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TrakCare – Requesting a Phlebotomy clinic 
appointment and placing Lab requests 
 

  
 
 

 
 
 
 
This User Guide is for the Phlebotomy workflow process and shows how to request a 
Phlebotomy clinic appointment and Lab tests to be collected at the Phlebotomy clinic. 
 
Requests placed either from clinics or when vetting a referral will be associated to an 
Outpatient episode. 
 
The Responsible Clinician at the time of the request will be used as search criteria when 
using the Unsigned Results List for Outpatient results therefore it is vital that this is correct 
before selecting any order items. 
 
Failure to follow the correct process impacts on both the specimen collection at the 
Phlebotomy Clinic and the management of results. 
 
Important: If the Labs tests are not available on TrakCare do not request a Phlebotomy 
Clinic appointment. Please follow your current processes. 

 

IMPORTANT: 
For the Phlebotomy workflow to work correctly please ensure that: 

1. The Phlebotomy Referral and the Lab tests are requested at the same time using the 

correct START DATE on the NEW REQUEST screen 

a) This will place the Phlebotomy Clinic on the Health Records worklist 3 weeks 

before the appointment is required, allowing time for the appointment to be made, 

the patient to attend the Phlebotomy Clinic and the results to be issued 

b) It reduces the risk of the patient not attending the Phlebotomy Clinic or of the 

Phlebotomy Clinic and the clinical consultation becoming unaligned 

c) This reduces the risk of the Lab tests being incorrectly ‘collected’ prior to the 

Phlebotomy Clinic and also makes it easier for the Phlebotomy Clinic staff to 

identify which specimens are to be taken as they look for requests with a Start 

Date close to the Clinic date 

 

If the Phlebotomy Clinic and Lab tests have not been requested correctly i.e. selected 
current date instead of future date please refer to the information given in Process_3 in 
this document 
 

2. All Lab tests are requested on TrakCare at the same time; failure to do so ‘breaks’ 

the aggregation of specimens which means that 

a) the patient may have more blood taken than necessary 

b) the specimens may not be ‘collected’ on TrakCare correctly and the results will 

not be available as expected 

 
If additional Lab tests are required please refer to the information given in Process 4 in 
this document. 
 
3. If the patient fails to attend the Phlebotomy Clinic and is to be reappointed please 

refer to the information in Process_5 in this document 
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Process 1: Requesting from Clinics 

 Use when the patient has an existing appointment for the correct Specialty and 

Consultant 

 Failure to select the correct appointment has a direct impact on results 

management 

1. Log onto TrakCare using your own User ID/Password 

 Select Clinics 

 Select the patient from the appropriate Clinic 

 

2. Select New Request menu item 

 If the Phlebotomy Clinic appointment is required within the next 1-2 weeks, leave the 

START DATE as current date; for all other appointments please refer to information 

provided below and change as appropriate (T = Today i.e. current date; T+21 =will 

enter a date for 3 weeks from current date): 

In 4 weeks – change Start Date to T+7 

In 6 weeks – change Start Date to T+21 

In 8 weeks – change Start Date to T+35 

In 3 months – change Start Date to T+63 

In 6 months – change Start Date to T+147 

In 1 year – change Start Date to T+343 

 

 If the Clinic Consultant is a generic Care Provider please select the correct 

Responsible Clinician before selecting any orders 

 

 Request the Phlebotomy item first as important information regarding the correct 

requesting process is provided 
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a. To request the Phlebotomy appointment: 

 Select Other tab 

 Select Phlebotomy Referral either from Favourite orders or by entering Phleb at 

the Order Item search and select using the spyglass 

 

 
 

 Please wait for the Information pop up screen to present providing guidance on how 

to request both the Phlebotomy Referral and the Labs tests; a link to the User 

Guide is also available 

 The Lab tests must also be requested, not just the Phlebotomy Referral 

 Follow the instructions if a future Phlebotomy Clinic appointment is required; failure 

to do so means that the specimens may not be taken at the right time 

 Select UPDATE on this screen to continue 

 

 
 

 The Order Details screen will present 

 Do not enter or edit any information on this screen 

 Select Update to return to the New Request screen 
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 On the New Request screen - if a future appointment is required and the START 

DATE wasn’t changed at the start of the requesting process: 

 Delete any Lab tests and/or the Phlebotomy Referral from the ‘Shopping basket’ 

 Change the START DATE to the correct date using T+NN as above 

 Select the Phlebotomy Referral and Labs tests and continue with the requests 

as per normal processes 

 Important: The START DATE must be changed PRIOR to selecting the 

Phlebotomy Referral and Labs test otherwise the specimen(s) will not be taken 

at the right time 

 
 

b. To request Lab tests: 

 Select the appropriate Labs tab 

 Ensure the Start Date/Time have already been changed if appropriate to do so as 

per the above information 

 Ensure the Specimen Collected box is unticked at all times 

 Select Lab tests as per normal processes either from Favourite orders or by 

entering a partial search and using the spyglass 

 Select Update to proceed to the Questions page 

 
 

 Ensure the Specimen Collection Date/Time are blank; if not, exit by selecting the 

New Request tab and start again 

 ‘Collecting’ the specimen prints the Request form now and sends the electronic 

order to the Lab therefore will not be available when the patient attends the 

Phlebotomy clinic 

 

 If the specimen is to be taken prior to the next clinical consultation you will need to 

provide the Speciality 

 

 If the specimen need to be taken at a specific time of day you will be asked to state 

the time 

 

 Please provide your email address and a contact phone number (preferably 

mobile) in the Requestor’s contact details box as this will assist Health Records or 

the Phlebotomy Clinic if they need to contact you regarding the patient 
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 File orders as per normal processes 

 

 The Phlebotomy Referral will be sent to a Workbench for Health Records to make 

the appointment for the Phlebotomy clinic 

 

 The Lab request will be placed on the Specimen Collection Worklist to be collected 

when the patient attends the Phlebotomy clinic 

 
 

Process 2: Requesting from Vetting 

 Use when vetting the referral or if the patient does not have an existing appointment  

 Failure to select the correct referral has a direct impact on results 

management 

1. Log onto TrakCare using your own User ID/Password 

 Select Vetting List or Vet Single Patient 

 Select correct referral (correct Specialty and Hospital) by clicking on the Specialty 

hyperlink 

 

 Do NOT request from Vetting if the Hospital is listed as GGC as this is not set 

up to support requesting 

 

 To request tests select Launch Request Screen 

 Complete vetting as per normal processes 

 Select Update 
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 New Request screen will display 

 If a SCI Gateway referral is available it will be displayed alongside 

 

 Request the Phlebotomy Referral and appropriate Lab tests as detailed in Process 1 

remembering to change the START DATE prior to selecting the items if appropriate to 

do so 

 

 If the Phlebotomy Clinic appointment is required within the next 1-2 weeks, leave the 

START DATE as current date; for all other appointments please refer to information 

provided below and change as appropriate 

In 4 weeks – change Start Date to T+7 

In 6 weeks – change Start Date to T+21 

In 8 weeks – change Start Date to T+35 

In 3 months – change Start Date to T+63 

In 6 months – change Start Date to T+147 

In 1 year – change Start Date to T+343 

 

 The Responsible Clinician may be blank (populates if a Named Consultant has been 

added on the Vetting screen) 

 

 Please select the correct Responsible Clinician before selecting any orders 

 

 Request the Phlebotomy item first as important information regarding the correct 

requesting process is provided 

 

 Note that the Specimen Collection box does not display when requesting from Vetting 

 

 Follow the process as detailed in Process 1 above and file the requests 
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Process 3: if the Phlebotomy Referral and Lab tests haven’t been 

requested correctly 
 Health records staff may contact you if they have a query about the Phlebotomy 

Referral. Please note that they do not have any information or knowledge about the 

Lab requests. 

 

 If the Phlebotomy Referral and Lab tests are required for a future date but were 

requested with a current Start Date: 

 Health Records will discontinue the original referral after discussing with you 

 A new Phlebotomy Referral and Lab tests will need to be requested following 

the correct process for selecting the correct START DATE 

 The original Lab requests need to be removed from the Specimens to be 

Collected workbench by ‘collecting’ the specimens; click here to follow the steps 

to ‘collect’ the specimen(s) 

 

 If the patient attends the Phlebotomy Clinic but Lab tests have not been requested 

 Phlebotomy Clinic staff will attempt to contact you and ask you to request the 

appropriate Lab tests 

 Accept START DATE as current date and request the Lab tests (without ‘collecting’ 

the specimen) 

 Do not request the Phlebotomy Referral 

 

 

Process 4: Requesting additional Lab tests  

IMPORTANT: 
For the Phlebotomy workflow to work correctly please ensure all Lab tests are requested on 
TrakCare at the same time. Failure to do so ‘breaks’ the aggregation of specimens which 
means that 

a) the patient may have more blood taken than necessary 

b) the specimens may not be ‘collected’ on TrakCare correctly and the results will not be 

available as expected 

 

If additional Lab tests are required do not place another (duplicate) Phlebotomy Referral 

and enter information in the Requestor’s Contact details re the addition of Lab tests as 

Phlebotomy Clinic staff do not process this referral and are therefore not aware of this 

information. 

 

Correct process to follow: 

1. ‘Collect’ the original orders from the TrakCare Specimens to be Collected workbench 

(this means that they are no longer available for collection by the Phlebotomy Clinic); 

click here to follow the steps to ‘collect’ the specimen(s) 

2. Request all correct Lab requests as per the Phlebotomy Workflow process outlined 

above 
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Important: If you do not ‘collect’ the original orders and simply request the additional Lab 

tests, you cannot assume that the Phlebotomy Clinic staff will take all specimens and that 

all results will be available as expected. 

Note, Phlebotomy Clinic staff are expecting the Lab tests to have been requested on the 

same date therefore may not be sure which specimens to collect if requested on different 

dates. 

 

Explanation for the above process 
TrakCare Specimen label production is controlled by: 

1. The specimens associated to the selected tests 

2. The Lab the tests are being sent to for analysis 

3. If the tests are requested on TrakCare at the same time 

 
Example: CRP, LFT, U&Es all have the same specimen 

1. Request CRP, LFT, U&Es at the same time 

 The specimens aggregate and a single specimen label is produced = x1 

specimen of blood from patient 

 The electronic order is sent to the Lab and matched to the specimen when it 

arrives 

 

2. Request CRP & LFT at the same time, file then order U&Es 

 The CRP & LFT specimens aggregate and a single specimen label is produced 

 The U&Es was ordered at a different time therefore does not aggregate and 

produces a single specimen label 

If Phlebotomy clinic staff ‘collect’ both specimens on TrakCare and print 2 labels: 

 If x2 blood specimens taken from patient and both sent to Lab – means results will 

all be available 

 If x1 blood specimen taken from patient and sent to Lab – not all results will be 

available as depends which specimen label is used 

 Labs scan the barcode on specimen label which matches the physical specimen 

to the electronic order; they do not search for any other outstanding orders for 

the patient and add them on to the scanned order 

 

 If Phlebotomy clinic staff ‘collect’ only 1 of the specimens on TrakCare, print 1 label 

and take 1 blood specimen from the patient, not all results will be available as 

depends which specimen label is used 
 
 

Process 5: Patient fails to attend Phlebotomy Clinic and is to be 
reappointed 
 

There will be a requirement for a repeat Phlebotomy Clinic referral and Lab requests if 
either of the following scenarios occur and the decision is made to make a further 
appointment: 

 Patient attends the Phlebotomy Clinic and the sample is not able to be taken 

 Follow the process previously outlined for requesting both the Phlebotomy 

referral and Lab tests 

 Patient fails to attend the Phlebotomy Clinic and is to be reappointed 

 Request the Phlebotomy Referral by following the processes previously outlined 

above 
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 Check the TrakCare Clinical Record>Laboratory tab> SCGC Unresulted Lab 

requests tab and check that the original requests have not yet been ‘collected’ 

i.e. the Collection Date/Time/User are blank 

 If this is the case and the original orders were requested correctly (i.e. the 

Start Date is correct) and the patient is attending the Phlebotomy Clinic in the 

next few days it may be that you do not need to request new Lab tests  

 Note, if the specimens have already been ‘collected’ then they must be re 

ordered following the processes outline above 

 
 

To ‘collect’ the original specimens/orders: 
 

1. Select the patient 

 Copy the patient’s CHI/TJ Number from your Clinic list 

 Select Specimens to be Collected from the menu 

 

 
 

2. The Start and End Collection Dates default to the current date 

 Delete dates from both fields and leave blank 

 Paste the CHI/TJ Number in the CHI field 

 Clear down the entry in the Patient Ward/Specialty 

 Select <Find> 

 
 

 The patient and request(s) will be listed 

 Note, other uncollected requests may be listed therefore please ensure you 

are selecting the correct tests 

 Tips: 

 If requested from Vetting the Location at request will be a Vetting Location 

e.g. GRI Vetting  

 Look for requests with a recent Start Date and the appropriate Clinic 

Location, not a Ward 
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3. Collect the correct specimen(s) 

 Select the icon in the <Collected> column 

 
 Collected by will auto populate with your name 

 The current Date/Time will default 

 The Select box(s) will be ticked 

 Select <Update> 

 

 
 

 Request form(s) will print at the printer associated to the PC – MUST be disposed 

of in the CONFIDENTIAL WASTE 
 

 Now request all correct Lab requests as per the Phlebotomy Workflow process 
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