIENT C7000003-00008/C7000003TESTS Account

4. On the Order Details page, click Continue.
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Ord. Phys: Test Physici... |
Order # 8675309-2
Acen #: M167282215

Order Details

Order Info  Tests

Order Information

Order # |3675309-3

Date

Collected [03/29/2021 | B [10:30

TEST,BRIAN

ID: C7000002-0... Male

Time

Accession # |M167283215
3 Ordering Phvsician est Physician

Ordering Locatio

Insurance

User g

Encounter

04/04/1924

Required to Save . Reguired to Order .

Specimen Collector l:l

Prim. Phys:

86Y SSN:

¥I

Report Note

[[] set callbacks

[[] set Faxbacks

Perf Lab Note

Cancel Continue

5. On the Tests page, in the Tests text box, enter the test name, test code, or test mnemonic for

the test that you want to add to the order.

Ord. Phys: Test Physici_. |
Order # 8675309-3
Accn # M1E7283215

Order Details

Keyword ‘

TEST,BRIAN

ID: C7000003-0...

Male 0450411924

_ Tests ol il [ Questions.
Order Tests

ﬂ [ Include Obsolete Tests

Prim. Phys:

96Y SSN:

Short List

stn Otmacan O sonaaty

AAT Alpha-1-Antitrypsin, 5 ] CATU Catecholamine Fract,... [ | HPV HPV with Genotyping,...

[] FREC [OBSOLETE] Folate,... [] 5434 [OBSOLETE]... [] SDEL [OBSOLETE]...

[ ] HODGE [OBSOLETE]...
[[] P53KM [OBSCLETE] TPS3...

[[] 5468 [OBSOLETE]...
[] TCcGRv T Cell Receptor...

Ordered Test

Code

[M167283215 Alpha-1-Antitrypsin, S (Rochester Campus - Not Sent To Lab) maT Delete
[M167283215 Catecholamine Fract, Free, U (Rochester Campus - Not Sent To Lab) CATU Delete ~
v
Delete All Tests Directory of Services
Cancel Continue

6. Click the arrow next to the Tests text box.
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The tests that match the keyword that you entered are shown.

Order

Details

Tests | Diagnosis Codes ™| "Questions ™

Ord. Phys: Test Physici._.
Order#: 8675309-3
Accn #: M167283215

TEST,BRIAN

ID: C7000003-0.. Male 04/04/1924

96Y

Prim_ Phys:
SSN.

Keyword [FOOD PANEL

¥| I Include Obsolete Tests

Keyword Test Code Test Name Lab
Short Lisssrres] FFPIL Food Panel II IgG Rochester Campui  PSite O Physician O Specialty
28T AlFood Panel FG4FL G4 Food Panel T Rochester Campus ” b [0BSOLETE]... [ 5468 [0BSOLETEL...

Food Panel FGFP2 lgG4 Food Panel IT Rochester C
[ FreC [ 2@ Pane 964 Food Pane ochester CamMPYs i [OBSOLETE] TPS3...  [] TCGRV T Cell Receptor...

Food Panel FOOD& Food Panel Rochester Campu:

Food Panel #2, SeFDP1 Faod Panel 2, Taf Rochestar Campu

Food Panel TgG4 (FFPG4 Faod Panel 9G4 (532) Rochester Campu

v
Ordered Test Code
M167283215 Aloha-1-Antitrypsin, S (Rochester Campus - Not Sent Te Lab) laaT Delete
1167283215 Catecholsmine Fract, Free, U [Rochester Campus - Not Sent To Lsh) caTU Delete
Delete All Tests Directory of Services
Cancel

7. Select the test that you want to add from the list.

The test that you selected is shown at the bottom of the Ordered Test list.

8. Repeat steps 5 - 7 to add more tests to the order. When you are finished, click Continue.

If you need to answer any questions for an additional test, the Test Questions page is shown.

9. Ifrequired, answer any questions for the additional test.

After you add a test to the order, you must batch the order again.

10. On the Orders menu, click Batch Processing.

Tip: Alternatively, you can click Batch Processing in the extended frameset.

Patie o

rders

New Order
New Order Search

Batch Processing
Batch Set List '“

- Test Utili;

Ord. Phys:
Order #
Accn #

Prim. Phys:
SSN.

Patie| Directory of Services Auto Assign ID

Ordering Location
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The Batch Processing page is shown.

Note: On the Batch Processing page, a - next to the order indicates that an order was
previously batched.

Batch Processing
Order Filter Criteria
Location I ﬂ Source ﬂ
Batching Status | v] Search Clear
Order # Location Collected D MName Batching Status |Source Accession # Batch 0
8675309-3 02/27/15 13:45|C7234588-000TEST,PATIEN Ready Manual Q100034995
Q100001500 07/14/11 08:00/08181987 DOCUMENT, Ready Manual Q100001500 ~
W
[ Order (] Edit Order = Selecy Al [E Deselect all
Missing Information Billing Type
A Account ¥ Close Batch Set
1 Preview Batch Set
v & Ser of 1 2he LabeIISet (.:ou.nt 1
Print Missing
i Information Report

11. Click the check box in the Batch column for the order.
12. Click Close Batch Set.

The new test is added to the existing order.

Adding a Test to an Integrated Order

An integrated order is an electronic order received from your Laboratory Information System (LIS),
which the MayoACCESS application refers to as an electronic system (ES).

To add a test to an integrated order, follow these steps:
1. From your LIS, add the test to the order, and then transmit the order.
Next, you must batch the updated order.
2. On the Orders menu, click Batch Processing.

Tip: Alternatively, you can click Batch Orders on the menu bar or click Batch Processing in
the extended frameset.

MAYO CLINIC x
r‘lit_ LABORATORIES MavDAccEss
5 Results | User | Master Files | System | Help | Batch Orders | Previous | Log Out
New Order

New C order search

Batch Processing — P
— sts | Dia e
Batch Set List h as .

Test Utilization
Patie Directory of Services i:| Auto Assign ID | Ordering Location 7]

The Batch Processing page is shown.

Note: On the Batch Processing page, a BB next to the order indicates that a test was added to
that order.
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Batch Processing
Order Filter Criteria
Location I ﬂ Source ﬂ sort by ) Order #
) Location
Batching Status | V| Search Clear () Name
Order # Location Collected jin} Name Batching Status |Source Accession ¥ Batch Q
8675309-3 02/27/15 13:45|C7234588-000TEST,PATIEN Ready Manual Q100034995
Q100001500 07/14/11 08:00/08181987 DOCUMENT, Ready Manual Q100001500 ~
W
[ Order (] Edit Order = Selecy Al [E Deselect all
Missing Information Billing Type
A Account ¥ Close Batch Set
] Praview Batch Set
v & Ser of 1 2he LabeIISet (.:ou.nt 1
Print Missing
i Information Report

3. Click the check box in the Batch column for the order.
4. Click Close Batch Set.

The new test is added to the existing order.

Adding a Test by Submitting an Add Tests to an Order Form
To add a test by submitting an Add Tests to an Order form, follow these steps:
1. On the Help menu, click Add Tests to an Order.

Tip: Alternatively, you can click the Add Tests to an Order link in the extended frameset.

DA

Help Ba Orde Previo og O
Browser Settings Information i
New Order Help : s
Print Screen
pid Orde E T T e System Info Analyzer

Order N About

Req d Fields f
= Add Tests to an Order
| e H

2. On the Add Tests to an Order form, specify the following information. Required information is
marked with a red asterisk (*) on the form.

Field Description

Account Number Your account number.

For example: C7xxxxxx

Account Name Name of your facility
Name of Person Adding Tests Name of the person requesting the test
Preferred Confirmation Method Whether you would like test confirmation by phone or email
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Field

Description

Phone Number

Phone number for the person requesting the test

Email Address

Email address for the person requesting the test

Patient Name

Name of the patient

Patient ID Number

Medical record number for the patient

Order Number (optional)

The accession number for your Laboratory Information
System (LIS)

Accession Number (optional)

Accession number for the order

Is a separate specimen being
sent for this request?

Yes or No

Mayo Test ID

Mayo Clinic Laboratories test code

Test Name

Name of test

Additional notes

Additional information for processing

3. Click Submit.

Changing an Order before Closing the Batch
To change an order, follow these steps:
1. On the Orders menu, click Batch Processing.

Tip: Alternatively, you can click Batch Orders on the menu bar or Batch Processing in the
extended frameset.

MAYO CLINIC
&y

LABORATORIES MayoAccEssﬂ

Patients Pt Results | User | Master Files | System | Help

S S————————
Batch Orders Previous | Log Out

New Order
New q Order Search

Rapid O Illﬂ “ 51 Diagnosis Codes
R 1ot utiization .
b

i i i Auto Assign ID
atie|  Directory of Services i:l ut ' ‘

Ordering Location

2. On the Batch Processing page, select your location from the Location drop-down list.
3. Select the order that you want to change.

4. Click the Edit Order link.
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Batch Processing

Order Filter Criteria Previously Batched
Location I ﬂ Source I ﬂ
Batching Status | V| Search Llear
Order = Location Collected ID Name Batching Status |Source Accession # Batch 0
8675309-3 Sandy's Site |02/27/15 13:45/C7234588-000 iTEST,F‘ATIEN Ready Manual Q1000345955 :
Q100001500 |Sandy's Site (07/14/11 08:00/08181987 DOCUMENT, A Ready Manual Q100001500 L | ~
Q100001741 Sandy's Site |07/19/11 08:00|0422 PREFIX LNAM Ready Manual Q100001741 L |
o
% Order & Edit Order Selece 8] [E] Deselect &)l
The Order Details page is shown.
i Ord. Phys: TestPhysici. | TEST BRIAN Prim. Phys
Order Details 2;:': ;2:?;:22135 ID: C7000002-0... Male  04/0411924 96Y SSN
Order e TRRS ) o i o QUBSIONS
Order Information Required to Save Required to Order
Order # [8675309-3 L TR '
e Collected [03/29/20271 | il Specimen Colleztor [
Accession # M167283215 =
. — User (Wi S Encounter ¥
e prj siaan Ordering Location - - ¥ [] Set Callbacks [ ] Set Faxbacks
Report Note
~
W
Perf Lab Note
~
v
Cancel Continue

Tip: You can use the Edit Patient Details link to change patient information. For instructions,
see Changing Patient Information on page 31.

Click the tab for the page that contains the information that you want to change.

For information about the fields that you can change, see Ordering a Test by Using Standard
Order Entry on page 38.
When you are finished changing the order, click Continue.

A message is shown confirming that the order is saved.
Click OK.

If you selected the Set Callbacks check box, the Callback Settings dialog box is shown.
Specify the callback settings for this test. For instructions, see Specifying Callbacks on page
42.

If you selected the Set Faxbacks check box, the Faxback Settings dialog box is shown.
Specify the faxback settings for this order. For instructions, see Specifying Faxbacks on page
44,
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Cancelling a Test
To cancel a test, follow these steps:
1. On the Orders menu, click Order Search.

Tip: Alternatively, you can click Order Search in the extended frameset.

ADVANCED TEST MANAGEMENT SOLUTION

[“Batch Orders™ | Previous | Log Out |

New Order

New C ' e

Batch Processing
Batch Set List

Directory of Services

2. On the Order Search page, click the Search Criteria tab.

3. On the Search Criteria page, select the patient name from the Patient drop-down list.

Order Search 0: T
Query | | Save As Save Delete
Primary Sort Secondary Sort Search Clear Reget
& Patient | 3| Location | - .y
Account | | ) Ordering Physician | |
Billing Type | [v] Status | [v]
Order # | ‘ Created Date Range | ‘ B To | ‘ =
ES Order # | ‘ Scheduled Date Range | ‘ B T | ‘ =
Acen 2 | | Collected Date Range | | o | i
Source | ¥ Resulted Date Range | B To | |
Issue ID | | Resulted Time Range | | o | |
Encounter # | ‘ Edited Date Range | ‘ B T | ‘ =
Contains Test | ﬂ [ Ppending Results [ Mever Printed or Faxed
[] Updated Post Batch Close [ ] Pending Rebatch
[ stat Orders [] Test Surpasses Turnaround Time
Deleted [No [v] Lab Category | ¥
Test Status | LI Performing Lab | ﬂ
& Performing PSC | ¥

4. Click Search.

The orders that match the specified patient name are shown on the Orders page.
5. Select the order that contains the test that you want to cancel.

6. Click the Cancel Tests link.

Tip: If the Cancel Tests link is not shown on the Orders page, it is available on the
SmartMenu.
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7. In the Cancel Tests dialog box, select the test that you want to cancel.

Cancel Tests

Ordered Test Test Code Valid Status
lalpha-1-Antitrypsin, 5 AAT Yes Mot Sent To Lab
Angiotensin Converting Enzyme, S |ACE Yes Mot Sent To Lab ~
1gG4 Food Panel I FG4FI Yes Mot Sent To Lab
TESTING TEST Group 3 WVMA TSTZ3 Yes Mot Sent To Lab v
Cancel all Exit

8. Click Cancel Tests.
Note: To cancel all tests in this order, click Cancel All.

9. In the Cancellation Reason dialog box, enter the reason for cancelling the test.

Cancellation Reason
Enter a Cancellation Reason:

QK Cancel

10. Click OK.
A message confirming the test cancellation is shown.
11. Click OK.
12. To cancel additional tests, repeat steps 7 - 11.
13. Click Exit.

Cancelling an Order
To cancel an order, follow these steps:
1. On the Orders menu, click Batch Processing.

Tip: Alternatively, you can click Batch Orders on the menu bar or Batch Processing in the
extended frameset.

MAYO CLINIC X
c.'_ LABORATORIES MHVOACCESS
[“Results | User | Wiaster Files | System | HEID | S Eaten Orders | Previous | Log oul |
New Order Ord. Phys:

Order #:
New C order search Accn #:

. Batch Processing S e T
Rapid O Batch Set List % sts™ ™ Diagno Codes ™[ Questions |

Order

Test Utilization

e
Patie Directory of Services I:l Aute Assign ID Ordering Location ¥

2. On the Batch Processing page, in the Batch column, click the check box next to the order that
you want to delete.

Page 58



Managing Test Orders

3. Click the Cancel Tests link.

SmartMenu.

Tip: If the Cancel Tests link is not shown on the Orders page, it is available on the

Batch Processing

Order Filter Criteria Previously Batched

Label Set Count I]

Location I ﬂ Source I ﬂ sort by: (@ Order #
() Location
Batching Status | V| Search Clear () Mame
Order # Location Collected D Mame Batching Status |Source Agcession # Batch Q
Q100001506 P (0302715 11:21|08181987 DOCUMENT, & Ready Manual P1971660 D
Q7000114 03/02/15 11:23|JR10000007 [TESTING,BUL Ready Manual Q100035021 l:‘
Q86753091 03/02/15 11:19|C7234588-000TEST,PATIEN Ready Manual Q100035013 l:‘
P v
[© Order / (0 Edit Order Select all
[ Cancel Tests Bl Deselect all
Missing Information Billing Type
Al| |Account ¥ LuGlose Batch Sety

Print Missin
g

Information Report

4.
5.
6. Click OK.
7. Click OK.

In the Cancel Tests dialog box, click Cancel All.

In the Cancellation Reason dialog box, enter the reason for cancelling the tests.

Cancellation Reason:

Cancel All Tests

This will cancel all tests associated with this order.
Do you wish to continue?

QK

Cancel

A message confirming the cancellation is shown.
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When you order a test in the MayoACCESS application, the order is not submitted immediately. This
enables you to submit orders in batches that have something in common. For example, you might
batch orders for any of the following reasons:

e The orders were created in a specific time period, such as a business day

e The orders contain the same or similar tests

e The orders contain the same or similar specimens

o The specimens in the order require the same storage or shipping temperature
e The specimens in the order are transported at the same time

Submitting a batch of orders is called closing the batch. You can close a batch of test orders at any
time.

Each order in the batch has a shipping and storage temperature associated with each test specimen
in the order. These temperatures are defined in the test catalog. The following temperatures are used:

e Ambient (room temperature)
e Frozen

e Refrigerated

e Miscellaneous

Note: Miscellaneous is used when multiple specimens include different sources that impact the
preferred specimen temperature or when specimens are being sent to an outside
reference laboratory that requires different specimen temperatures from Mayo Clinic
Laboratories. Contact Mayo Clinic Laboratories to learn how to send specimens with
miscellaneous temperatures.

When you close a batch, the orders are submitted to the performing laboratories and the batch is
assigned one or more numbers, depending on the performing laboratory or specimen shipping
temperature. Each numbered batch is associated with a batch sheet. The batch sheet lists the
specimens in that batch and can be used as a packing list.

When you close a batch of orders, the orders in the batch are grouped by temperature.

This section contains information about closing a batch and printing a batch sheet.

©2021 Mayo Foundation for Medical Education and Research. All rights reserved.
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Closing a Batch

Submitting a batch of orders is called closing the batch. You can close a batch of test orders at any
time. To close a batch of orders, follow these steps:

1. On the Orders menu, click Batch Processing.

Tip: Alternatively, you can click Batch Orders on the menu bar or click Batch Processing in
the extended frameset.

Y S Srarories MayoACCESS”

Master Files System Help Batch Orders Previous | Log Out |

New Order
Order Search

Prim. Phys:
SSN:

Rapid Oif

Batch Processing
Batch Set Lt L) L

-\ Test Utilizati
| Palie‘ Directory of Services i:l Auto Assign ID ‘ Ordering Location ¥

2. On the Batch Processing page, from the Location drop-down list, select the location for which
you would like to close a batch.

The orders that are not part of a batch are shown. The Batching Status column indicates
whether each order is ready as follows:

Batching Status Description

Ready The order is ready to be batched.

Incomplete The order is missing information, such as answers to questions or
required information.

Unbatchable The order cannot be batched because of missing information, such as
collection date, patient date of birth, or physician name, or because of
an unknown test code.
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3. To prepare an incomplete order for batching, follow these steps:

a. Select the order.

Batch Processing

Order Filter Criteria Previously Batched

Location I ﬂ Source I ﬂ sort by: (® Order #
() Location
Batching Status | V'| Search Clear () Name
Order # Location Collected D Name Batching Status |Source Accession £ Batch Q
8675309-4 S 03/02/15 09:21|C7234588-000(TEST,PATIEN]  Incomplete  |Manual Q100035009 HEa
Q100001500 07/14/11 08:00|08181987 DOCUMENT, Ready Manual Q100001500 l:‘
Q100001741 07/19/11 08:00(/0422 PREFIX LNA Ready Manual Q100001741 l:‘ v
[ Order {1 Edit Order Unanswered Questions Select All [ Deselect All
Missing Information Billing Type
Questionsll"lissing -Answers: ~ Account ﬂ ose Batch Set
1. Collection Duration
2. Urine Volume
v Label .Set (-:Du.nt |1
Print Missing
& Missing Inf o0 R Information Report

b. Click the Unanswered Questions link.

c. Provide the missing information.
Catecholamine Fract, Free, U/ CATU. A
| Collection Duration @ Urine Volume ®| |

Cancel Save.

d. Click Save.
The batching status for the order changes to Ready.
Batch Processing
Order Filter Criteria Previously Batched
Location |Sandy's Site ¥|  Source | ¥ sort by: (8 Order #
() Location
Batching Status | V| Search Clear () Name
Order = Location Collected 1D Name Batching Status |Source Accession # Batch Q
8675309-4 0 |03/02/15 09:21|C7234585-000( TEST,PATIEN Ready Manual Q100035009 ] |
Q100001500 07/14/11 08:00(08181987 DOCUMENT, Ready Manual Q100001500 D
Q100001741 07/19/11 08:00(0422 PREFIX LMA Ready Manual Q100001741 l:‘ v

4. To prepare an unbatchable order for batching, follow these steps:

Note: If this is an integrated order, cancelling and recreating the order enables you to receive
test results without errors. For instructions, see Cancelling an Order on page 58 and
Ordering a Test on page 35.

a. Select the order.
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b. Determine the cause.

c. Click the Edit Order link.

d. Add the missing information or delete the incorrect test code and add the correct one.

e. Save your changes.

The batching status for the order changes to Ready.

order.

Select the orders that you want to include in a batch by clicking the check box next to each

Tip: You can click the Select All link to select all the orders. If the Select All link is not shown
on the Batch Processing page, it is available on the SmartMenu.

Batch Processing
Order Filter Criteria
Location I ﬂ Source I ﬂ
Batching Status | V| Search Clear
Order # Location Collected ID Mame Batching Status |Source Accession # Batch Q
8675309-3 02/27/15 13:45|C7234588-000|TEST,PATIEN Ready Manual Q100034595
Q100001689 07/18/11 08:00|0422 PREFIX LNAM Ready Manual Q100001689 (V]
Q100001741 07/19/11 08:00|0422 PREFIX LNAM Ready Manual Q100001741 l:‘
& Qrder Edit Order Selecs Al B Dasslact all

6. Optional: After you select the orders that you want to batch, preview the batch by clicking the

Preview Batch Set link.

Batch Processing

Order Filter Criteria
Location IS&ndy's Site ﬂ Source I ﬂ
Batching Status | v Search Clear
Order # Location Collected 1D Name Batching Status |Source Accession # Batch
Q100001506 03/02/15 11:21|08181987 Ready Manual P1971660 Z
Q7000114 03/02/15 11:23IJR10000007 Ready Manual Q100035021 el
QB6753091 03/02/15 11:19|C7234588-000 Ready Manual Q100035013 e
W
[ Qrder Edit Order Selecs all B Deselect all
Missing Information Billing Type
~ Account ¥ Close Batch Set

e

v

S Sen of Labels

Label Set Count |1

Print Missing
Information Report
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The Batch Set Preview window is shown.

‘ Batch Set Preview Required Fields
Batches
Campus Temperature Location Infectious Q
Rochester Campus Refrigerated Sandy's Site N
Rochester Campus - Co-Path Ambient Sandy's Site N ~
v
Ly Set of Batch Sheets Dy Set of Labels 5y Missing Information Re...  [5y Selscted Batch Sheat Close Batch Set
Tests in Selected Batch
Order # Location Collected Test Code |Test Mame 1D Mame Source Accession £ |0
Q7000114 i A 03/02/15 11:23|CDGF Celiac Disease[JR10000007 L |Manual Q100035021
Q86753051 03/02/15 11:19(AAT Alpha-1-Antitr|C7234588-0000( Manual Q100035013 ~
Q86753091 03/02/15 11:19(ACE Angiotensin CqC7234588-0000( Manual Q100035013
Q86753091 03/02/15 11:19|CATU CatecholamingC7234588-0000( Manual Q100035013
Q86753091 03/02/15 11:19|FIBUP Ibuprofen (Mo|C7234588-0000( . Manual Q100035013
v
Cancel

From this window, you can view or print all the batch sheets, a specific batch sheet, or the
specimen labels for this batch.

7. To close this batch, click Close Batch Set.
The batch sheets for this batch set are printed automatically.

Note: Closing a batch might also generate a Missing Information Report worksheet. Send the
completed worksheet to Mayo Clinic Laboratories so that the information can be added
before the specimens arrive.

Printing a Batch Sheet

Batch sheets are automatically printed when you close a batch. To reprint batch sheets, follow these
steps:

1. On the Orders menu, click Batch Set List.

@) YsSronses MayoACCESS’

Results” | User | Master Files Sysiem Help - Batch Orders | Previous Log out

New Order
New C order searcn

Prim. Phys
SSN

" Batch Processing re e —— ;
Batch Set List ‘“ = - - -
- Test Utilizati i " € s [l
‘ Patie Directory of Services Auto Assign ID Ordering Location |
" il
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2. On the Batch Set List page, click the calendar icon next to the Batch Set Date Range and

specify start and end dates.

Batch Set List

Batch Set Date Range B o = Search

Clear

Date Time User
03/02/15 09:40
07/19/11 10:00 A
07/15/11 10:28 (V]
07/15/11 05:45
Batches for Selected Batch Set
Batch # Date/Time Campus Temperature Location Infectious Owerride (]
52244 03/02/2015 09:40 Rochester Campus Refrigerated M No
52245 03/02/2015 09:40 Rochester Campus Frozen M Mo ~
v
=4 Set of Batch Sheets = Selected Batch Sheet = Setof Labels & Missing Information Re...
Tests for Selected Batch
Order # Location Collected Test Code |Test Name jin] Mame Source Accession ¥
8675309-3 02/27/15 13:45|AAT Alpha-1-Antitr C7234588-0000( T |Manual Q100034996
8675309-3 02/27/15 13:45|ACE Angiotensin CqC7234588-0000( T |Manual Q1000345956 ~
8675309-3 02/27/15 13:45|FG4FI IgG4 Food Par|C7234588-0000] T |Manual Q100034996 | W
8675309-3 02/27/15 13:45/CATU CatecholamingC7234588-0000/ T |Manual Q1000349596

3. Click Search.

The batch sets for that date range are displayed.

4. Select the batch set that contains the batch sheet that you want to print.

5. Click the Selected Batch Sheet link.
Tips:

o Ifthe Selected Batch Sheet link is not shown on the Batch Set List page, it is available

on the SmartMenu.

o To print all the batch sheets in the selected batch set, click the Set of Batch Sheets

link.

e To print the specimen labels for this batch, click the Set of Labels link.

e To print a batch sheet or set of batch sheets when you are viewing them, click Print

Report.
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Printing the Batch Sheet for a Specific Order

Batch sheets are automatically printed when you close a batch. To reprint the batch sheet for a
specific order, follow these steps:

1. On the Orders menu, click Order Search.

Tip: Alternatively, you can click Order Search in the extended frameset.

Y e MayoACCESS’

ST T e T T T T e —
Master Files

Results User System Help Batch Orders Log Out

New Order

Order Search h
Batch P i
i sort by:
Batch Setlist | tion [ M——]  Source ¥ @ Order
Test Utilization () Location
. v T I Search Glear
Directory of Services () Name

2. On the Order Search page, click the Search Criteria tab.

3. On the Search Criteria page, specify any of the following search criteria:
e Patient name
e Order number

e Accession number

Order Search 0: o
_ Search Criteria
Query | ¥ Saye As Save | | Delete
Primary Sort Secondary Sort Search Clear Reset
& Patient | ¥ Location | - - ¥
Account | ¥ & Ordering Physician | £l
Billing Type | status |
Order # | ‘ Created Date Range | ‘ B T | ‘ =
ES Order # | ‘ Scheduled Date Range | ‘ E T | ‘ =
Acen # | | Collected Date Range | [ To | |
Source | ¥ Resulted Date Range | @ To | |
Issue ID | ‘ Resulted Time Range | ‘ To | ‘
Encounter # | ‘ Edited Date Range | ‘ E T | ‘ =
Contains Test | ﬂ [ Ppending Results [ Mever Printed or Faxed
[] Updated Post Batch Close [ ] Pending Rebatch
[] stat Orders [] Test Surpasses Turnaround Time
Deleted |ND Lab Category | ¥
Test Status | performing Lab | ﬂ
@ Performing PSC | £

4. Click Search.
The orders that match the specified search criteria are shown on the Orders page.
5. Select the order for which you want to print the batch sheet.

6. Click the Batch Information link.
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Tip: If the Batch Information link is not shown on the Order Search page, it is available on
the SmartMenu.

The batch set for that order is shown.

Date Time User
03/02/15 09:40
~
v
Batches for Selected Batch Set
Batch # Date/Time Campus Temperature Location Infectious |Override Q
52244 03/02/2015 09:4Rochester Campus Refrigerated ek " |N No
52245 03/02/2015 09:4Rochester Campus Frozen - N No
v
& Set of Batch Sheets iy Selected Batch Shaet i Set of Labels (& Missing Information Re...
Tests for Selected Batch
Order % Location Collected Test Code | Test Name jin] MName Source Accession # | Q)
8675309-3 — 0 |02/27/15 13:¢AAT Alpha-1-Anti C7234588-0007° 0 = 77 Manual |Q10003499¢
8675309-3 - 02/27/15 13:4ACE Angiotensin (C7234588-000 . Manual |Q10003499¢ ~
8675309-3 02/27/15 13:<FIBUP Ibuprofen (MC7234588-000 Manual |Q10003499¢
8675309-4 03/02/15 09:21|WVH VMA and HVA,|C7234588-0000/ Manual Q1000350059
8675309-4 03/02/15 09:21|CATU CatecholamingC7234588-0000( Manual Q100035009 |y
Ok

Note: If more than one temperature is included in the accession number, all batches are
displayed for the order.

7. To print the batch sheet for the selected order, click the Selected Batch Sheet link.
Tips:
o If the Selected Batch Sheet link is not shown on the page, it is available on the
SmartMenu.

¢ To print all of the batch sheets that were batched with the selected order, click the Set
of Batch Sheets link.

e To print the specimen labels for this order, click the Set of Labels link.
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Printing Specimen Labels

You can configure the MayoACCESS application to automatically print specimen labels when you
order a test or when you close a batch. You can also print specimen labels from the Order Search

page.

To print specimen labels, follow these steps:

1. On the Orders menu, click Order Search.

Tip: Alternatively, you can click Order Search in the extended frameset.

Patients

MAYO CLINIC
@—p (& C

LABORATORIES

New Order

Order Search “

MayoACCESS*

e T S Pl Tiae— e e
Results | User | Master Files f

System | Help Batch Orders ' Log Out

Batch Pr i
Batch Set List

Test Utilization

Directory of Services

pcation |*

sort by: gy
— — ‘ﬂ Source ﬂ ®grder #

(O Location

I Name

2. On the Order Search page, select the order for which you want to print specimen labels.

Tip: Click the Search Criteria tab and use that page to locate the order. For instructions, see
Searching for an Order on page 47.

3. Click the Specimen Labels link.

Tip: If the Specimen Labels link is not shown on the Order Search page, it is available on the

SmartMenu.
TEST,PATIENT Prim. Phys: Dr. L. B. Mc...
Order SearCh ID: C7234588-0... Female 04221577 ary S5M:
Orders
ABN ted/Signed JYE allback N#:] axbacl FBE stat Orders B0
Collected |Order Order Status Mame Order Search SmartMenu
03/02/15 |QB6753091 Mot Sent To Lab  |TEST,PATIENT (O E5 Export Grid = (O @ Refrech Grd E
03/02/15 |3675309-5 Sent To Lab TEST,PATIENT © & Grid Repart + @ OyScarchRemis = ||
03/02/15 [8675309-4 Sent To Lab TEST,PATIENT @ [ Pending Tesrs a
02/27/15 |8675309-3 Sent To Lab TEST,PATIENT =
! Eom RE £
02/25/15 |B675309 Cancelled TEST,PATIENT
) [ Batch Information 2 0OF =
(O [ Cancel Tests = O -
O & Cancelled Tests 2 (O [ Set Callback -
@[] Edit Order () ] Set Faxback =
@ [% Onder + & Specimen Labels 2
O m 2
W
[4 Order Edit Order
L&y Search Results i Pending Tests

Resetting an LP2824 Plus Printer

To reset an LP2824 Plus printer, follow these steps:

1. In Windows, click Start, and then click Devices and Printers.
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Printing Specimen Labels

©® N o o bk~ w0 b

Right-click the ZDesigner LP2824 Printer and click Printer Properties.
Click the Advanced tab.

Click Printing Defaults.

Click the Tools tab.

In the Command type list box, click Action.

In the Command name list box, click Reset Printer.

Click Send.

Switching an LP2824 Plus Printer to Page Mode

To switch the printer to page mode, follow these steps:

1.

© N o g bk~ w0 b

In Windows, click Start, and then click Devices and Printers.
Right-click the ZDesigner LP2824 Printer and click Printer Properties.
Click the Advanced tab.

Click Printing Defaults.

Click the Tools tab.

In the Command type list box, click Action.

In the Command name list box, select Switch to Page Mode.

Click Send.

Switching an LP2824 Plus Printer to Line Mode

To switch the printer to line mode, follow these steps:

1.

©® N o o bk~ w0 b

In Windows, click Start, and then click Devices and Printers.
Right-click the ZDesigner LP2824 Printer and click Printer Properties.
Click the Advanced tab.

Click Printing Defaults.

Click the Tools tab.

In the Command type list box, click Action.

In the Command name list box, select Switch to Line Mode.

Click Send.
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Handling Specimens

This section contains information about the following tasks:
e Labeling specimens
e Packaging specimens
e Storing specimens

For the most up-to-date information, see the Specimen Handling web page on the Mayo Clinic
Laboratories website (Mayocliniclabs.com/specimen/index.html).

Labeling a Specimen

To label a specimen, follow these steps:
1. Hold the bottom of the specimen container in one hand.
2. Remove the label from the backing paper.

3. With the label facing you, position the label vertically as close as possible to the top of the
container as shown.

4am

C7234569

Sample,Patient

SCE
031152008

P1002256
RST 49
Biood

r

123456-789

¢ Vials — Ensure that the letter indicating the specimen temperature is on the bottom of the
tube.

o Urine bottles — Ensure that the letter indicating the specimen temperature is on the bottom
left corner when the bottle is upright.

4. For frozen specimens, place a small amount of transparent tape around the edge of the label
where the temperature is displayed to make sure that the label remains attached to the
specimen container.

Note: To avoid scanning problems, do not tape over the bar code on the label.

©2021 Mayo Foundation for Medical Education and Research. All rights reserved.
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Packaging Specimens

Each batch sheet lists the specimens that can be grouped in one package or bag. If a batch has more
than one batch sheet, include all specimens for each batch sheet in one package. Do not place more
than one batch sheet in a package.

To package specimens, follow these steps:

1.
2.
3.

Gather the specimens listed on a batch sheet.
Fold the batch sheet in quarters.

Place the batch sheet in the outside pocket of the appropriate shipping temperature bag with
the address of the performing laboratory and the bar code, which are located in the upper right
corner of the batch sheet, facing outward.

Important: Make sure that the patient information is not visible.

Store the packaged specimens in the appropriate storage location.
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Storing Specimens

After labeling and packaging specimens, place the package in a storage location that maintains the
appropriate temperature for all the specimens in the package. The specimen and batch sheet labels
show the required storage temperature as follows:

Temperature Code | Temperature

A Ambient (room temperature)
F Frozen

R Refrigerated

M Miscellaneous

Note: Miscellaneous is used when multiple specimens include different
sources that impact the preferred specimen temperature or when
specimens are being sent to an outside reference laboratory that
requires different specimen temperatures from Mayo Clinic
Laboratories. Contact Mayo Laboratory Inquiry at 1-800-533-1710
to learn how to send specimens with miscellaneous temperatures.
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Managing Test Results

Test results are shown in a laboratory report. This section contains information about the following

tasks:

Searching for a report

Printing a report

Printing a Supplemental or Referral PDF report

Copying and pasting report information from an embedded text file
Forwarding all test results to your Laboratory Information System (LIS)

Forwarding individual test results to your LIS

You can use SmartLinks on the Reports page to perform the following additional tasks:

Unread to Read.

Task SmartLink
View or print the selected laboratory report. Report
Change the status of the selected report from Read to Unread or from Mark Report As Read

Mark Report As Unread

Unread or from Unread to Read.

View or print information about the order associated with the selected Order

report.

Print all the reports shown on this page. Print All Reports

Change the status of all the reports shown on this page from Read to Mark All Reports As Read

Mark All Reports As
Unread

View the test results for the selected report. This option displays the test | Result List
results on a page that provides additional options, such as viewing and
printing reports and result details.

Display the report trail for the selected report. Report Trail

©2021 Mayo Foundation for Medical Education and Research. All rights reserved.




Managing Test Results

Tip: SmartLinks that are not shown on the Reports page are available on the SmartMenu.

Prim. Phys:
S5M:

Reports 0.

Reports

Mayo pﬂ_'lurn_led tests are CST/CDT

Patient |ID |Order = !Accession = ICDIIected

" unsolicited Tests G Result Images

I I I

L3 S 3

L 3

Searching for a Report

The default Reports page shows only unread reports. This default enables you to easily select, view,

and print these reports.
To locate both read and unread reports, follow these steps:
1. On the Results menu, click Reports.

Tip: Alternatively, you can click Report Search in the extended frameset.

MayoACCESS®

Help |

[“USer™ "Wiaster Files |

Pathology Lab Reports

Sup & Ref PDF Reports

System | [“Batch Orders |

Ord. Phys:
Order #:

Prim. Phys:
Accn #: BEN:

New Order

Rapid Order

P .

L Sent Forwarded Reports

Previous

Log Out |
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2. On the Reports page, click the Search Criteria tab.

Reports

- §ea rch Criteria

Prim. Phys:
1D: 55N:

Patient I

Ordering Location f

Reported Date Range (01/01/2015 @@ Teo |03/02/2015 F

ﬂ & Ordering Physician I ﬂ
ﬂ Contains Unsolicited Test | v|

Resulted Date Range |01/01/2015 E@ To |03/02/2015 = Order # |
Resulted Time Range | To | Accession # |
Report Status | All V|
Source I ﬂ Reports Containing [ | Test Not Performed
Ordering Account I ﬂ [] cancelled test
Issue Type I ﬂ Custom [] updated result
Only Display [ Unread by Me Sort Reports By | Report Date Y
MNew (no one has read) Forwarded to ES A
[] abnormal
[] Finalized
Search Clear
[0l Save Search Criteria as Default

3. On the Search Criteria page, specify any of the following criteria to locate the report that you

want to view or print:

Tip: You can select a previously saved search from the Query drop-down list.

Search Criteria

Description

Patient

The patient’s last name

Tip: Enter as many characters as you can. The search results
contain all the patient records that match the letters that you
specify. For example, if you enter DO, all patients with last
names that contain DO are shown.

Ordering Location

The location from which the order was placed

Reported Date Range

The range of dates during which the report became available

Tip: Use the calendar icons to specify the dates.

Resulted Date Range

The range of dates during which the test results became available

Tip: Use the calendar icons to specify the dates.

Resulted Time Range

If the Resulted Date Range is a single day, the time range during
which the test results became available

Report Status

The status for the report
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Search Criteria Description

Source Whether the order is integrated or manual

An integrated order originates from a Laboratory Information
System (LIS). A manual order originates from within the
MayoACCESS application.

Ordering Account The account that was used to place the order
Issue Type The InfoLink issue type that is associated with the order
Only Display The status of the reports that you want to display

You can search for reports that you have not read, new reports that
no one has read, abnormal reports, or finalized reports.

Ordering Physician The physician who ordered the test

Contains Unsolicited Whether the report contains tests that were not on the original

Tests order

Order # The accession number for your LIS. You must specify the complete
number.

Accession # The accession number that the MayoACCESS application

assigned to the order

Reports Containing Whether you want to search for reports that contain a test not
performed, a cancelled test, or an updated result

Sort Reports By Whether you want the reports sorted by patient, by report date, or
by result date

Forwarded To ES Whether you want to search for reports that have been forwarded
to your LIS

Tip: To save your search criteria selections for future use, click the Save Search Criteria as
Default link.

4. Click Search.

The laboratory reports that match the specified criteria are shown.
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Printing a Report
To print a report, follow these steps:
1. On the Results menu, click Reports.

Tip: Alternatively, you can click Report Search in the extended frameset.

MayoACCESS®

Patients | Orders BLoE 0 User [“Wasterriles | System | Help - [“Batch Orders | Previous | Log Out

Prim. Phys:
SS5N:

Reports h
Pathology L&D Reports

Sup & Ref PDF Reports

' Prim. Phys:
Reports ID: 999502 Female 08111962 527 S5N:
Patient 1D Order £ Accession # | Collected Resulted * Reported * Mew |Lab Report St... |Q
999902 0FTGO_FnlQ1000368703/01/15 06:(04/15/15 15:404/15/15 15:4 MCR Final
- 999902 0FTGO_Fnl|Q1000368703/01/15 06:004/15,/15 15:(04/15/15 15:( X |MCR Part. M
SpathisiCFFx2PDFOQ1000361503/23 /15 15:203/23/15 16:103/24/15 08:5 X |MCR Final
- 999902 FTGOFnlOrQ1000357703/08/15 06:C03/09/15 16:403/09/15 16:4 SDL Final
999902|030415/GEQ10003511/03/01/15 06:(03/04/15 16:203/04/15 16:4 X |MCR Final ]
- | LR1Z|UTRSLTCOIK1000340810/07/12 16:207/11/12 13:303/04/1510:1 X |MCR Final
- 1/Q1000272.Q1000272207/24/14 16:201/09/15 11:201/09/15 11:2 SDL Part. (V]
- US01|/0107-0BX1 S51005086/01/07/15 06:(01/07,/15 17:(01/07/1517:C X |PLA Final
= Regort [ Mark Report A5 Read [ Order Forward Report
& Print All Reports [0 Mark all Reports As Read Forvard & Result List

The report might contain the information as shown in the following table:

Icon

Description

uTt

The report contains results for unsolicited tests.

The report contains critical results.

The report contains abnormal results.

RI

The report contains a supplemental PDF or
supplemental data.

2. On the Reports page, locate the report that you want to print.

For instructions, see Searching for a Report on page 78.

3. Select the report that you want to print.
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4. Click the Report link.
Tips:
e Click the arrow next to the Report link to select either View Report or Print Report.
e You can click the Print All Reports link to print all the reports shown on the Reports
page.
Printing a Supplemental or Referral PDF Report

To locate only supplemental or PDF reports, log in to the MayoACCESS application and follow these
steps:

1. On the Results menu, click Sup & Ref PDF Reports.

MayoACCESS®
Patients Ty UserWasterriles | System | Help | [“Batch Orders | Previous | Log Out |
Reports

New Order Pathology Lab Reports
Sup & Ref PDF Repoﬁs@

Rapid Order Reports” = "1

Order,

The Reports page is displayed. This page displays only supplemental and referral PDF reports
that you have not viewed.

SAMPLEREPORT,FHS12 N Prim. Phys:
Reports ID: SADOE2S17Z  Male 02041981 29v S:ll:

Unsolicited Tests m Result Images

* Report times for Mayo performed tests are CST/CDT

Patient I Order # Accession # Collected Reported * Mew Lab Report Status |PDF
[SAMPLEREPORISAQ0082517 SA00825172 SA00825172 03/28/2113:00 03/30/21 14:57 X Y038 Final
[SAMPLEREPORISAQ0082517 SA00825173 SA00825173 03/28/2113:00 03/30/21 14:57 X Y038 Final ]
TESTING,VALICSAO0082517 SAO00825178 SA00825178 03/29/21 00:00 03/29/21 10:37 X MCR Final
[TEST,IMPLEME 321 M167265282 M167265282 03/29/2107:07 03/29/21 09:29 X SDL - Final
[TESTING VALICSAO082516 SA00825167 SA00825167 03/26/21 13:00 | 03/29/21 08:58 X Y220 Final

& Report [1] Mark Report As Read [5 order

& Print All Reports [0 Mark All Reports As Read Result List
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2. To search for other reports, click the Search Criteria tab.

Sup & Ref PDF Reports

il searn crens |

SAMPLEREPORT,FHS12 N Prim. Phys:

ID: SA00825172 Male D2/04/1981 29Y S5N:

Primary Sort |Report Date| v Primary Sort Order Search
Secondary Sort Secondary Sort Order Clear
Patient | ) Ordering Physician | ﬂ

Ordering Location |

Reported Date Range [03/17/2021 | B8 To [03/31/2021 |

Report Status |A||

Resulted Date Range [03/17/2021) B To [03/31/2021| B

Order # |

< e el

Accession # | |

Only Display Unread by Me
O Mew (Mo one has read)
Il Abnormal
O Finalized

3. On the Search Criteria page, specify any of the following criteria to locate the report that you

want to view or print.

Search Criteria

Description

Patient

The patient’s last name

Tip: Enter as many characters as you can. The search results
contain all the patient records that match the letters that you
specify. For example, if you enter DO, all patients with last
names that contain DO are shown.

Ordering Location

The location from which the order was placed

Report Status

The status for the report

Accession #

The accession number that the MayoACCESS application
assigned to the order

Ordering Physician

The physician who ordered the test

Reported Date Range

The range of dates during which the report became available

Tip: Use the calendar icons to specify the dates.

Order # The accession number for your LIS. You must specify the complete
number.
Only Display The status of the reports that you want to display
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Search Criteria Description

You can search for reports that you have not read, new reports that
no one has read, abnormal reports, or finalized reports.

4. Click Search.

The supplemental and referral reports that match the specified search criteria are shown.

5. Select the report that you want to view or print.
Note: The selected report will be highlighted yellow.

6. Click the Report link.

Sup & Ref PDF Reports SAMPLEREPORT,FHS12 N

ID: SA00B25172 Male 020411981

"' Unsolicited Tests m Result Images

Order #

Accession #

Collected Reported*
HHPLEREPORT,FHSII SA00825172

Mew |Lab  |Un..|Ha.|Is.|Status.. PDF |
SA00825172  SAD0825172  03/28/21 13:00 03/30/21 14:57 x | msT UT |

Final i

=M L Print Reoor

[% View Report

# Togole Default Action [View or Print)

& Print To Alternate Printer
[T Set Default Printer

# Remove Link from Bar
7 Information

[% Report @ Result List

[T Mark All Repores As Read

Tips:

e Click the arrow next to the Report link to select either View Report or Print Report.

You can click the Print All Reports link to print all the reports shown on the Reports page.
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Copying and Pasting Report Information from an Embedded Text File

After opening your report, you can copy information from the report to paste into another application or
system.

To copy and paste the information from a report that you are viewing, follow these steps:

1. On the Adobe toolbar, click the Adobe icon.

MAYO CLINIC 1-800-533-1710
) Ju
LABORATORIES EBe 06 )

Patient ID Patient Name Blirth Dt Gender Aga
1982-01-01 M 38
Oroer Mumber Client Order Number Ordaring Physician Report Notes
SADDET5860 SADDBT5869 CLIENT,CLIENT
Account Information Collectad
02 Jun 2020 00:00

2. Click the attachments icon.

B X Q @ MO Az T
1] 1-800-533-1710
MAYO CLINIC MULT
H LABORATORIES ‘ . . ‘
Zygosity Testing (Multiple Births), Varies
-~
é :
Patient ID Patient Name Birth Date Gender Age
Q 1982-01-01 | M 38
Qrder Mumber Client Order Number Ordering Physician Report Motes
SADDB75869 SADD675869 CLIENT,CLIENT
Agcount Information Collected
02 Jun 2020 00:00

3. Right-click the Plain Text Report file and select Open Attachment. The file opens in the

application assigned to open text files on your computer. For example, the file might open in
Notepad.
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B X Q ™ @ 173 A M QR
Attachments X

(& MAYO CLINIC

q B-AD Q& TA& LABORATORIES
Mame . Patient ID Patient Name

@ Plain Text Report SA006753522021040 -— .- . -

/ é’h Open Attachment [} mgzsn;;ma
O\ . Save Attachment... ;m

1-800-533-1710
MULT
Zygosity Testing (Multiple Births), Varies
Binh Date Gender | Age
1982-01-01 M 38
| Orderng Physiclan Fieport Netes .
CLIENT,CLIENT
Collected.
02 Jun 2020 00:00

@ Add Attachment... - -
(Multiple Births)
'@' Delete Attachment

Edit Description...
MCR
i A {Ordier Numbar J124000605;
win B iOrder Numbe:

L 7218, 0 P51 = AL AT

@ Search Attachments...

Bona Marrow transplants from allogenic donoes will interfere with
testing. Call Mayo Clinic Laboratories for instructions for testing
patients who have received a bone mamow transplant.

Muttiple in-siico evaluation tools may have been used to assist in
the interpretation of these results. Of note, the sansitivity and

4. To select a portion of text, right-click and choose Select All, or manually select the text that

you want to copy.

File Edit Format View Help

1AY0 CLINIC LABORATORIES

1982-@1-81 Age: 38
rder Number: Undo
Client Order Numb Cut
rdering Physicia -
Account: Py
Paste
Delete

._3 Plain Text Report SAM0E75860 20210405-119231-1yc9dzetxt - Notepad

Report Status: [EECE LN

1-808-533-1718

Gender: M
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5. Right-click and select Copy.

._3 Plain Text Report SADDET3E69 20210405-119231-1ycBdzetxt - Notepad

File Edit Format View Help
AAYD CLINIC LABORATORIES 1-808-533-1718

Laboratory Service Report

Patient ID:

Patient Name:

Birth Date: 1962-81-81  Age: 38 Gender:

rder Number:
Client Order MNumb

Ordering Physicie
Account:

M

6. Right-click and select Paste to paste the copied data into your application or system.

Note: You might need to change the format of the text so that it displays properly after you
paste it into your application or system. For example, you can set the font to Courier New.

Undo

Cut
Copy

Paste %

Delete

Select All
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Forwarding All Results to Your Laboratory Information System

You can forward test results from the MayoACCESS application to your Laboratory Information
System (LIS). In the MayoACCESS application, your LIS is known as an electronic system (ES). You
can forward both results that have not been forwarded and results that were previously forwarded to
your LIS.

To forward all test results to your LIS, follow these steps:
1. On the Results menu, click Reports.

Tip: Alternatively, you can click Report Search in the extended frameset.

MAYO CLINIC o
@- LABORATORIES MHVOACCESS
"Help™" - [“Batch Orders | Previous | Log Out |

ape——— .

Patienis Orders Results User | Master Files System

New Order Pathology L&D Reports

Sup & Ref PDF Reports
i Sent Forwarded Reports [ERESRS

Rapid Order

P p.

2. On the Reports page, click the Search Criteria tab.

3. On the Search Criteria page, specify search criteria to locate the reports that you want to
forward.

For instructions, see Searching for a Report on page 78.
4. Click Search.
The laboratory reports that match the search criteria are shown.

5. Click the Forward All link.

Prim. Phys:
Reports ID: 995502 Female 05/M1/M962 52Y 55N:

Reports | Search Criterian,
m Unsolicited Tests m Result Images

* Report times for Mayo performed tests are CST/CDT
Patient D Order # Accession # |Collected Resulted = Reported * Mew |Lab Report St... |

TESTB,ILSI 999902 0FTGO_FnlQ1000350703/01/15 06:(03,/03/15 14:(03/03/15 14:( X | SDL RI Final
TESTB,ILSI | 999902 0FTGO_Fnl/Q1000350703/01/15 06:003/03/15 13:003/03/15 13:( X |SDL Part. ~
MISTER LEA LeachG|0225-NPHI|Q1000349202/25/15 06:002/25/15 16:102/25/15 16:1 X |SDL Final
N L%
= Report [T Mark Report As Read [% Order / Forward Report
& Print All Reports [T] Mark All Reports As Read Forviard All Result List
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Managing Test Results

6. On the Forward Report page, click Forward Reports to ES.

Patient Name: Patient ID: 599902
Fowa rd Report Order Number: 0FTGO_FniITst-03031502 Collected Date: 03/01/2015

Site ID Site Mame Physician

~
v

3 Site Name ﬂ Comment

[ Mew Sits

] selec Tests to Forward

Forward Report to ES Beturn to Reports

The results are queued to be forwarded to your LIS, and a message is shown.
7. Click OK.

The results are forwarded to your LIS. If the results were previously forwarded, the following
message is shown:

There are no results to be forwarded for this report that match your
search criteria:

Note: There might be instances where your LIS cannot receive the forwarded results. For
example, if a test is not built in the LIS or if the order is not present in the LIS, the LIS
cannot receive the forwarded results.

To forward results that were previously forwarded, follow the steps in Forwarding Individual Test
Results to Your Laboratory Information System on page 89.

Forwarding Individual Test Results to Your Laboratory Information System

You can forward results for an individual test from the MayoACCESS application to your Laboratory
Information System (LIS). In the MayoACCESS application, your LIS is known as an electronic system
(ES). You can forward both results that have not been forwarded and results that were previously
forwarded to your LIS.

To forward individual test results to your LIS, follow these steps:
1. On the Results menu, click Reports.

Tip: Alternatively, you can click Report Search in the extended frameset.

@Y S Siones MayoACCESS’

Patients | Orders WU User | Master riles | System | Help Batch Orders | Previous | Log Out |

R
New Order Pathology L&D Reports s : SSN:

- Sup & Ref PDF Reports —
BapidOnler “i Sent Forwarded Reports :

2. On the Reports page, click the Search Criteria tab.
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3. On the Search Criteria page, specify search criteria to locate the reports that you want to
forward.

For instructions, see Searching for a Report on page 78.
4. Click Search.

The laboratory reports that match the search criteria are shown.

5. Select the laboratory report that you want to forward to your LIS.

6. Click the Forward Report link.

- Prim. Phys:
Reports ID: 939502 Female 05/11/1362 52Y 55M:

unsolicited Tests i1l Result Images

Patient 1D Order # Accession # |Collected Resulted * Reported * Mew Report St... |0
999902 0FTGO_Fnl Q10003507 03/01/15 06:C03/03/15 14:(03/03/15 14:( X RI [Final
999902 0FTGO_FnlQ1000350703/01/15 06:003/03/15 13:003/03/15 13:( X Part.
W - ! LeachG|0225-NPHI|Q1000349202/25/15 06:002/25/15 16:102/25/15 16:1 X Final
S W
=4 Report [T Mark Report A= Bead [ Order ‘% Eorward Report
I Print Al [T Mark )l Reports &5 Read Result List
7. On the Forward Report page, click the Select Tests to Forward link.
Patient Name: - Patient ID: 839502
Forward Report Order Number: 0FTGO_FniTst-03021502 Collected Date: 03/01/2015
I Forward Report
Site ID Site Mame Physician
~
W
&) Site Name I ﬂ Comment
A Save
v Mew Site
Deleze Site
(] Select Tests to Forward
Forward Report to ES Forweand Reponbto Sites Beturn to Reports

8. In the Test for Forwarding dialog box, in the Forward column, select the check box next to the
test results that you want to forward.

Tip: You can click the Select All link if you want to forward all the test results.
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' Test for Forwarding
Tests for selected Order #0FTGO_FnlTst-03031502 ] Keys
Test Code Test Name Status Diagnosis Codes Lab Sent to ES Forward
ZWB3 Misc Focus Diagnostics, Inc. Final Mayo Clinic Laboratories - RocheYes ~
TSTL2 Test Flow - Single Test 2 (Test FFinal Mayo Clinic Laboratories - RocheYes l:‘
TSTFS Test Flow - Single (Test Flow - GFinal Mayo Clinic Laboratories - RocheYes ¥
Select All [El Desslect All
Results for Selected Test
Result Code Result Name Resulted Date Result Value Units Ref. Range Date Sent to ES Send to ES
ZR83 Result 03/03/2015 1.5 03/03/2015 Yes A
ZF83 Flag 03/03/2015 H 03/03/2015 Yes
ZV83 Reference Value 03/03/2015 0-35 03/03/2015 Yes v
Result Motes
~
v
Cancel oK
9. Click OK.
10. On the Forward Report page, click Forward Report to ES.
Patient Name: Patient ID: 539302

Forward Report

Order Number: 0FTGO_FniTst-02031502

T

Collected Date: 03/01/2015

Site ID | Site Name | Physician |
~
v
&) Site Name El Comment
~ SEVE
v
IZ] Select Tests to Forward
Forward Report to ES Fonward Reportto Sites Return to Reports

The results are queued to be forwarded to your LIS and a message is shown.
11. Click OK.

The results are forwarded to your LIS.

Note: There might be instances where your LIS cannot receive the forwarded results. For
example, if a test is not built in the LIS or if the order is not present in the LIS, the LIS

cannot receive the forwarded results.
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You can view and print the following reports:
e Orders Pending Results
This report shows all orders for a specific patient that are missing test results.
e Pending Test
This report shows the status of tests that have not been completed for a selected order.

e Unsolicited Test

This report shows the results of a test that was added by the performing laboratory and is not

on the original test order. An unsolicited test report is typically the result of the performing
laboratory adding a reflex test to an order.

e Test Not Performed (TNP)

This report shows the tests that have been cancelled with a result of test not performed (TNP).

e Test Utilization

This report shows the type and number of tests that have been ordered for a site or for a
location.

Printing an Orders Pending Results Report

This report shows all orders for a specific patient that are missing test results. This report is useful for

identifying orders that are still pending without searching for those orders individually.

To print the Order Pending report, follow these steps:

1. On the Patients menu, click Patient Search.
Tip: Alternatively, you can click Patient Search in the extended frameset.
Y S Ckarories MayoACCESS’
PXOSITll Orders | Resulis | User | Master Files | System | Help | “Previous | Log Out |
e Penl = gz.:;_ys: Prim_ Phys
|Wmsaecm
Order History |
Orders Pending Resuits Required Field:
Resuit History ] Awessionm ] )
Demographics Ordering Physician ‘ |
T — = \
Nehoda [Set Callbacks []Set Faxbacks
I)'-\Lmil Hisl'i’ryu : —‘ E
2. On the Patient Search page, in the Patient text box, enter either the ID number or the first few
characters of the patient's last name.
3. Click Search.

The patient records that match the ID number or characters that you entered are shown.
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Tips:
o If you are unsure of the ID number or the spelling of the patient’s last name, enter just the
letters or numbers that you know. The search results contain all the patient records that

match the numbers or letters that you specify. For example, if you enter DO in the Patient
text box, and then click Search, all patients with last names or records that contain DO are

shown.
¢ You can also select the Recently Selected Patients check box to display patient records
that were recently opened.

: TEST,PATIENT Prim. Phys:
Patient Search ID: C7234588-0.. Female 041221377 37Y SSN:

Patient ITES Search Clear  [] Recently Selected Patients Advanced
Mame D SSN DOB Gender |City Q
TEST,PATIENT C7234588-000011 04/22/1977 Female ~
TEST,PATIENT C7234588-000017 Female |_|
TESTING,BULKLOAD JR1000000% Male [¥]
TESTING,BULKLOAD JR10000010 Male

Mew Patient Demographics Insurance [[] show Deleted Patients

Mew Order

4. Select the patient whose orders you want to view.
5. On the Patients menu, click Orders Pending Results.

Tip: Alternatively, you can click Orders Pending Results in the extended frameset.

FH) MAYO CLINIC M ACCESSW
C']j LABORATORIES ayo
[ ol Orders | Results User | Master Files = System | Help

New Patient Test,Brian Prim. Phys:
Patient Search ID: C7028846-0... Male 04/04/1524 96Y 55N

sy

SE—
Batch Orders | Previous | Log Out

Order History

Orders Pending Results, Search Clear  []| Recently Selected Patients Advanced
Patient Reports

Results History 1D SSN DOB Sex City 0
Demographics C7028846-000262 04/04/1924 Male

Encounters C7028846-000265 04/04/1934 Male

Insurance MML12345 08/27/1981 Male

New Order 1212121221 06/27/1961 Male
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6. To print the order report for the selected patient, click the Print Order Report link on the
Orders Pending Results page.

. TEST,PATIENT Prim. Phys: Dr. L_B. Mc...

Orders Pendlng RESUItS ID: C7T234588-0... Female  04/22M977 aTY S55N:
Orders Pending Results for Selected Patient
Data Entry Collected Order # Account # Order Status Q

03/02/15 11:19 03/02/15 11:19 Q86753091 C7234588 Mot Sent To Lab

03/02/15 09:37 03/02/15 09:32 8675309-5 C7234588 Sent To Lab

03/02/15 09:22 03/02/15 09:21 8675309-4 C7234588 Sent To Lab

02/27/15 13:45 UUZ?PS 13:45 8675309-3 C7234588 Sent To Lab

v
& ABN Cancel Tests

Printing the Pending Test Report
This report shows the status of tests that have not been completed for a selected order.
To print the Pending Test report, follow these steps:

1. On the Orders menu, click Order Search.

Tip: Alternatively, you can click Order Search in the extended frameset.

Y Y omaronrrs MayoACCESS’

Results User | Master Files System Help Batch Orders Log Out i

New Order

Order Search @

Batch Pr i .
i sort by: g
(DR pcation |* it - .'ﬂ Source ﬂ ‘.:’ Qrder #
Test Utilization () Location
- e (SEs[ V] Search Clear
Directory of Services () Name

2. On the Order Search page, select the order for which you want to print the Pending Test report.

Tip: Click the Search Criteria tab and use that page to locate the order. For instructions, see

Searching for an Order on page 47.

3. To print the Pending Test report, click the Pending Tests link.
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Tip: If the Pending Tests link is not shown on the Order Search page, it is available on the

SmartMenu.
TEST,PATIENT Prim. Phys: Dr. L. B. Mc...

Order SearCh ID: C7234588-0... Female 04221377 Ty S5N:

Collected | Order Order Status Name (] Acct |Phys Type

03/02/15 |QB6753091 Mot Sent To Lab  |TEST,PATIENT C7234588-001C7234Dr. L. B. McCoy |Account

03/02/15 |8675309-5 Sent To Lab TEST,PATIENT C7234588-001C7234Dr. L. B. McCoy |Account

03/02/15 |3675309-4 Sent To Lab TEST,PATIENT C7234588-00(C7234Dr. L. B. McCoy |Account

v

[ Order [F] Edit Order

& Search Results Pending Tests

The Pending Test report is arranged by order date and patient name.

Pending Test Repori

MAYO CLINIC
LABORATORIES Site 1D / Site Name

Filter Criteria
Location
Pending Results | Yes
Deleted | Mo
Total Number of Orders | 2

Patient Name Patient 1D Order Number Order Status Physician Name
Ordered: 03/29/21
1 TEST BRIAN C7000003-000051 8675309-3 Mot Sent To Lab Test Physician
AAT: Alpha-1-Antitrypsin, S Status: Mot Sent To Lab Performing Lab: Rechester Campus
CATU Satecnolarnine Fract, Free, Status: Not Sent To Lab Performing Lab: Rechester Campus

Printing the Unsolicited Test Report

An unsolicited test is a test that was added by the performing laboratory and is not on the original test
order. You can view the results of an unsolicited test and manually forward the results to your

Laboratory Interface System (LIS).
To print an unsolicited test report, follow these steps:

1. On the User menu, click InfoLink Inbox.

MAYO CLINIC ol
@— LABORATORIES MHVOACCESS

~bationts ™" Orders” | Rasults” " Wiaster Files | " Systam™ " Halp ™" ["Batch Ordars | Previous | Tag ol

New Order Other Sites
Change Password o

Howd Onter p—C—y Change Security Question
| Order

2. On the InfoLink Inbox page, click the Search Criteria tab.

3. From the Issue Type drop-down list, select Unsolicited Test Received from Performing Lab.
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[ unread by Me

InfoLink Inbox
- §earch Criteria
Query | ¥
Cortains | Where Recipisnts Indlude [
Order # I Created By I ﬂ
Accn # I Last Activity Date Range I @ To I @
Issue ID I Created Date Range I @ To I @
Issue Type |Unsalicited Test Received frc Distribution |
Issue Status I Order Related I
Source I ﬂ
Show Issues Which Are:
[] Mew (No one has read) Search Clear

Click Search.

All the orders with that issue type are shown on the Issues page.

To print the unsolicited test report, click the Grid Report link.

Tip: If the Grid Report link is not shown on the InfoLink Inbox page, it is available on the

SmartMenu.

Issues

InfoLink Inbox

for patient,

Created Issue ID Crt'd By |Issue Type
11/11/2011 10:34:46C723458800015067 |SYSTEM | Unsolicited Test R © [ Export Grid
11/11/2011 10:34:45C723458800015065 [SYSTEM  |Unsolicited Test R @ [ Eind Order
11/11/2011 10:34:44C723458500015063 |SYSTEM Sy Iremmy=pewe
11/11/2011 10:34:43C723456800015061 [SYSTEM  |U| el —
11/11/2011 10:34:42 C723458800015055 [SYSTEM  |U = MM
11/11/2011 10:34:42{C723455800015057 |SYSTEM  |U e
11/11/2011 10:34:40C723458800015055 |SYSTEM U e
11/11/2011 10:34:35C723458800015053 [SYSTEM  |U 4 Prine To Afrernate Priter
11/11/2011 10:34:38C723458800015051 [SYSTEM  |U [7] Set Default Printer

Description |Unsclicited test Angiotensin % &dd Uk to Bar

lab order # WABO04142 with ac 5 Information

InfoLink Inbox SmartMenu

~ @ [0 Mark &Il a5 Read

pa

= (O @ Refresh Grid -

@ @ {0 -

Y

7234588 Unsolicited tgNew X
7234588 Unsolicited teMNew X W
C7234588 Unsolicited teMew X

de ACE received for

2345881

TESTING, BULKLORD

(EELICIOL 1D, ADUUT IR .
11/11/2011 at 10:34 from Mayo Medical Laboratories lab.
Test comments for Angictenzsin Converting Enzyme-ACE:

1ITo0

as received on

i

This i=s an OBR NTE comment
(] Issus Detail [1] Mark As Unrezd
Eind Qrder [ Mark &)l a5 Read
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Printing the Test Not Performed Report

The test not performed (TNP) report contains a list of tests that have been cancelled with a result of
TNP from the performing laboratory. To print a TNP report, follow these steps:

1. On the Results menu, click Reports.

Tip: Alternatively, you can click Report Search in the extended frameset.

) Yasoraronies MayoACCESS’

Patients | Orders PSS User " Master Files " System | Help “Batch Orders | Previous | Log Out |

New Order Pathology Lab Reports

Sup & Ref PDF Reports
R O .t Forwarded Reports (oot L U

2. On the Reports page, click the Search Criteria tab.
3. On the Search Criteria page, click the Test Not Performed check box.

REpOf‘tS TESTING,BULKLOAD Prim. Phys:

ID: ABDD4142 Male SSN:

- 5&3 rch Criteria

Patient I & Ordering Physician I ¥
b

Qrdering Location I Contains Unsolicited Test |

Reported Date Range

¥
¥
[ a [ a
Resulted Date Range I @ To I @ Order # I

Resulted Time Range To Accession # I
Report Status |A|| V|
Source I ﬂ Reports Containl Test Not Performed
Ordering Account I ﬂ [] cancelled test
Issue Type I ﬂ Custom [] Updated result
Only Display [ | Unread by Me Sort Reports By |Report Date W
[] Mew (no one has read) Forwarded to ES ~
[0 abnormal
O Finalized

Search Clear

4. Clear the New (no one has read) check box.
5. Click Search.
The TNP reports are shown on the Reports page.
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6. To print a TNP report, click the Report link.

Tip: If the Report link is not shown on the Reports page, it is available on the SmartMenu.

Reports

Female

Reports

01111975

Prim. Phys:

40Y SEN:

Unsolicited Tests 1] Result Images

L& Print All Reports [T] Mack &)l Reports s Read 5] Eorwzrd Al

Order # Accession # |Collected Resulted * Reported * Report St...
m 030215—AI1Q 1000350003/02/15 06:003/02/15 09:003/02/15 09:C MCR Final
ABSORB3/|01000349902/27/15 06:502/27/15 14:702/27/15 14:3 MCR Final
-~ -
= Beport [1] Mark Repor: A5 Read [ Order Forward Report
Result List

Printing a Utilization Report

A Utilization Report shows the type and number of tests that have been ordered for a site or for a

location. To print a Utilization Report, follow these steps:

1. On the Orders menu, click Test Utilization.

MayoACCESS’

User | Master Files = System @ Help |

[“Restits” |

Batch Processing
Batch Set List

Test Utilization % -

Patie| Directory of Services Auto Assign 1D

" Baich Orders | Previous.' Log Out i

Required Fields .

Ordering Location ¥

2. On the Test Utilization page, click the Search Criteria tab.

Test Utilization
ﬂ Search Criteria
Lookup By
Query | ¥|  Savess Saye | | Delete |
Report Type: (@ Show One Row Per Test Code
() show One Row Per Ordered Test
ab I ﬂ Account I ﬂ
Location ISandy‘S Site ¥ Billing Type I ¥
Test (® Code (_)Name () Mnemonic Source | V‘
I ﬂ & Ordering Physician I ﬂ
[] 1nclude only Billable Procedures Order Date Range |02."23u"2|]15 @ To IU?M"DZI’QD]5 @
Optional Minimum Frequency I— Collected Date Range I = ] I 2]
Max Display Row | Resulted Date Range | B To | ®
Sort By ‘Test v|
Search Clear
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3. On the Search Criteria page, specify any of the following criteria for the test utilization
information that you want to print.

Tip: You can select a previously saved search from the Query drop-down list.

Search Criteria Description

Lab The laboratory that performed the tests
Location The location from which the tests were ordered
Keyword The test for which you want to display utilization

Include Only Billable Procedures | Whether to search only for tests that were billable

Minimum Frequency The threshold value for the number of times that a test
was ordered. For example, enter 5 to display only those
tests that were ordered 5 or more times.

Max Display Row The total number of rows that you want to display in the
results list
Report Type Whether you want to show one row for each test code

or one row for each ordered test

Account The account that was used to order the test

Billing Type The billing type that was specified when the test was
ordered

Source Whether the test was ordered from a Laboratory

Information System (LIS) (integrated), from within the
MayoACCESS application (manual), or was unsolicited
(usually a reflex test)

Ordering Physician The physician who ordered the test

Order Date Range The range of dates during which the test was ordered

Tip: Use the calendar icons to specify the dates.

Collected Date Range The range of dates during which the specimens for the
order were collected

Tip: Use the calendar icons to specify the dates.
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Search Criteria

Description

Resulted Date Range

The range of dates during which the test results became
available

Tip: Use the calendar icons to specify the dates.

Sort By

How the search results are displayed.

For example, select Frequency to display the list of
tests ordered starting with the most-ordered tests to the
least-ordered tests.

Tip: To save your search criteria selections for future use, click Save as, and then enter a

4. Click Search.

name for the query and click OK.

The tests that match the specified search criteria are shown.

5. To view the report, click the View List link.

Test Utilization

i : olicited PrLLTLY

Name Code Count Price Physician Order %
Alpha-1-Antitrypsin, 5 ART 2 Dr. L. B. McCoy|03/02/20 [ ) i

Angiotensin Converting EnfACE 2 Dr. L. B. McCoy|03/02/20 ~
Catecholamine Fract, Free|CATU 3 Dr. L. B. McCoy 03/02/ %

Celiac Disease Gluten-Free CDGF 1 Dr. L. B. McCoy|03/02/20

Ibuprofen (Motrin, Advil, KFIBUP 2 Dr. L. B. McCoy|03/02/20 =

1G4 Food Panel T FG4FI 1 Dr. L. B. McCoy|02/27/2015 13:4|02/27/2015 13:4

Pathology Consultation 70012 i Dr. L. B. McCoy|03/02/2015 11:2|03/02/2015 11:2

e

Matches Tests Freguency

% View List & TAT

6. To print the report, click the Report link.

Tips:

You can also use the Export Grid link to create a Microsoft Excel spreadsheet file that
contains the test utilization search results.

If these links are not shown on the Test Utilization page, they are available on the

SmartMenu.
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Administering the MayoACCESS Application

As a MayoACCESS administrator, you can perform the following tasks:
e Manage physician records
e Manage patient records
e Administer MayoACCESS users
o Customize the MayoACCESS application

The following topics provide information about each of these tasks.

Managing Physician Records
As a MayoACCESS administrator, you can perform the following tasks:
e Create physician records
¢ Change physician information
o Delete or inactivate physician records
o Merge and unmerge physician records

The following topics provide information about each of these tasks.

Creating a Physician Record
To create a physician record, follow these steps:

1. On the Master Files menu, click Physicians.

s e MayoACCESS"

Patients | oOrders | Resuits | User Bonnii ] System | Help Batch Orders | Previous | Log Out

Comments
New Order Custom Profiles

Merge Patients
Rapid Order kol al, e |

Short Lists
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2. On the Physicians page, specify the information for the physician.

Physicians
Physician | ¥
Name (L F M) [Spock ] T Account | ¥ A
Tite (orMret) [ suffix(MDphDetd) [ e | ]
Address
| Provider £ |
City | ] DEA 2 |
sate [ zPcode[ License # | State | ¥
workt | E-Mail |
Work2 | Is Active
Home | [] Suppress Auto-Print Reports
& Fax | ¥ Medical Specialty | o
Sex Second Specialty |
DOB I— =] Do Not Use Site Defined Printer v
L“M E Deless Ehusicizn Comls Buslans Save Physician

3. If applicable, select a specialty from the Medical Specialty and Second Specialty drop-down
lists.

4. Click Save Physician to create the physician record.

Changing Physician Information
To change the information for a physician, follow these steps:

Note: You must belong to the Client Supervisor security group to perform this task.

1. On the Master Files menu, click Physicians.

FH] MAYO CLINIC M AGCESSW
C LABORATORIES Elyﬂ

““Patients | Orders | Results | User BNz W “System | Help |

i Batch OF(TEF-S—‘ '_Previous—‘ Log OI.IT i
Comments

New Order Custom Profiles
Merge Patients

Rapid Order e/l gl Qg g oy
i Short Lists
Order

2. On the Physicians page, select a physician name from the Physician drop-down list.
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3. Add or change information about the physician, and then click Save Physician.

Physicians
Required Fields . ePrescribe .
Physician ﬂ
Name
Name (L F M) Account I ﬂ ~
Title (Dr,Mr etc) |Dr- Hyde ~ NPI | ]
Dr. L. B. McCoy
Address |
City v DEA £ |
State Ly License # I State I ﬂ
workt | E-Mail |
Work2 I Is Active
Home I |:| Suppress Auto-Print Reports
& Fax I ﬂ Medical Specialty I o
Sex I . Second Specialty I
DOB I @ Do Not Use Site Defined Printer “
[ Mew physician [E] Delese Physician [ Copy-To Physicians e
] Users ] External Account Numbers = ¥

Deleting a Physician Record
To delete a physician record, follow these steps:
Note: You must belong to the Client Supervisor security group to perform this task.

1. On the Master Files menu, click Physicians.

[Ff) MaYO CLINIC
<"’ LABORATORIES

MayoACCESS’

Patients | Orders | Results | User Mooy System | Help | ["Batch Orders | Previous | Log Out |
Comments
Custom Profiles

New Order

Rapid Order [l IR CLEN)
Order

Merge Patients

Short Lists

Required Fields i

2. On the Physicians page, select a physician name from the Physician drop-down list.
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3. Review the information to confirm that you selected the physician record that you want to
delete, and then click Delete Physician.

Physicians
Physician I ﬂ
Name (LFM) |Dr. Hyde x | | Account | ¥ A
Tile (DrMret) [ suffic(MDPhDetc) [ et | ]
Address I
I Provider # I
Gity | ¥ DEA # |
state [ zpcode[ License # | State | ]
waorkl | E-Mail |
Waork2 I Is Active
Home I |:| Suppress Auto-Print Reports
&) Fax I ﬂ Medical Specialty I o
Sex Second Specialty I
Dm Do Mot Use Site Defined Printer v
[ Maw Bhysician < Physic ] Copy-To hysicians .
Users ] Exsemal Account Numbers = ]

Note: Physicians that are associated with test orders cannot be deleted. Instead you must
inactivate the physician record by clearing the Is Active check box.

Merging Physician Records

To merge different physician records into a single record for the same physician, follow these steps:

1. On the Master Files menu, click Physicians.

MayoACCESS’

["Orders [ "Results ™ User [ITMEST-I9" Sysiem | Help |"Batch Orders | Previous | Log Out |

Comments
New QOrder Custom Profiles
Merge Patients

L uRelc g Orderingo | Tesis™|
§  Short Lists
Order

2. On the Physicians page, select a physician name from the Physician drop-down list.

3. Select the correct record for the physician from the Merge With drop-down list.
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4. Click the Merge link.

Physicians
Physician I ﬂ
Name (L F M) | |K l— Account I ﬂ A
Title {Dr,Mr etc) lDr— Suffix (MD,PhD etc) l— MNPI I
Address I
I Provider # I
City | ¥ DEA & |
state [ zpcode| License # | State | ¥
workt | E-Mail |
Work2 I Is Active
Home I |:| Suppress Auto-Print Reports
& Fax I ﬂ Medical Specialty I ﬂ
Sex I ~ Second Specialty I ﬂ
DOB l— @ Do Not Use Site Defined Printer
~,
Report Auto-Printer I \
Merge With I ¥| Merge
Enable ePrescribing Status I W Registered Since I v
@ users ) Excmal Accouns Numbers

5. When prompted, click OK to confirm that you want to merge these records.

Message from webpage >

o Are you sure you want to merge?

Note: After the records are merged, the Merge link changes to Unmerge. If you need to
reverse the merge, click the Unmerge link.

Managing Patient Records

As a MayoACCESS administrator, you can merge patient records for the same patient. The original
records are retained, so if necessary, you can later unmerge patient records that have been merged.
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Merging Patient Records
To merge patient records into a single record for the same patient, follow these steps:
Note: You must belong to the Client Supervisor security group to perform this task.

1. On the Master Files menu, click Merge Patients.

MAYO CLINIC L
GT LABORATORIES M HVOACC ESS
Patients ders | Results ™ User [TERIISTEN ystem | Help Batch Orders | Previous | Log Out |

Comments

New Order Custom Profiles

Rapid Order derinfo | Tesis | Physicians sestions
i | Short Lists T

2. Onthe Merge Patients page, in the Patient text box, enter all or part of the patient's name, and
then click Search.

The patient records that match the characters that you entered are shown.
3. Select a patient record from the list, and then click the Mark for Patient Merge link.

Tip: If the Mark for Patient Merge link is not shown on the Merge Patients page, it is available
on the SmartMenu.

= TES T,PAT'ENT Prim. Phys: Dr.L.B. Mc_._
Merge Patlenis ID: C7234588-0... Female 04/22M977 S5N:
Patient |T95 Search Clear Patient Merge List
Mame D SSN DOB Gender City o]
TEST,PATIENT C72345858-000011 04/22/1977 Female ABERDEEN ~
TEST,PATIENT C72345858-000017 Female
i 042277 01/01/1880 Female
JR10000002 Male
JR10000003 Male
JR10000008 Male
JR1000000% Male (V]
JR10000010 Male
[1] Mark for Patient Merge

The following message is shown:

You are in Patient Merge Mode. Select the patient who will be merged
with Last Name, First Name and click the Mark for Patient Merge link or
click here to exit.

4. Select the duplicate patient record on the list, and then click the Mark for Patient Merge link
again.

A message is shown, indicating that the patient records have been marked for the merge
operation.

5. Click OK to continue.

Note: You can mark multiple patient records to merge by repeating steps 3 - 5.
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6. Click Patient Merge List to display a list of patient records that have been marked for the

merge operation.

; TEST,PATIENT Frim. Phys: Dr. L. B. Mc...
Merge Patlents ID: C7T234588-0... Female 04/22M977 S5N:
Select a Patient
Patient ITes Search Clear Patient Merge List
Name D SSN DOB Gender City Q
TEST,PATIENT C7234588-000011 04/22/1977 Female ABERDEEN il
TEST,PATIENT C7234588-000017 Female
| . 042277 01/01/1880 Female
JR10000002 Male
JR10000003 Male o
JR10000008 Male
JR10000009 Male
JR10000010 Male
[T Mark for Patient Merge

7. Select the set of records to merge on the list, and then click the Merge Patients link to start

the merge operation.

Patient Merge

View Patients Who Were

Patientl Search Clear (®) Identified to be Merged () Merged () Unmerged

Name Pat...|... |Name Pat...|... |Note User |Name Pat...|... |Name Pat...|... |Note User O

TEST,PATIC723<04/TEST PATF 2345 [— TEST,PATIC7 23 04/|TEST, PATIC7 234 —_—
~
v

Merge Batients [[] Unmark Patients ] Notes

8. On the Merge Detail page, compare the patient records to determine which record to keep,
and then click either Merge 1 to 2 or Merge 2 to 1.

Merge Detail

Patient 1: TEST,PATIENT Patient 2: TEST,PATIENT

D |C7234588—00 0011

D |C7234588-ODDU1 7

Phone # I

ssn |

Gender IFema le

DOB [04/22/1977

Address [1234 Hill St.

City [ABERDEEN

state |PA

Zip I

I Results to be Merged Results to be Merged
Date Number Status Q|Date Number Status Q

Phone = | ssi |
Gender |Female Doe |
Address |
|
city |
State | zip |

04/14/2010 | P1942663 Sent To Lab 07/26/2010 ‘P19454D7 |Not Sent To Lab
04/14/2010 |P1942664 Mot Sent To Lab A A
02/25/2015 8675309 Cancelled [
02/27/2015 |B675309-3 Sent To Lab
Result Text Result O |Result Text |Re5u\t
=< Cancel | Merge 1 to 2 Merge 2 to 1 I Unmerge

For example, if the patient information is complete and accurate in the first patient record, but
patient information is missing in the second record, click Merge 2 to 1. The merge operation

Page 109



Administering the MayoACCESS Application

copies the orders and results from the second record to the first record. The second record is
not deleted, but is no longer shown in the view for that patient.

9. When prompted, click OK to confirm the merge.

10. When the merge is complete, click OK.

Unmerging Patient Records

The merge operation merges the orders and results fro
record is not deleted.

m one record into another, but the second

Note: You must belong to the Client Supervisor security group to perform this task.

To unmerge patient records that have been merged, follow these steps:

1.

MAYO CLINIC
LABORATORIES

["Orders | Results | User

@

Patients Master Files [ G B [T

Comments
Custom Profiles
Merge Patients
Physicians
Short Lists

Ord. Phys:
Order #:
Acen #:

New Order

Repid Order (Sl CU Nl
Order

On the Master Files menu, click Merge Patients.

MayoACCESS’

e ——————— ——— ————

Batch Orders Previous | Log Out

Required Fields [l

2. On the Merge Patients page, click Patient Merge List.

Merge Patients

Prim. Phys:
S5N:

Select a Patient .
Patient I Search Clear Patient Merge List

Mame D S5M DOB Gender City
1234568 Femazle
08181987 08/18/1987 Male :
ooooo 01/19/1954 Male
0422 04/22/1977 Female
C7234588-000020 03/18/1989 Female
C7234588-000011 04/22/1977 Female ABERDEEN |
JR10000003 Male
JR10000004 Male (V]
JR10000005 Male

3. Click Merged to display patient records that have been merged.

Patient Merge

View Patients Who Were

Patientl Search Clear (O) Identified to be Merged (@) Merged () Unmerged

MName Pat...|... [Name Pat...|... |Note User MName Pat...|... |Name Pat...|... |[Note User 0

DOCUMENOD420104/ DOCUMENO818108, DOCUMENO420104/DOCUMEN 0818108,

TEST,PAT|C723404/ TEST,PAT]C7 234 TEST,PAT|C723404/ TEST,PATIC7234 I 1 A
W

Merge Patie: nmerge Patients (] Netes

4. Select the set of patient records to be unmerged, and then click the Unmerge Patients link.
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Patient Merge

View Patients Who Were

Patientl Search Clear () Identified to be Merged (8 Merged () Unmerged

Name Pat...|... |Name Pat...|... |Note User |[Name Pat...|... |Name Pat...|... |Note User CJ

DOCUMENO420104/DOCUMENDS818108, DOCUMENO420104/\DOCUMENDB18108,

TEST,PATIC723404/TEST,PATIC7 234 ~ |TEST,PATIC723404/TEST,PAT|C723¢ _— ~
W

Unmerge Patients ] Notes

5. On the Merge Detail page, verify that you selected the records that you want to unmerge, and
then click Unmerge.

Merge Detail
Patient 1: TEST,PATIENT:Active Patient 2: TEST,PATIENT :Inactive
(] IC?234588-DDUU11 (] IC?234588-0[IDD1?
Phane # | ssn | Phone # | ssn |
Gender [Female DOB |04/22/1977 Gender |Female DO |
Address [1234 Hill St. Address |
City |JABERDEEN city |
state |PA Zip | State | Zip |
I Results that were Merged Results that were Merged
Date MNumber Status Q|Date Mumber Status
04/14/2010 P1942663 Sent To Lab
04/14/2010 |P1942664 Not Sent To Lab A ~
07/26/2010 P1945407 Mot Sent To Lab (V] V]
02/25/2015 8675309 Cancelled
Result Text Result 0 |Result Text |Resu|t | (o]
<< Cancel Mergesiiond Henge @ tol Unmerge

6. When prompted, click OK to confirm that you want to unmerge these records.

7. When the unmerge operation is complete, click OK.

Administering MayoACCESS Users

As a MayoACCESS administrator, you can perform the following tasks:
¢ Add MayoACCESS users
e Change user information

e |nactivate a user
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Adding a User

To add a MayoACCESS application user, you must define the user and assign the user to a location
within a site. All steps for adding a user must be completed before the user can sign in to
MayoACCESS.

You need the following information for each user:
e Last Name, First Name, Middle Initial (optional).
e Email address.
o Level of access. See Step 12 for security group definitions.
e The account number to assign to the user if the client site has multiple accounts.

e The 3-letter abbreviation that Mayo Clinic Laboratories provided to you as a prefix to the User
ID.

To add a user, follow these steps:
Note: You must belong to the Client Supervisor security group to perform this task.

1. On the System menu, click Users.

() Yoraronies MayoACCESS’

- T T T T S R
Patients | Orders | Results | User | Masterries oo Batch Orders | Previous | Log Out

New Order

2. On the Users page, click the New User link.

Users
Users By Site I ﬂ (@) Site Name () Site ID [] Show Active Users Only
User Login | User Name | Search Clear
User Login User Name Lab Admin Active
L No Mo
P No Yes ~
y v
Edit User Edit Site Access
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3. In the User Information dialog box, in the Name text box, enter the user’s name as follows:

Last name, first name, middle initial (if available)

Mame (L,F MI) | Is Active

Skip Report Counting During Login

User ID | Require Password Change on Next Login

Is Auto-Printer User

MNew Password |

Oooede

Is External

Confirm Password | Access All Sites

<
L

Physician I Security Group

Email |

& Fax Mumber I

1«

Cancel Save

4. Enter a unique identifier for the user.

Use the 3-letter abbreviation that Mayo Clinic Laboratories provided to you as a prefix for the
User ID followed by the unique identifier for the user. For example, if the 3-letter abbreviation is
ABC and the user is John Smith, you can enter ABCSMITHJ.

Note: The 3-letter abbreviation is used only for setup. The user will not use the abbreviation to
sign in to MayoACCESS.

5. Enter a new password in the New Password text box.

Note: Your password must be a minimum of 8 characters and must contain uppercase,
lowercase, numbers, and special characters (except V).

6. Enter the same new password in the Confirm Password text box.

Note: The user does not need to know the user ID or password. The user ID and password
are used only for setup.

7. Enter the user’s email address. A business email address is recommended.
Note: The user will use the email address to sign in to MayoACCESS.
8. Verify that the Is Active check box is selected.

9. Click Save to save the new user information.
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10. In the User Site Access dialog box, from the Site drop-down list, select the site that you want

this user to access.

Select Sites This User Can Access

Site I‘

¥ @ siteMame (J SiteID

Select Security Group This User Will Belong Te For Selected Sites

Email Set Email

Security Group

3|

9 Fax Number ﬂ Clear Fax
Namespace Site ID Site Name Sec. Group Email Fax Number
C7234588 C7234588 ORDER ENTRY & F
N
v
Delste [1] Desglect all
[0 Log In As Selecred User OK Cancel

You can select more than one site for each user.

11. From the Security Group drop-down list, select the access that you want this user to have.

You can choose from the following security levels:

Security Group

Available tasks

Test Catalog

o Access the Directory of Services
The user cannot access client information or patient data.

This is the most basic role.

Test Catalog & Results

o Access the Directory of Services
e Access test results for assigned site

This user only needs access to test results.

Order Entry

o Access the Directory of Services
e Order tests

The user cannot access test results.

Order Entry & Results

e Access the Directory of Services
e Order tests
e Access test results

This is the most commonly assigned user security role.

Pathology Lab Reports

o Access the Directory of Services
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Security Group

Available tasks

Access test results, specifically supplemental reports or data,

for assigned site

This role is commonly used by physicians and pathologists for
placing orders.

Client Supervisor

Access the Directory of Services
Order tests

Access test results

Access test utilization reports

Set up new users in the application

The user who is assigned to this security role can act as an
administrator for the client site.

Note: If you want to selected multiple sites and want to select a different security level for each
site, select the site, and then select the security level for that site.

Important: Do not enter the email address on the User Site Access page. Duplicate email
address entries result in the user receiving duplicate notifications.

12. Click OK to save these settings.

A message is shown to indicate that site access was added for the user.

13. Click OK to continue.

14. To assign the user access to a location within each site, click the Edit Locations link.

Users

Users By Site I

User Login |

ﬂ (®) Site Name () Site ID [] show Active Users Only

User Name | Search

Clear

User Login

User Name Lab Admin

Mo
Mo
Mo

Active
Mo
Yes
Mo

Edit User

Edit Site Access
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15. In the Site User Location dialog box, from the Site drop-down list, select the site for this user.

Select a Site to Add Locations

I«

Site |

Select Location to Add

=

Locatien I

Always Allow Access to All Locations

User Locations

Locations

>0

16. Use one of the following methods to select the location that you want to enable the user to
access:

e Select the location from the Location drop-down list.
o Click the Always Allow Access to All Locations check box.
This gives the user access to all the locations for this site.
o Click the Add All Locations link. All the locations for this site are shown.
Note: You can give the user access to more than one location.
17. Click OK.

A registered user receives an email with an invitation to sign in to MayoACCESS. A non-registered
user receives an email with an invitation to register on mayocliniclabs.com.

Changing User Information
To change the information for a MayoACCESS application user, follow these steps:
Note: You must belong to the Client Supervisor security group to perform this task.

1. On the System menu, click Users.

@Y s Sirories MayoACCESS”

Patients | Orders | Results | User | Master Files B ] Batch Orders | Previous | Log Out |
|

Prim. Phys:
SSN:

USEIS“ i R
New Order facerk 0:

2. On the Users page, select a site from the Users By Site drop-down list to display the user
records for that site.

Tips:
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e Leave the Users By Site text box blank to search all files.

o Select Site Name or Site ID to display the list of sites by name or by site ID.

Users

Users By Site I

ﬂ (@) Site Name

() site ID

[] show Active Users Only

User Login I User Name I Search Clear
User Login User Name Lab Admin Active
- Mo No
Mo Yes
Mo Yes
Mo Mo
W
M= User (] Edit Locations (] Edit Security Question

Edit User

Edit Site Access

3. Enter some or all the characters for the user in either the User Login or User Name text box,

and then click Search.

The list of users that match the characters you entered is shown.

Users

Users By Site I ﬁ (@) Site Mame () Site ID

Search

[] Show Active Users Only

Clear

User Login IMMLM

User Name I

User Name

User Login

Lab Admin

Active

No
Mo

Yes
Yes

[ Mew User

(] Edit Locations

] Edit Secuuriry Questi

Edit User

Edit Site Access

4. Select the user record that you want to change.

5. To change the user name, the user ID, or the security access for the user, click Edit User.

6. To change the name or User ID for the user, enter the new information in the Name or User ID

text box of the User Information dialog box.
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Mame (L,F MI) |

User ID |

New Password |

OoOooOo®

Confirm Password |

Physician I

[

Email |

= Fax Mumber I

%

Is Active

Skip Report Counting During Login
Require Password Change on Next Login
Is Auto-Printer User

Is External

Access All Sites

Security Group

=

[7] Edit Site Access

Cancel Save

7. To change the site that the user can access or to change the security access for the user, click
the Edit Site Access link in the User Information dialog box.
8. To change the site that the user can access, select the desired site from the Site drop-down
list in the User Site Access dialog box.
Select Sites This User Can Access
Site | ¥ @ SiteName () Site ID
Select Security Group This User Will Belong To For Selected Sites
Email Set Email
Secunty Group ﬂ
& Fax Mumber ¥ Clear Fax
Namespace Site ID Site Name Sec. Group Email Fax Number
C7234588 C7234588 ORDER ENTRY & K
[ Delete [0 Deszlect All
m 2o 2 0K Cancel
9. To change the security access for the user, select the desired security level from the Security
Group drop-down list.
10. Click OK to save the changes.
11. Click Save to apply the changes and to close the user record.

Inactivating a User

User records cannot be deleted, so you must inactivate a
accessing the MayoACCESS application.

user if you want to prevent that user from

Note: You must belong to the Client Supervisor security group to perform this task.

To inactivate a user, follow these steps:

1. On the System menu, click Users.

Page 118



Administering the MayoACCESS Application

MAYO CLINIC
LABORATORIES

Orders | Results | User | Master Files

@

MayoACCESS’

“Help " ‘[Batch Orders | Previous | Log Out |

r

Users'“

Patients |
Ord. Phys:

Prim_ Phys:
Oroec 1D: SSN:

New Order

2. To display the user records for that site, select a site from the Users By Site drop-down list on
the Users page.

Tips:

e Leave the Users By Site field blank to search all files.

o Select Site Name or Site ID to display the list of sites by name or by site ID.

Users
Users By Site I ﬂ (@) Site Name () Site ID [] Show Active Users Only
User Login I User Name I Search Clear
User Login User Name Lab Admin Active
- - Mo MNo
Mo Yes
Mo Yes
Mo Mo
v
Edit User Edit Site Access

3. Enter some or all the characters for the user in either the User Login or User Name text box,

and then click Search.

4. From the list of users that is shown, select the record for the user that you want to inactivate.

Users

Look Up User By

Users By Site I ﬂ (®) Site Mame () Site ID [] show Active Users Only
User Login IMMLM User Name I Search Clear

User Login User Name Lab Admin Active Q

- - [ - No Yes
No Yes A
W

Meuw User (] Edit Locations 1] Edit Security Question
Edit User Edit Site Access

5. Click Edit User.
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User Infermation Required Fields
Name (L,F MI) [ ISTECHEE
[] skip Report Counting During Login
User ID I - [[] Require Password Change on Mext Login
New Password I [] 1s Auto-Printer User
[ 1IsExternal
Confirm Password I Access All Sites
Physician I ﬂ Security Group ﬂ
Email I .
& Fax Mumber I ﬂ
(] Edit Site &
Cancel Save

6. Inthe User Information dialog box, clear the Is Active check box, and then click Save.

Customizing the MayoACCESS Application

As a MayoACCESS administrator, you can customize the MayoACCESS application for your users by
performing the following tasks:

e Creating comments
e Creating a custom profile

e Creating a list of frequently ordered tests

Creating Comments

You can create comments that users can select when they perform certain actions within the
MayoACCESS application. The following figure shows example comments that are displayed when
you click the Report Notes link on the New Order page:

[Sclectacomment  Required ricids [l
1l
RN Callback when resulted

Other
Other | p| EASE FAX REPORT TO: (555)555-5555

oK Cancel

Note: You must belong to the Client Supervisor security group to perform this task.
To create a comment, follow these steps:

1. On the Master Files menu, click Comments.

MayoACCESS®

Master Files [SESEAC NN T [“Batch Orders | Brevious | Log Out

New Order Custom PmmS

Merge Patients
Rapid Order i oo Ik

Short Lists

ufeder,
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2. On the Comments page, click the New Comment link.

Comments

Type W Search Clear
Comment Code Type Active |[Q
Callback when resulted Order Entry Comment Yes
PLEASE FAX REPORT TO: {555)555-5555 Order Entry Comment Yes ~
THIS IS A TESTING COMMENT Order Entry Comment Mo
v

Comment I

Code I

Type

Mew Comment

3.
4.
displayed.
5. Click Save Comment.

In the Comment text box, enter the comment that you want to add.

From the Type drop-down list, select that activity for which you want the comment to be

To change a comment, select the comment, change the comment, and then click Save Comment.

To inactivate the comment, select the comment, and then click the Inactivate Comment link.

Creating a Custom Profile

You can create a single code to group multiple tests. This single code is called a custom profile. You
can use a custom profile to save time when you frequently order the same tests together. You can
create, change, or delete a custom profile.

Notes:

e Custom profiles cannot be used for interfaced orders.

¢ You must belong to the Client Supervisor security group to perform this task.

To create a custom profile, follow these steps:

1. On the Master Files menu, click Custom Profiles.

Patients | Orders | Results | User |

MayoACCESS’

System | Help

Batch Orders

Log Out

= | ey
Master Files Previous

Comments
Custom Profiles
Merge Patients
Physicians
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2. On the Custom Profiles page, click the New Profile link.

o o kW

Custom Profiles

Custom Profile Name I Search Clear
Profile Name Profile Description Q
Berry Allergen Panel Berries |
]
W

Profile Name I

Profile Description

5 Mo ot 4™ [ Dolete i

In the Profile Name text box, enter a name for the custom profile.

Optional: In the Profile Description text box, enter a description for the custom profile.

Click Save Profile.

Click the New Component link.

Custom Profiles

Custom Profile Name I Search Clear
Profile Name Profile Description Q
Pet Allergen Panel Domestic animals |
~
W
Profile Name |PetAIIergen Panel Profile Description |Domestic animals
Mew Brofile [E] Delete Profile Saye Profile
Profile Components
Test Code Test Name Performing Lab @]
EPIP1 Epithelia Panel & 1 Rochester Campus ~
EPIP2 Epithelia Panel # 2 Rochester Campus )
Keyword || ﬂ
[l New Componger 4= [ Delece Comooners & Dire = Save Gomponen

Enter the test name, test code, or test mnemonic in the Keyword text box, or select the test

from the drop-down list.
Click Save Component.

Repeat steps 7 - 8 to add tests to the

custom profile.

Note: If you do not click the New Component link before you add a test, the selected test

replaces the current test.
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To delete a test from a custom profile, highlight the test and click the Delete Component link.

To delete a custom profile, highlight the profile and click the Delete Profile link.

Creating a Short List of Frequently Ordered Tests

You can create a list of frequently ordered tests. This list is called a short list. The short list is shown
on the New Order page and enables you to quickly select a test, rather than look it up. Short Lists can
be created for and organized by site, physician, or specialty.

Note: You must belong to the Client Supervisor security group to perform this task.

To create a short list, follow these steps:

1. On the Master Files menu, click Short Lists.

Y M Saronies MayoACCESS’

Patients | Orders | Resuits | User o System | Help
Comments

New Order ‘Custom Profiles
Merge Patients

Physicians

I —
Batch Orders | Previous

Log Out

2. To add atest, click the New Item link on the Short Lists page.

Short Lists
Short List Type 5
(®) Site () Physician () Specialty Mumber of Items |25
ﬂ Include Items by Frequency
Use Sort [ ]

Short List Lab Filter I ¥ (@ Test Short List () ICD-3 Short List () ICD-10 Shert List
Test Inclusion Option Usage Lab ]
Alpha-1-Antitrypsin, 5 Include Based on Usage 6 Rochester Campus ~
Ibuprofen (Motrin, Advil, Muprin) Include Based on Usage 3 Rochester Campus
TESTING TEST Group 3 VMA Include Based on Usage 1 Rochester Campus
WM& and HYA, Pediatric, U Include Based on Usage 1 Rochester Campus
testing test 1 Include Based on Usage i Rochester Campus W)

Selected Test I ﬂ () Code (® MName () Mnemonic
Include I W UUsage M
TR

3. Enter the test name, test code, or test mnemonic in the Selected Test text box, or select the

test from the drop-down list.
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4. From the Include drop-down list, select when the test is displayed in the short list.

The available options are as follows:

Option

Description

Include Based on Usage

Tests are shown based on how frequently they are ordered.

Always Include

The selected test is always shown in the short list.

Never Include

The selected test is never shown in the short list.

5. Click Save Item.

To delete a test from the short list, select the test that you want to delete and click the Delete Item

link.
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InfoLink issues are messages about events in the MayoACCESS application. For example, if you
request a callback when test results are available, an Infolink Callback issues is generated. These
issues are generated automatically or occur as a result of a system event. The issues types that you
see are controlled both by the security group to which you belong and parameters of the issues.

An InfoLink issue might not be related to an order. When an issue is related to an order, you can use
SmartLinks on the InfoLink Inbox page to perform the following additional tasks:

Task

SmartLink

View detailed information about the issue and edit the issue notes. | Issue Detail

from Unread to Read.

Change the status of the selected issue from Read to Unread or Mark As Read or Unread

Change the status of all the issues shown on this page from Read | Mark All as Read or Unread
to Unread or from Unread to Read.

View the order that is associated with the selected issue. Find Order
Generate the post-batch processing report for the selected issue. Post Batch Processing Report
Specify callback settings for the selected order. Order Issue Management

Note: SmartLinks that are not shown on the InfoLink Inbox page are available on the SmartMenu.

InfoLink Issue Types

The InfoLink issue types are described in the following table:

Issue types

Description

Callback

Generated when a Callback request is added when a user places a
new order or when a user batches an order.

ES Order Received — Duplicate
Result Codes

Generated when an order is received from an electronic system
(ES) that contains duplicate result codes.

Fax Report — Faxback

Generated when a user requests a faxback of a report while the
user places a new order or when the user batches an order.

Faxback Request

Generated when a Faxback request is added to an order. This
issue remains in a New status unless it is removed from an order.
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Issue types

Description

HL7 Test Cancel Rejected

Generated when the request to cancel a test is rejected.

Insurance Provider Priority
Changed

Generated when an ADT or ORM HLY7 file is processed into the
system and the priority of an insurance provider changed.

Insurance Provider Removed
from Encounter

Generated when an ADT or ORM HLY7 file is processed into the
system and an insurance provider is removed from the
encounter.

Insurance Provider Status
Changed

Generated when an ADT or ORM HL7 file is processed into the
system and an insurance provider is removed from the
Associated Insurance Provider list.

Missing Required Information

Generated when an order is saved with missing information that
does not delay the order. This issue is generated for each blank
required field, such as date of birth (DOB) or ask-at-order-entry

(AOE) question.

Missing Required to Save

Generated when information is missing that is required before
batching an order. This issue is generated for each required field
on the order.

Patient Demographics Updated

Generated when a patient ID, patient name, or date of birth has
been changed.

Supplemental Data Received

Generated when a digital image has been uploaded for an order.

Supplemental PDF Report
Loaded

Generated when a supplemental PDF that contains results has
been attached to a report.

Test Manually Cancelled

Generated when a user cancels a test for an order by using the
Cancel Test link.

Unable to Create Order

Generated when an order with errors is received by the
MayoACCESS application.

Unbatchable Order

Generated when an order is received that has an associated issue
or another problem, such as invalid test code, obsolete test
ordered, or unknown test received, which makes that order
unbatchable.

Unknown Test Received

Generated for test results that are sent from the performing lab to
an ordering site that has no record of the test in the Test Catalog.
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Issue types Description

Unsolicited Result Received Generated when a result is sent from the performing laboratory to
an ordering site and there is no association between the sent result
and the test that belongs to the laboratory order in the Test
Catalog.

Viewing InfoLink Issues

You can view all InfoLink issues from the InfoLink Inbox page, or you can view issues that are
associated with a specific order from the following pages:

e Orders
e Reports
e Batch Processing

To view all issues or search for specific issues, use the InfoLink Inbox. To view issues associated with
a specific order, go to the Order Search, Reports, or Batch Processing pages. The following topics
describe how to view issues.

Viewing Issues in the InfoLink Inbox

To view InfoLink issues, follow these steps:

1. On the User menu, click InfoLink Inbox.

Y YSoratonies MayoACCESS®

~Master Files T System " Heln e ———— ————————
Patients Orders Resulfs User ister Files System elp Batch Orders Previous | Log Out i

InfoLink Inbox m ‘ Ord. Phys: Prim. Phys:
New Order Other Sites Sl 5 fbsw

Rapid Order Change Password

Change Security Question

 Order

The issues for the previous 7 days are shown on the InfoLink Inbox page. The detailed
description for the selected issue is shown in the Description text box. From this page, you
can view or print the issue information, change the issue details, mark the issue as read, and
find the order that is associated with an issue.
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2. To search for specific issues, click the Search Criteria tab.

InfoLink Inbox
Search Criteria
Query I ﬂ Save As Save
Contains | Where Recipients Include |
Order # | Created By I ﬂ
Accn # | Last Activity Date Range | @ To | @
Issue ID | Created Date Range | 8 To | B
Issue Type I ﬂ Distribution I ﬂ
Issue Status I ﬂ Order Related I ﬂ
Source I ﬂ
Show Issues Which Are:
[[] Mew (No one has read) Search Clear
Unread by Me

3. On the Search Criteria page, specify any of the following criteria to locate the issue:

Tip: You can select a previously saved search from the Query drop-down list.

Search Criteria Description

Contains Any text that occurs in the subject, description, or notes of
the issue

Order # The order number from your Laboratory Information System
(LIS) if this field was sent on the original order. If this order
number was not submitted, the order number is the same as
the accession number.

Accn # The accession number that the MayoACCESS application
assigned to the order

Issue ID The ID number assigned to the issue

Issue Type The type of issue. For example, you can search for

unsolicited test or unknown result issues.

Issue Status

The status types of the issue. For example, you can search
for issues that are new, in progress, or resolved.

Source

The source of the order that is associated with an issue.
Integrated orders originated from a Laboratory Information
System (LIS) and manual orders originated from the
MayoACCESS application.
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Search Criteria Description

Show Issues Which Are o New
Issues that no one has viewed
e Unread by Me

Issues that you have not viewed

Where Recipients Include The specified recipients of a private issue

Created By The creator of the issue

Tip: Use the calendar icons to specify the dates.

Last Activity Date Range The range of dates during which the issue was last changed

Tip: Use the calendar icons to specify the dates.

Created Date Range The range of dates during which the issue was created

Distribution Whether the issue is classified as public or private. Private
issues are those that specify a certain user as the recipient
of the issue.

Order Related Whether the issue is related to an order

Tip: To save your search criteria selections for future use, click Save.

Click Search.

The issues that match the specified search criteria are shown. The Description text box
shows the issues that are associated with the selected order or result. Use the scroll bar on the

right side to view all the text in the text box.

InfoLink Inbox
Created Issue ID Cri'd By |Issue Type Subject Status |New | Q
03/02/2015 09:23:C72345880001507SYSTEM Missing Required Info Site ID: C7234588 Order 867 Resolv) X
03/02/2015 09:23:C72345880001507SYSTEM Missing Required Info Site ID: C7234588 Order 867 Resolv| X |™
02/27/2015 14:21:C72345880001507 MMLM128 Callback Site ID: C7234588 A callbackNew X
W
Description |Order # 8675309-4 with accession # Q100035009 saved at site C7234588-
by user for patient, TEST,PATIENT (patient ID: C7234588-000011). ~
Order is missing CATU - Catecholamine Fract, Free, U: Urine Volume information.
Crder notes: (v
() Lasue Desal 1] Mark A= Read @ Post Bacch Processing R...
Find Order [T Mark All a5 Read
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Viewing Issues for a Specific Order
To view issues associated with a specific order, follow these steps:
1. On the Orders menu, click Order Search.

Tip: Alternatively, you can view issues on the Reports page or the Batch Processing page.

MayoACCESS’

Balch Orders. | Log Out !

Patients [“Resufts | User | Master Files | System | Help
New Order
Order Search

Batch Processing
Batch Set List - ¥ sort bY: @) order #

Test Utilization (O Location
Directory of Services O/ Name

Previously Batched

2. On the Order Search page, click the Orders tab.
3. Select the order or patient that you want to view.
4. Click the Issues tab.

Issues for the selected order are shown.

Order Search TEST,PATIENT Prim. Phys: Dr. L. B. Mc...

ID: C7234538-0_.. Female 04/2211377 ETA S55N:
orders || Search Criterian,

ABN Printed/Signed 7] Callback ] Faxback W= Stat Orders [0

Collected Order Order Status Mame 1D Acct |Phys Type Q
03/02/15 |8675309-4 Sent To Lab TEST,PATIENT C7234588-00\C7234Dr. L. B. McCoy |Account
02/27/15 |8675309-3 Sent To Lab TEST,PATIENT C7234588-00/C7234Dr. L. B. McCoy |Account CB ~
02/25/15 |8675309 Cancelled TEST,PATIENT C7234588-00(C7234Dr. L. B. McCoy |Account |:|
11/02/11 |WWR1503382 Final | JR10003382 |C7234 Account
11/02/11 |WWR1503378 Final L JR10003378 |C7234 Account (V]
[ Order Edit Order
= Search Resuls & Pending Tests

Issues

O All Issues @ Require Action @ No Action Required

Issue ID Subject Issue Type Issue Status Created By Created Date |Status Update Date | Q
C7234588000155ite ID: C7234583 A caCallback New B 02/27/2015  |02/27/2015
L] Issus Detail
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The following topics contain answers to frequently asked questions (FAQ) about the MayoACCESS
application.

User Setup, Account Number, and Login

Q: Who can set up new MayoACCESS users?

A: Users that belong to the MayoACCESS Client Supervisor security group can set up new
MayoACCESS users. Typically, within a facility, supervisors and shift leads belong to this security
group and can thus set up new MayoACCESS users. To learn who can set up new users, check with
the supervisor at your facility.

Q: When adding up a user must | begin the user ID with the 3-letter prefix?
A: Yes. Each facility is assigned a unique 3-letter prefix to quickly identify the user and the facility and
to ensure that every user has a unique ID.

Q: | just set up a new user, but she is receiving a message that she does not have a location assigned
to her and that she should contact the system administrator. Do | need to call Mayo Clinic Laboratories
to fix this issue?

A: No. Setting up a user is a two-part process. The first part is to specify the user information and the
second part is to give the new user access to a location. To complete the second part of the process,
follow these steps:

1. Log in to the MayoACCESS application.

2. On the System menu, click Users.

3. On the Users page, locate and select the user.

4. Click the Edit Locations link.

5. Select the location for this user from the Location drop-down list.

6. Click OK. The new user should now be able to log in to the MayoACCESS application.

Q: My facility has multiple locations under one site. Do | need to remember each of the account
numbers when | log in to the MayoACCESS application?

A: No. Your MayoACCESS user ID is set up with access to specific accounts. For a single-site
location setup, when you log in, you immediately see your account. For a multiple-site location setup,
when you log in, you are prompted to select the location that you want to access.

Q: | work in a facility with multiple locations for our site. How | do | switch between locations?

A: On the MayoACCESS pages where switching locations is an option, such as the Search Criteria for
the Order Search or Reports pages, a Location drop-down list is available. Select the location that
you want from this drop-down list.

Q: Must I log out to switch to a different site?
A: No. You can select a different site by clicking Other Sites on the User menu.
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Q: Is there a quick way to view my account number while | am logged in?
A: Yes. Your account number is shown on the bottom of the MayoACCESS window.

20.2.0.85 C7000003 |

Q: | have not logged in to the MayoACCESS application for some time and now | am unable to log in.
Why?

A: For security reasons, the MayoACCESS application inactivates a user after 180 days of inactivity.
Contact your supervisor or anyone who belongs to the Client Supervisor security group, or higher, to
activate your user ID. If no one with this authority is available, you can contact Mayo Clinic
Laboratories to request user activation.

Note: When your user ID is activated, you must log in to the MayoACCESS application within 24
hours or your user ID is inactivated.

Q: How long will the MayoACCESS application remain open with no activity?
A: For security reasons, users are logged out of the MayoACCESS application after 30 minutes of
inactivity.

Passwords

Q: Can | change my password whenever | choose?
A: You can change your passwords whenever you want. To change your password, go to your
Settings page on mayocliniclabs.com and click Edit.

Q: What do | do if | have forgotten my password and need to have it reset?
A: Click the Need help logging in? link on the MayoACCESS Sign In page.

Orders, Batching, and Labels

Q: Can | use a test name, test code, or test mnemonic to order a test in the MayoACCESS
application?

A: No. You must use the Mayo Clinic Laboratories test ID when you order a test. If you do not know
the test ID, click Add Tests on the New Order page to look up a test, or access the Directory of
Services to look up the test ID. You can search the Directory of Services by test name, test code, test
mnemonic, or alias.

Q: While using the rapid order function, can | see the test name when | enter the test code in the
Tests text box?

A: No. The test names are not shown on the Rapid Order page. If you want to view the test names,
click Add Tests or use the standard order entry option.

Q: Is it possible to access the short list and custom profiles when | use the rapid order function?
A: Yes. Complete only the required fields on the Rapid Order page, and then click Continue. The
short list is shown, and you have the option to open the custom profile page.

Q: Do | need to order a test to view the MayoACCESS Directory of Services?
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A: No. To access the MayoACCESS Directory of Services, click Directory of Services on the Orders
menu or click Directory of Services in the extended frameset.

Q: Can | format the way the information that | enter in Performing Lab Notes or Report Notes is
displayed on the batch sheet or on the reports?

A: No, these fields are simply text boxes for transmitting additional information. Using formatting, such
as carriage returns, does not change the formatting on the batch sheets or reports.

Q: What is a Miscellaneous (ZW) Test?
A: A Miscellaneous Test is defined as a generic code that is used for a Mayo Clinic Laboratories test
or for referral test that is performed outside of Mayo Clinic Laboratories.

Q: Can | order multiple Miscellaneous (ZW) tests on one accession?
A: Yes. If you have multiple Miscellaneous tests going to the same referral lab (such as Focus), you
can order up to four Miscellaneous tests in the same accession.

Q: Can | order the same Miscellaneous (ZW) test code multiple times on the same accession?
A: No. You can order only one laboratory-specific Miscellaneous test per order number. If you want to
order additional tests from the same referral lab, you must use separate accessions.

Q: Sometimes, | want to change a patient name after | have sent an order, but when | go to the
Patient Demographics page, the Name text box is dimmed. How can | change the name for that
patient and for that order?

A: You cannot change the patient information if tests results are pending for that patient. If you want to
change the patient information, contact Mayo Clinic Laboratories. Mayo Clinic Laboratories will update
the Laboratory Information System (LIS) to ensure that the test results are correctly identified for that
patient.

Q: How do | change the patient information prior to sending another order when test results are
pending and the Name text box is dimmed?

A: In this case, put the correct patient name in the Name text box when you order the test to ensure
that the test order and all future test orders are correct.

Q: What constitutes a batch in the MayoACCESS application and is it confined to one batch sheet?
A: A batch is a set of orders separated by Location, Performing Lab, Temperature, and Special
Conditions. A batch consists of no more than six orders, and the batch sheet might be printed on
multiple pages.

Q: Must | use MayoACCESS batch sheets or can | use my own LIS batch sheet?

A: Mayo Clinic Laboratories requires the use of MayoACCESS batch sheets for all specimens. This
enables courier tracking and clear specimen identification when the specimen is received at Mayo
Clinic Laboratories.

Q: When packing my specimens, what do | do if multiple sheets of paper are printed for the batch that
| just closed?

Page 133



Frequently Asked Questions

A: Separate the specimens and batch sheets according to transport temperature. If there are multiple
sheets for the same temperature of the same batch, fold them together and place them in a transport
bag with the bar code facing out.

Q: How many orders does the MayoACCESS application allow per batch?
A: The MayoACCESS application batches up to six orders in a set.

Q: How can | add a test to an order after the order has been batched?
A: You can add a test to an order, even after the batch is closed. Follow the appropriate steps for your
situation.

If the specimen is still at your facility, follow these steps:
1. Order the test in the MayoACCESS application.
2. Inthe Performing Lab text box, specify that this is a test update.

Note: If applicable, indicate whether Mayo Clinic Laboratories should share this specimen with
other testing.

3. Close the batch.

4. Match the paperwork to the corresponding specimen, and send the specimen to Mayo Clinic
Laboratories.

Note: The batch sheet indicates that this test is a rebatch. Rebatches only contain the test that
was added after the initial batch.

If the specimen is en route to Mayo Clinic Laboratories, follow these steps:
1. Order the test in the MayoACCESS application.
2. Inthe Performing Lab text box, specify that this is a test update.

Note: If applicable, indicate whether Mayo Clinic Laboratories should share this specimen with
other testing.

3. Close the batch.
Note: You need not send this rebatch paperwork to Mayo Clinic Laboratories.
If the specimen has a status of Specimen Receipted, contact Mayo Clinic Laboratories.
Q: Must | write a note about adding the test on the batch sheet?
A: No. If you submitted the Add Tests to an Order form to Mayo Clinic Laboratories, you need not write

on the batch sheet. However, you can optionally attach a copy of the Add Tests to an Order form to the
batch sheet and send the form with the specimen.

Q: How can | cancel a test on an order after the order has been batched?
A: To cancel a test after the batch that contains the order is closed, but before Mayo Clinic
Laboratories receives the specimen, follow the instructions in Cancelling a Test on page 57.

You can also contact Mayo Clinic Laboratories or the other performing laboratory to request a test
cancellation.
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Note: If you do not cancel the test, Mayo Clinic Laboratories performs the test and bills your
facility.

Q: Must | write a note about cancelling a test on the batch sheet?

A: No. If you cancelled the test or contacted Mayo Clinic Laboratories to cancel the test, the test is
electronically cancelled and it is not necessary to write a note on the batch sheet. In addition, if the
cancelled test is the only test in the batch, you need not send that paperwork to Mayo Clinic
Laboratories.

Q: The batch sheet and labels show a transport temperature of R for refrigerate, but | know that Mayo
Clinic Laboratories will accept a frozen specimen. How do | notify Mayo Clinic Laboratories that | am
sending a specimen at a temperature that is different from that listed on the labels and batch sheet?
A: The preferred temperature for specimens is printed on the specimen labels and batch sheets, but
Mayo Clinic Laboratories does recognize and accept other temperatures for some specimens. You
cannot change the temperature in the MayoACCESS application, so you must cross out the
temperature on the batch sheet and write in the correct shipping temperature in red ink. Be sure to
package the specimen in the correct shipping temperature bag.

Q: When | ordered a test, | did not have all the information to answer the test questions and now the
laboratory is missing information that is needed for testing. Is it acceptable to write the missing
answers on the batch sheet?

A: No. You can enter the missing information in the MayoACCESS application before you close the
batch that contains the order. If the information is missing when the batch that contains the order is
closed, a missing information form is printed. Complete and fax the missing information form to Mayo
Clinic Laboratories.

Q: Is it acceptable to send additional paperwork with the missing information form to save rewriting
time or to prevent an error that might result from misinterpretation?

A: Yes. The preferred method for sending missing information is by using the missing information
form. However, if you want to send additional paperwork, fax the information along with the missing
information form to Mayo Clinic Laboratories.

Q: Sometimes additional information relates to a specimen, such as a shared specimen, an additional
specimen, or a difficult collection, that | want to share with Mayo Clinic Laboratories. In those cases, is
it acceptable to write that information on the batch sheet?

A: Although in unique circumstances it might be appropriate to make a note on the batch sheet, it is
preferred that you instead use the Performing Lab Notes text box on the Order Details page. The
information in this text box is printed on the batch sheet and sent to Mayo Clinic Laboratories.

Q: Many of the questions in the MayoACCESS application allow free-form text entry. Is there a
preferred answer for the following questions?

e Duration
e Volume
e Source
e Dosage
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e Time
e Date

A: Yes. The preferred answers for these questions are shown in the following table:

Question Answer

Duration Enter the duration as one of the following values:
o 12
o 24
e Random

Do not add other text, such as hours or hrs.

Volume Enter the volume as a number, such as 250 or 1200.

Do not add text, suchasmilliliters orml.

Source Be very specific when you enter a source. The more detailed, the better.
Examples include Left Eye, Right Big Toe, Left Forearm.

Dosage Enter the dosage as a number, such as 5. Do not enter text, such as mg.

Time Enter the time in military format. For example, enter 0200 for 2:00 a.m. or
1400 for 2:00 p.m.

Tip: You can enter N for the current time.

Date Enter the date in the following format:
MM/DD/YYYY
For example: 02/14/2014

Tip: You can enter T for today’s date, oryou can enter T+n for a future date,
where n is the number of days from today. For example, enter T+1 for
tomorrow’s date.

Q: | have been a client of Mayo Clinic Laboratories for a long time and have special insurance needs
that previously were handled by stamping billing information on the batch sheet. Should this practice
continue with the MayoACCESS application?

A: The MayoACCESS application can address some special billing circumstances. Contact the Mayo
Clinic Laboratories billing office at 800-447-6424 for options of how demographics should be
delivered. Do not write or stamp billing information on the batch sheet.
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Q: Can | reprint labels, orders, batch sheets, and missing information forms in the MayoACCESS
application?

A: Yes. On the Orders menu, click Order Search. You can view and print any of these items from that
page.

Tip: You can access the functions to print specimen labels, orders, missing information forms, and
batch sheets from the SmartMenu.

Q: Must | use MayoACCESS specimen labels or can | use my LIS labels?

A: You need not use MayoACCESS specimen labels if you have labels from your LIS. However, you
might find that using MayoACCESS labels simplifies the process for your sendout departments
because the MayoACCESS labels match the batch sheet and clearly indicate the specimen transport
temperature.

Q: Does Mayo Clinic Laboratories ever require that specimen labels be taped on specimen
containers?

A: It is not required, but Mayo Clinic Laboratories strongly recommends that you place a single piece
of tape over the labels on frozen specimens to prevent the labels from coming off in transit. Labels that
come off in transit cause delayed turnaround time and require another specimen collection because
the specimen is no longer labeled for identification. When you tape the label to the specimen
container, do not cover the bar code and be sure to use only a single piece of tape per label.

Q: When shipping, how should | fold the batch sheet to protect patient privacy?

A: Fold the batch sheet in quarters, and place it in the outside pocket of the bag with the upper-right
corner visible. The bar code on the batch sheet must be visible for the courier to scan, but the patient
information should not be visible.

Q: Why does my batch sheet split the order onto different accessions, when | order two tests on a
single order, where one test was for a Microbiology test and the other for a CoPath test?

A: The batch sheet indicates that tests are on different accessions if they are going to different
performing laboratories at Mayo Clinic Laboratories. The test results will return to a single order in the
MayoACCESS application and to your interface.

Integrated Orders

Q: My laboratory ordering system requires the reuse of accession numbers. What is the default time
period that must pass before | can reuse accession numbers?

A: The default MayoACCESS setting for reusing accession numbers is 75 days. You can change this
number to match for your Laboratory Information System (LIS).

Q: | ordered a test in my LIS, but when | logged into the MayoACCESS application to close the batch,
the order was unbatchable. How do | fix the order so | can close the batch?

A: Use the MayoACCESS application to determine the reason for the unbatchable order, and then
correct the order in your LIS and retransmit the order to the MayoACCESS application. If applicable,
you might need to cancel the test in the MayoACCESS application as well as in your LIS.

Q: What if | cannot fix the problem and retransmit the order from my LIS?
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A: If you are unable to fix and retransmit the order from your LIS, change the order in the
MayoACCESS application to get it ready for batching, and then correct the order in your LIS.

Multiple Performing Laboratories

Q: | am in the process of switching the majority of my sendout work from the Rochester laboratories to
the Jacksonville laboratories. How long should | leave the Rochester tests active in my LIS to receive
pending results?

A: Turnaround time is very test specific; therefore you need monitor the orders that are pending
results from your LIS to determine when you can inactivate the Rochester tests in your LIS.

Results

Q: How long are results stored and retrievable in the MayoACCESS application?
A: The MayoACCESS application permanently stores all records. That means that you can view and
print a result report at any time.

Note: The source system for all Mayo Clinic Laborator test results is our LIS, not the MayoACCESS
application. Per our record retention policy, Mayo Clinic Laboratories retains all test requisitions
for 25 years and retains all patient test results indefinitely.
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The following topics provide tips for using the MayoACCESS application.

Adding a Desktop Shortcut to Mayo Clinic Laboratories

For quick access to the Mayo Clinic Laboratories website, you can add a shortcut to your computer
desktop. To add a shortcut, follow these steps:

Note: These instructions are for Microsoft Windows 10 and Internet Explorer 11. The steps for other
versions of Windows or Internet Explorer might be different.

1. Open Internet Explorer and enter the following uniform resource locator (URL) in the address
bar:

http://mayocliniclabs.com

2. On the File menu, click Send > Shortcut to Desktop.

A shortcut to Mayo Clinic Laboratories is added to your computer desktop.

Adding a Desktop Shortcut to the MayoACCESS Application
To add a shortcut to the MayoACCESS application, follow these steps:

Note: These instructions are for Microsoft Windows 10 and Internet Explorer 11. The steps for other
versions of Windows or of Internet Explorer, or for other operating systems might be different.

1. Open Internet Explorer and enter either of the following URLs in the address bar:

o Test Site: https://test. mmlaccess.com

Note: To avoid inadvertently ordering tests from the MayoACCESS test site, do not add a
shortcut to the test site on the processing computers in your laboratories.

¢ Production Site: https://mmlaccess.com

2. On the File menu, click Send > Shortcut to Desktop.
A shortcut to the MayoACCESS application is added to your computer desktop.

Adding Mayo Clinic Laboratories and the MayoACCESS Application as Trusted
Websites

To ensure correct operation, add Mayo Clinic Laboratories and the MayoACCESS application to your
Internet Explorer as trusted sites by following these steps:

Note: These instructions are for Internet Explorer 11. The steps for other versions of Internet Explorer
might be different.

1. Open Internet Explorer.
2. On the Tools menu, click Internet options.

3. In the Internet Options dialog box, click the Security tab.
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On the Security page, click the Trusted sites icon.
Click Sites.

In the Trusted sites dialog box, enter each of the following URLs, and then click Add to add the
website to the list of trusted sites:

¢ Mayo Clinic Laboratories
http://mayocliniclabs.com

e MayoACCESS production site

https://mmlaccess.com

e MayoACCESS test site

https://test. nmlaccess.com

Clear the Require server verification (https:) for all sites in this zone check box.
Click Close to close the Trusted sites dialog box.

Click OK to close the Internet Options dialog box.
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The following topics provide information that can help you address problems with using the
MayoACCESS application.

MayoACCESS Does Not Open Correctly

If the MayoACCESS application does not open correctly, it might be necessary to disable popup
blockers on your computer. To disable popup blockers, follow these steps:

Note: These instructions are for Internet Explorer 11. The steps for other versions of Internet Explorer
might be different.

1. Open Internet Explorer.
On the Tools menu, click Internet options.
In the Internet Options dialog box, click the Privacy tab.

On the Privacy page, click Settings.

o ~ w0 DN

In the Pop-up Blocker Settings dialog box, enter each of the following URLs, and then click
Add to add the website to the list of allowed websites:

e MayoACCESS production site

https://mmlaccess.com

o MayoACCESS test site

https://test. nmlaccess.com

6. Click Close to close the Pop-up Blocker Settings dialog box.
7. Click OK to close the Internet Options dialog box.

Extended Frameset and Patient Quick Links Are Not Visible

If you cannot see the extended frameset and Patient Quick links, you might need to change the
resolution of your display. To change the resolution of your display, follow these steps:

Note: These instructions are for Microsoft Windows 10. The steps for other versions of Windows or
other operating systems might be different.

1. In Microsoft Windows, click Start, and then click Control Panel.
In the Control Panel window, click the Display link.

Click the Adjust resolution link.

Adjust the resolution to 800x600 pixels, or higher.

Click OK.

o o k~ w0 N

Close the Control Panel dialog box.
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Specimen Labels Are Not Printing on the Label Printer

If your specimen labels are not printing on your label printer, follow these steps to verify that the label
printer is correctly named:

Note: These instructions are for Microsoft Windows 10. The steps for other versions of Windows or
other operating systems might be different.

1. In Microsoft Windows, click Start, and then click Devices and Printers.

Pictures

Wﬂ Microsoft Word 2010

Computer

@ Microsoft Excel 2010

Control Panel
@ Microsoft PowerPoint 2010 S —

Devices and Printers

‘| Motepad
"'Jj oreps Help and Support

|
‘_—‘r Getting Started

,;’:7‘1. Paint
208

| |Sear“:b programs and files

2. In the Devices and Printers window, right-click the label printer and click Printer Properties.
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3. On the General page of the Properties dialog box, verify that the label printer is named
MayoACCESS Label Printer.

= 7Designer LP 2824 Plus (ZPL) Properties

Prirter Settings | Stocks I Language I Barcode Forts I Command Forts I About |

General | Sharing I Ports

I Advanced | Color Management | Security |

‘g',é MayoACCESS Label Printer -‘_
Location:
Comment:
Model: ZDesigner LP 2824 Plus (ZPL)
Features
Color Mo

Paper available:
Double-sided: No User defined
Staple: Unknown
Speed: Unknown

Maximum resclution: 203 dpi

I Preferences.. H Print Test Page

oo ]

4. Click OK to apply these settings.

Result Reports Print on Multiple Pages

If the result reports are printing on multiple pages instead of on a single page, it may be a result of an

incorrect margin setting.

To modify the margin settings, follow these steps:

Note: These instructions are for Internet Explorer 11. The steps for other versions of Internet Explorer

might be different.

1. Open Internet Explorer.

2. On the File menu, click Page Setup.
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3. Set the margins to 0.25 inches on all sides.

Page Setup -
Paper Cptions Margins (inches)
Page Size: Left: 025
|Letter Y| Rght: p25
[ (0) Landscape Top:  p25
[ Print Background Colors and Images Bottom: [ 25
Enable Shrink+o-Fit
Headers and Footers
Header: Footer:
[Tite -] [uRL -
[Ematy- v| [ Empty 7]
[ Page # of total pages '] [Date in short format v]

Change Font

4. Click OK.
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alias. Another name for a test. For example, Cat Dander is an alias for the CAT test ID.
batch. A set of orders that have been grouped for shipment to Mayo Clinic Laboratories.
batch processing. Combining orders into a batch to send to Mayo Clinic Laboratories.

batch set. The batches that contain an order. For example, if an order contains tests that require
specimens to be stored at different temperatures, the orders are grouped by temperature into one
batch for each temperature. These batches are called a batch set.

custom profile. A set of tests that can be ordered with a single test code, instead of ordering multiple
individual tests. This function is useful when you regularly order the same set of tests and is available
only for manual test orders. The batch sheet shows the component tests, not the custom profile.

electronic system (ES). The MayoACCESS view of your Laboratory Information System (LIS).

InfoLink. A MayoACCESS module that enables you to receive notification and to view issues that are
generated manually or automatically or are generated as a result of a system event.

Laboratory Information System (LIS). The interface that your laboratory uses to order tests and
view results. This interface interacts with the MayoACCESS application.

location. A specific area within a facility or site that shares a patient database with other locations in
the site. For example, a Pathology department might be a location within a larger site. A location is
similar to a subaccount.

Missing Information Report. A report that shows the orders with information that is needed to
process the specimens. You can print this form, answer the questions and fax the completed form to
Mayo Clinic Laboratories after the specimens have been shipped.

report search. A search that enables the user to view and print test results.

security group. The security level or role that is assigned to a user. The security group determines
the MayoACCESS functions that the user can access.

site. A facility that shares the same patient database across multiple subaccounts or locations. A site
is similar to a main account.

test code. The alphanumeric code assigned to the test.
test ID. The alphanumeric code that is used to order a test.

test name. The name of the test. For example, Northeast Regional Allergen Profile is the test name
for the NEREG test ID.

©2021 Mayo Foundation for Medical Education and Research. All rights reserved.



MAYO CLINIC LABORATORIES | 3050 Superior Drive NW | Rochester, MN 55901 | mayocliniclabs.com | 800-533-1710

CrE Mayo Foundation for Medical Education and Research. All Aights reserved. MAYO, MAYOD CLINIC, Mayo Clinke Laboratosies and the triphe-shseld Mayo logo ane irademarks and service marks of MFMER.



	Getting Started
	Contacting Customer Service
	MayoACCESS Information
	Logging in to MayoACCESS
	Logging in to MayoACCESS If You Forgot Your Password
	Logging out of MayoACCESS

	Using MayoACCESS
	MayoACCESS Menus
	Patients
	Orders
	Results
	User
	Master Files
	System
	Help

	MayoACCESS Shortcuts
	Batch Orders
	Previous
	Log Out

	Patient Information Bar
	SmartLinks
	SmartMenus
	Extended Frameset


	Accessing the Directory of Services
	Accessing a Joint Test Catalog
	Searching for a Test

	Ordering Supplies
	Managing Patient Information
	Creating a Patient Record
	Patient Details
	Patient Insurance

	Searching for a Patient Record
	Changing Patient Information

	Ordering a Test
	Ordering a Test by Using Rapid Order Entry
	Ordering a Test by Using Standard Order Entry
	Ordering a Test When MayoACCESS Is Unavailable
	Answering Test Questions
	Specifying Callbacks
	Specifying Faxbacks

	Managing Test Orders
	Searching for an Order
	Adding a Test to an Order
	Adding a Test to a Manual Order
	Adding a Test to an Integrated Order
	Adding a Test by Submitting an Add Tests to an Order Form

	Changing an Order before Closing the Batch
	Cancelling a Test
	Cancelling an Order

	Batching Test Orders
	Closing a Batch
	Printing a Batch Sheet
	Printing the Batch Sheet for a Specific Order

	Printing Specimen Labels
	Resetting an LP2824 Plus Printer
	Switching an LP2824 Plus Printer to Page Mode
	Switching an LP2824 Plus Printer to Line Mode

	Handling Specimens
	Labeling a Specimen
	Packaging Specimens
	Storing Specimens

	Managing Test Results
	Searching for a Report
	Printing a Report
	Printing a Supplemental or Referral PDF Report
	Copying and Pasting Report Information from an Embedded Text File
	Forwarding All Results to Your Laboratory Information System
	Forwarding Individual Test Results to Your Laboratory Information System

	Printing Reports
	Printing an Orders Pending Results Report
	Printing the Pending Test Report
	Printing the Unsolicited Test Report
	Printing the Test Not Performed Report
	Printing a Utilization Report

	Administering the MayoACCESS Application
	Managing Physician Records
	Creating a Physician Record
	Changing Physician Information
	Deleting a Physician Record
	Merging Physician Records

	Managing Patient Records
	Merging Patient Records
	Unmerging Patient Records

	Administering MayoACCESS Users
	Adding a User
	Changing User Information
	Inactivating a User

	Customizing the MayoACCESS Application
	Creating Comments
	Creating a Custom Profile
	Creating a Short List of Frequently Ordered Tests


	Resolving InfoLink Issues
	InfoLink Issue Types
	Viewing InfoLink Issues
	Viewing Issues in the InfoLink Inbox
	Viewing Issues for a Specific Order


	Frequently Asked Questions
	User Setup, Account Number, and Login
	Passwords
	Orders, Batching, and Labels
	Integrated Orders
	Multiple Performing Laboratories
	Results

	Tips and Best Practices
	Adding a Desktop Shortcut to Mayo Clinic Laboratories
	Adding a Desktop Shortcut to the MayoACCESS Application
	Adding Mayo Clinic Laboratories and the MayoACCESS Application as Trusted Websites

	Troubleshooting
	MayoACCESS Does Not Open Correctly
	Extended Frameset and Patient Quick Links Are Not Visible
	Specimen Labels Are Not Printing on the Label Printer
	Result Reports Print on Multiple Pages

	Glossary

