University of Minnesota
Oral Pathology Laboratory

Introduction to Outreach Features
&
Instructions for Submitting a Biopsy and
Getting Results

M UNIVERSITY OF MINNESOTA

Driven to Discover*



Welcome!

Thank you for choosing the University of
Minnesota Oral Pathology Laboratory!

These instructions will introduce features of our
website as well as provide step by step
Instructions for submitting a specimen and
getting results.
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The address for our
website Is:

oralpath.umn.edu

It provides information on
contacting us and the
services we provide. **|t
functions best in Chrome
or Mozilla Firefox
Browsers

Website

UNIVERSITY OF MINNESOTA Cne Stop  MyUR: For Students, Faculty, and Staff
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|| University of Minnesota Oral Pathology Laboratory

Welcome to the University of Minnesota Oral Pathology
Laboratory!

SCHOOL OF DENTISTRY
Oral Pathology Laboratory

Accessibility options

Optimize fonts for dyslexia
This foads a font easier to read for peof
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Submitting a Biopsy

1) On our website — click the
Specimen Submission Tab

University of Minnesota Oral Pathology Laboratory \
Home Contact Us Featured Cases Educational Material Our Services Our Team Patient Billing Specinien Submission

University of Minnesota Oral Pathology Laboratory

AR

Specimen submission must include: SCHOOL oF DENTISTRY

2 PATIENT IDENTIFIERS
* CORRECTLY SPELLED NAME

ORAL PATHOLOGY LABORATORY

s DATE OF BIRTH and/or REQUISITION NUMBER

) i X : Looking for the Oral
Information on submission form and biopsy container must be an exact match L.
Failure to follow these guidelines will delay the patient's results PathOIOgy Clinic?

If you are looking for the Oral
Pathology Clinic, please contact it at
612-626-3233. A referral form can
be here.

Welcome. The University of Minnesaota Oral Pathology Laboratory is ane of the oldest
and most established Oral Pathology practices in the country. For aver 70 years, we have
had the pleasure of providing our services to clinicians and patients across the United
States.

lm The University of Minnesota Oral Pathology Laboratory is the only specialty oral
nathologv lab in the countrv to achieve accreditation by the College of American -
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Submitting a Biopsy
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University of Minnesota Oral Pathology Laboratory
th e I i n k to Home Contact Us Featured Cases Educational Material Our Services Our Team Patient Billing Specimen Submission
Secu re Specimen Submission

W b 't f Specimen submission must include: Specimen
e S I e O r 2 PATIENT IDENTIFIERS Submissions Guides

s CORRECTLY SPELLED NAME

Step-by-Step Written Guide

* DATE OF BIRTH and/or REQUISITION NUMBER (PDF)
e Information on submission form and biopsy container must be an exact match Read our detailed, step-by-step

Failure to follow these guidelines will delay the patient's results. instructions for submitting a biopsy
and getting results. Contact our office

O t re a C h at 612-626-6424 with questions.
u To suba“speumen after your practice has become a registered client, please go

to our secure website. Please make sure patients receive a research Opt Out Form. Step'bY'SteP Video Tutorial

i n te rfa Ce n Winter Soecimen Submission

Note: You may also watch our Specimen Submission Video Tutorial. Click on
the link on our website.
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Submitting a Biopsy

- 3) Type in your User ID and

SCHOOL OF DENTISTRY

Oral Pat‘hnlo‘gy La‘bomtory

Password.

i as o e 3a) If this is you first time logging in, please

questions/issues relating to this application.

S click the re-set password button to reset your

Compatible Browsers are Microsoft Internet

il e password. This is the same button you can

Adobe Acrobat Reader is Reqguired.

e G use to change the password any time you
choose.

M UNIVERSITY OF MINNESOTA

Driven to Discover:




Submitting a Biopsy

4) Click 'Yes' after
reviewing the HIPAA || o

As a health care provider who provides laboratory testing to ordering authorized healthcare
providers, we are committed to protecting the privacy of patient personal information,
- - laboratory test results, and other Protected Health Information ("PHI"). Protected Health
aut O rI Z atl O n Information available using this application may only be used or disclosed for treatment and
" other authorized purposes; therefore, if you are not the intended recipient of this

information, be advised that the use and/or disclosure of the information contained in this
website is STRICTLY PROHIBITED and punishable by law.

By selecting "Yes" below, you are certifying that you are a health care provider and are

using this information solely for treatment, payment or administration in accordance with
the Health Insurance Portability and Accountability Act of 1996, the Health Information
Technology for Economic and Clinical Health Act (HITECH Act) as well as any other
applicable laws.
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5) Click on 'Orders.’
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Submitting a Biopsy

hnders | Oral Surgery

Saarch crteria: | Al Fllds i [41]

[Rg Mum
7833372 & L o2 ; - Lt ] __[Oral Surg i _ 7833140
FE33200 skywalker, Luke 0a-05-198% Open Cachar, Great !rElra Surgery Fractice 7H3190
TAIT14E Organa, Lala 03-13-1063 - F 3 A racsianad Cazctar, Graat Oral Surgary Practice THIZ144
EEE Soi, Han 2-U2-19%2 A rasmoned E |U|u’ GungEry Praciice JH3140
TE33 L30T Kenobl, GbIWan 1-01-1955 07-05-2018 | 2 Accassianad 3 [ 3 Oral Surgary Practice 7H33128

6) Click on 'Create’
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Submitting a Biopsy

7) Click on 'Set
Submitter.’

Choose the
doctor who
performed the
biopsy.

* Please note — you will be able to

see the names of all doctors who
work at your practice location.

M UNIVERSITY OF MINNESOTA

Driven to Discover*




Submitting a Biopsy

ordarmg locaton] . rarooey -]

8) Click on "'Edit

[NEED SUBMITTER]

Name: S5N: Address: - '

Sex: Medical Record Number: To Be Assigned City: a I e n

DOB: Req #: State\Zip: n
Phone:

Guarantor: 1CD History - none found
Insurance 1:
Insurance 2:
Insurance 3:

Order Priori OrderType:
Site of Biopsy Procedure Specimen Clinical Impression

Order Comments

Count:0

[Patient Incomplete]

BN EEDE T

er Incamplate] [Submitter Incomplete]

Documents
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Submitting a Biopsy

Edit Patient

——  8)Filloutthe
| requested information.

PPPPPPP

When finished, click
Co on 'OK.’
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Submitting a Biopsy

9) Click on 'Edit Billing'

a.) Click on the blue ‘+’ button in the ‘Carrier Code’ field. (See Fig. A)
b.) Enter search criteria to by typing the insurance name.

c.) Please make the first entry, the primary insurance carrier.

d.) ‘Self Pay’ and ‘No Insurance’ are also options.

e.) Add the policy ID number.

f.) Enter the group number.

g.) If the patient is the insurance guarantor, then click on ‘Copy To
Guarantor’. (Guarantor = Insurance holder/subscriber)

h.) If the patient is not the guarantor, manually enter the guarantor.

I.) To add the Subscriber Name, click on the ‘Copy To Insurance’ button.
j.) Up to three insurances can be added.

k.) When done, click on ‘OK’.

I.) Next, click on 'Edit Order".
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Fig A.

Submitting a Biopsy

Edit Insurances *
CarmrierCode Carrier SubscriberMName Policy ID #
1234 INSURANCE COMPANY 111333
Select " 2 z
Select Defined insurances for the patient You can add up to thee can

miers per patignt

arantorMame*

Thi i

[ Copy To nsuranco SN Oi<

Remove Insurance

uarantorAddress
'GuarantorCity
GuarantorState

GuarantorZlpP

GuarantorDOB

Allows you to add a
new insurance
carrier on the fly.
This can be turned
off

|F'aljer‘|t. MName
|St|'ee’c Address here \ |
|Cib_,.r hereg|

(AL |
[11112 |

CarrierCode* | 1234

[111333 |

| 02-02-2022 |

Copies the
information from the
patient window

Copies the
information
from the
Guarantor to
the insurance

Allows you to remove
a carrier that is
defined. You must
select the carrier row
first from the grid
above and then select
the remove button
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Submitting a Biopsy

10) After clickin on 'Edit Order’, enter any relevant patient history and
clinical information. The collection date defaults to the current date. Please

backdate if needed.

— n — 11) Choose the site of the
S N r— biopsy from the drop down.
: Once chosen — the procedure
sl 2| willdefault  to “Biopsy”

12) Enter additional biopsy site
information Example: “Left” or
“Anterior” or “Tooth #31”

= 13) Enter the clinical
impression for the biopsy.
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Submitting a Biopsy

Edit AP Order x
OrderType® v Hum Site of Biopsy Proced
Collection Diate™ Select Tongue Biopsy
Select
Patiant History/Clinical Information [30 y/o male, non healing ulcer Select
psy v|
Procedure vl

R

|

14) If you are finished entering specimens — click 'OK."
** |f there are additional biopsy specimens to submit —

Click 'Add Specimen’ and repeat the previous step. Please submit all
specimens from unique locations separately.
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Submitting a Biopsy

15) There is the option
to upload up to three  |===
clinical photographs or |*-~ = =Zizw

PDF documents.

To upload — Click on
'‘Documents.’ \

If you do not wish to upload any files, .
skip steps 15 and 16.
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Submitting a Biopsy

16) Click on
‘Choose File' to
select the correct
file from your
computer to
upload.
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Submitting a Biopsy

17) When complete -
Click on 'Place Order"
to finalize. If you do
not click on 'Place
Order’, no data will be
saved.

Note: You may edit
data as long as the
status is 'Open.’

nnnnnnnn
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Submitting a Biopsy

18) A box with the
requisition will pop
up. Click on the two
right arrows and
print the form.
Verify info on the
form matches the
specimen and send
with the specimen.

Save

Print

Edil Billing |
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Specimen Labeling

It is extremely important for patient safety that the formalin container
that contains the specimen is labeled with at least TWO patient
identifiers. In addition to being best practice, proper labeling is required
by our accrediting organization. (College of American Pathologists)

Our laboratory accepts three pieces of information for this purpose:
— The patient’s full name (no nicknames please!)
— Date of birth.

— The unique medical record number generated by our system. This
number is found on the printed requisition.

**Incomplete or incorrectly labeled specimen bottles may result in
delays in processing and reporting. The name and date of birth on
the specimen bottle MUST match the name and date of birth on
the requisition form.
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Sending the Specimen

* We supply everything you need to submit a biopsy!
When you mail the specimen to us be sure to include:

— The requisition form (printed from our secure website). The info on the
form must be an exact match with the info on the specimen bottle.

— A copy of the patient’s medical insurance card(s) are no longer
needed if the data is entered electronically.

— Specimen container with two patient identifiers that match the form.
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Sending the Specimen

Place the specimen in the plastic biohazard bag with the gauze, and then
inside the cardboard tube. Place the tube and paperwork inside the white
pre-paid mailing envelope. The Postal Service Tracking number provided on
the envelope should be logged and kept for your internal records.
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Get Results

1) Choose the number of days back you would
like to search. It defaults to 7 days, but may
be changed to '30', '60', etc.

2) Click "Search.’
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Get Results

3) Click on 'View Report’ to see a PDF copy of
the report. If it says 'Pending’ the report is not
yet available.

Result Retrieval | Oral

listory | Karwobi, Olxian |D2018-000052 i 1 |07-05 FEZILLD 1-01-1956 | M, G
FENLCING | History argana, Lea D2018-000050 07-05-2005 07-05-2018 TaI314= 03-03-1963 Doctir, Greak
NG |50 3 CFna-annas1 07-05-2008 o7-N5-2018 TEIIN4D 07-17-1947 Surgecn, Oral

UNIVERSITY OF MINNESOTA

Driven to Discover*




Get Results

Save Print

) From this screen

ou may either print \

UNIVERSITY OF MINNESOTA 515 Delaware Street S€
= : Phane: 612-626-6424 Minneapolis, MN 55455
Driven to Discover P 612.626-3076

E-Mal: oralpath@umn.edy

O u r C O | I l u te r Patient: KENOBI, OBIWAN Submitting Doctor: Great Doctor, DDS CASE#: D2018-000052
' 2 R Date Collected: 07 05 2018

Oral Surgery Practice eiv 7
] i St placa Date Received: 07 05 2018
7833128 #100

Req#: 7833130 Minneapolis, MN 55555

< b

\<f—l-

Final Diagnosis

Buccal Mucosa, Right -Biopsy:
Fibroma

(xa)

Christine Goergen, Pathologist
(Case signed 07 05 2018)

Clinical Information
66 y/O Male, Non Smoker

Flinict Tmneoccinn

UNIVERSITY OF MINNESOTA
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Get Results: Features

Search for only patient
reports from your practice
location (exclude reports
from other locations)

Choose a field to
search by:

Search (using new

Choose which
practice location to
search by

criteria)
View only
previously unread
reports

Result Re. ‘eyal | Dral

Days back: 10 Search ortenia: | &1 Fields

Lsa Groups

L

Diral Surgary Practica ¥

Hearch

Hews

Wi Rgpgrt listary !-:.er abil, Obe'ian !DEE:S apoos2 07052018 |II-.'-‘ 052018 FEI3120 b1-01-1958 |D:|L'.r.-. Gieal
FENDING .-||=rnr3,- |:|rqana. L=z D2018-000050 07-05-20 18 07-05-2018 TEI3 144 03-03-1063 Dinctor, Graat |
FEHDIMNG Hiskary !"in‘!ln_. Hani DENE-0NmIS1 nT-05-Z018 o7-N5-2018 TEIIN4D n2-nz-1047 Surgecn, Oral i
7 i
Chal

e I EZ3 &
e T
e Log Out
e Goto Orders screen.
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Contact Information

If you have any questions — Please do not
hesitate to contact us at oralpath@umn.edu or
612-626-6424
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