	Quick Guide for Submitting Activities Using HMSLoader

For Specimen Submission:





General Specimen Collection Criteria.

· Verify patient’s identity with a photo identification card before collecting specimen

· Centrifuge all specimens within six (6) hours of collection.

· Draw an arrow on tube holder to identify first number in barcode sequence.

· Organize specimens according to Accession list/Roster.
Using HMSLoader • Attach barcodes • Enter demographic information

1. Login to HMSLoader Entry site.

2. Select Pending Specimens under the Action option.

3. Click on the Add button to begin entering member demographic information.

4. Enter the first pre-printed ten-digit barcode number into the Barcode field.  The barcode must be entered exactly as it appears on the barcode label.

	5. Attach the correct barcode label to the correct specimen tube.  The barcode must be placed on the tube in a vertical position, as shown in this illustration.
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Correct Barcode Placement


6. Type required member information in the fields provided.

7. Click Add for one specimen or Add and New to enter additional specimens. The barcode number sequence will automatically increase to the next sequential number.

8. Repeat steps 3-5 until all specimens have been entered.

9. Click on Verify Specimens. This action will validate demographic data entered against master file table(s). Any discrepant records will be flagged. The user will be able to accept entered data, delete or correct record.  All records must be verified before clicking on Shipping Specimens.

10. Click on Shipping Specimens.
11. Enter required information.

12. Click the Ship button. A message displaying a successful operation will display.

13. Ship the specimens to laboratory contractor.







	For more detailed information on specimen submission guidelines, refer to CDD’s website at www.cddmedical.com

To contact NCHP, please email: NCHP@med.navy.mil
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