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SIGN ON TO CERNER 
Step 1.   Click on the Cerner APPBAR Icon on your desktop  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 2.   Type in your log on name and your password in the authentication   
Window 
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ORDER ENTRY 
Step 1.  Click on Department Order Entry Icon From your APPBAR 

 

 

Note: Name of the Application can be viewed by moving your mouse over 
each icon 

Step 2.  Department Order Entry window will open 

•   Move your mouse to ‘Patient Registration’ icon on the toolbar.  

•   Click on this icon to search for the patient. 

•   This will open up the Person search window. 
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Department Order Entry Window 

 
Step 3.  In the search window, enter in the Medical Record Number and the 
Last name of the Patient in the appropriate fields and Press Search 

  

Patient 
Registration 
Icon

Enter in the MRN and 
the Last name 
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Step 4.  Patient information will appear in the right hand side of the window 

Make sure it is the correct patient and highlight the patient’s encounter in the 
bottom of the screen and press ‘OK’ 

Note: If the patient has no encounter, you need to add a new encounter visit 
by clicking on the ‘ADD Encounter’ button in the bottom right hand side 
corner. 

  

Patient 
Information 
Make sure it is 
the correct 
patient 

Encounter 
Highlight the 
correct 
encounter

Add 
Encounter 
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Step 5.   Kaiser Registration window will open. Make sure all of the patient’s 
information on the screen are correct. Double check the Ordering facility, 
Module, and the Home facility fields. 

 
 

Step 6.  Department Order Entry window reappear. Now you are ready to 
order your test. 

Note:  ‘Client’ field cannot be changed or altered 

• In the ‘Orderable’ field, enter in the full name of the test or first few 
letters of the test.  
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• Press Enter to search 

• In the search window, High light the correct test you are looking for. 

•   Press Enter or Click on ‘OK’ to continue 

Order Entry Window 

 

 

Step 7.  As the order comes up on the screen, fill in the information of the 
order in the middle section of the screen.   

Note:  Only the fields in yellow are required  

 

Enter Test 
Name 

Test 
Search 
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Step 8.  After all of the information has been entered, Submit the order by 
clicking on the ‘Add order to Scratch pad’.  

Note:  If you need to add an additional orders, repeat Step Five to Seven. 

Step 9.  If you are finished ordering all of the tests, Click on ‘Submit Order’  
icon to submit. 

 

Enter in the information 
for the test 

To 
Submit 

To Add to 
Pad 
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TO ADD-ON ORDERS BY ACCESSION 

•      Follow Step two through Step four of Order Entry.                                                  

•    Next, Move your mouse to Top Left hand corner and Click ‘Task’ on 
menu bar, and choose    ‘Accession Add on’ .   

• •    Enter in the accession number of the specimen you want to add on 
to the test.  

• •    Add on the test by following Step five through eight of Order 
Entry.  

• •      Submit the order by clicking on the ‘Add order to Scratch pad’.  If 
you are finished ordering all of the tests, Click on ‘Submit Order’  to 
submit. 
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TO CANCEL TESTS ON ORDERS 

• Follow Step two through Step four of Order Entry.   

• Next, move your mouse to Top Left hand corner and Click ‘Task’ on 
menu bar and choose ‘Cancel orders’. 

• •    Highlight the test you would like to cancel from the middle 
section of the window  (Laboratory, Select Encounter Field) 

• • Enter in the cancel reason and Date and time.  

• •      Submit the cancel order by clicking on the ‘Add order to Scratch 
pad’.  If you need to cancel additional orders, continue to 
highlight the orders and add to scratch pad. If you are finished 
canceling all of the tests, Click on ‘Submit Order’ to submit. 

 

Highlighting 
the tests 

Cancel 
Order 
Date and 
time 
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ORDER AND RESULT INQUIRY  
Step1.  Click on ORDER RESULT VIEWER Icon From your APPBAR 

 

Step2. Patient search window will open, Search could be done in two ways.  

• 1.  By patient name. Enter in the name of the patient you are searching for.    

2. By Accession. Enter in the Accession number of the test you are looking 
for.  
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Step 3.  When Searching by Patient, type in the full name of the patient (If known) 
or first few letters of the patient’s last name in the ‘Name’ field and press enter 
button. 

Step 4.  If multiple patients are in the system, second search window will appear. 
Highlight the correct patient and press enter or click ‘ OK’ 

Result / Order Search Window 

 

Step 5.  To view just the orders of the patient, Move your mouse to ‘MODE’ 
tab on the top of the window. Choose ‘ORDER’ mode.   

In ‘ORDER’ mode, the application will display only the orders for the 
selected patient 
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Order list Mode 

 
Note: If the order has a comment, you can view this comment by clicking 
on ‘View comment’ icon on the menu bar at the top left hand corner.  

 Step 6.  To View just the results, move your mouse to ‘MODE’ tab on the 
top of the window. Choose ‘Flow sheet’ mode.   

In ‘Flow Sheet’ mode, the application will display only the results for the 
patient selected. 

Step 7.  In ‘Flow Sheet’ mode, in results only mode, you can differentiate 
which results you would like to see on the screen by sections (Chemistry, 
Hematology, Microbiology, Send outs) 

 

 

View 
comment 
Icon 
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To do this, Deselect the items you would like to remove from the screen 
under the Navigator section. This is on the left hand side of the screen.  

Flow Sheet mode 

 
 Note: Mode of the application will default to the mode the user used 
previously.   

Navigator 
Section 
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SPECIMEN RECEIVING LOG IN 
Step 1. Click on SPECIMEN LOGIN icon on your APPBAR. 

Step2. Search window will open, you can search for the specimen by patient’s 
last name, accession number or work-list.  

•   If you are searching by patient’s name,  

 • • Click on Patient box and enter in the patient’s full name or first 
few letter of the name to do patient search.  (Note: If you are 
doing a patient search, choose the correct patient and the 
encounter of the patient and click ok )  

• •   Click on retrieve to view all of the specimen for the patient. If 
you are searching by accession or list, click on retrieve to 
continue.  
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Search choices by Patient, List
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Step 3.  Select the tests you would like to log in for the patient by Clicking on 
the first box at the left hand side of the order information.   

Step 4.  Enter in the Collected time, date and ID. 

Step 5. Choose the correct Login Location  

(This is very important due to routing of the orders) 

Step 6.  Click on  ‘LOG IN’  

 

Choosing the tests to  
log in 

LOG IN LOCATION TO LOG IN
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TRANSFER SPECIMEN ( SHIPPING DOC) 
Step 1. Click on TRANSFER SPECIMEN icon on your APPBAR. 

 

 

Step2.  Create a new Transfer list by Clicking on  ‘NEW’ in the bottom right 
hand side. 

Step3.  In the Build Transfer list window 

•   Choose the starting location (current location) of the specimen  

•   Choose the destination location 

 •  Click Retrieve button. 

 

 

SECTION 

5 



 

 19 

Transfer Window 

    

Step 4.  All of the orders that are valid for the test transfer list will Display  in 
the Available section.  

Step 5. Highlight the test and click on ‘Move’ tab to include the test in the 
transfer list.  Repeat this process until all of the tests are selected.   

 

 
 

Available  Section 

Starting 
Location Destination 

Location 

Valid 
Orders 
for 
Transfer 

Click ‘MOVE’ 
Icon  

 
 

Selected Section 

Orders 
selected for 
transfer list
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Step 6. After all of the tests for transfer list have been selected,  Click on  
‘SAVE’ button to save your transfer list. 

 

Step 7.  As you save your list, you’ll get a notification window with the 
number of your saved transfer list. Retain this information for later. Click 
OK to continue. 

Step 8  You’ll be back at the transfer specimen screen. Select your saved 
transfer list by highlighting the correct list at the right hand side of the page 
label ‘ LIST’ 

 

 

 

#1 
#2 
#3 
#4 
#5 

SAVE
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Step 9. After you have selected the correct transfer list, Click on Transfer tab 
on the bottom of the page . 

Step 10. Confirmation notification window will show and  if your are certain 
about the transfer. Click ‘OK’ to confirm transfer. 
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CONTAINER INQUIRY 
Step 1. Click on ‘CONTAINER INQUIRY’ icon on your APPBAR. 

 

Step 2.  Enter in the accession number of the container you are inquiring  

Step 3. Click on ‘Retrieve’ to view information on the container 
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Click retrieve view

Enter 
Accession 
Number 
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LABEL REPRINT 
Step 1. Click on ‘LABEL REPRINT’ icon on your APPBAR. 

 

Step 2.   Enter in the accession number of the order that you would like to 
reprint (Enter the accession number in both of the starting and ending field) 

Note: If starting and End accession number field is not the indicated, then 
current label will not print 

 Step 3.  Choose the correct printer and click Print icon to print 
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Enter 
Starting 
and 
Ending 

Select the Printer
To 
Print 
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MODIFY COLLECTION 
Step 1. Click on  ‘MODIFY COLLECTION’ icon on your APPBAR. 

 

Step 2. Enter in the Accession number and Click Retrieve  
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Step 3.    You’ll see all of the information about the container on the screen.  

•   To modify: 

• •   Click on the field you would like to modify.  

• •   Enter in the correct information and press enter.  

NOTE:  You may modify the following items: Collection Date, Collection 
Time, Collection ID, and Collection Method. 

  • •   Click on Modify Icon to save your changes 

 

Modify 
Collection Info 

Click to 
Modify 
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PENDING INQUIRY  
Step 1. Click on  ‘MODIFY COLLECTION’ icon on your APPBAR. 
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Step 2.  Enter in the Test site and the procedure. (If you are unsure, Click on 
the ellipses box next to the prompt box to search for test sites and 
procedures) 

 

 

  

Click to search 
for test sites 
and Procedures 

         Search Test Site              Search Procedures 
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Step 3. Click on OK to view results. 

 
OPTIONAL PROCEDURE 

Step 4. If the status is “not in lab” status, you may log in specimen by clicking 
on task and choosing log in specimen option.  
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Step 5.  If you need to transfer the procedure to another bench, work site, to 
a different location,  click on task, and choose the  Transfer  -> Selected 
order -> Selected detail.  This will allow you to pick the location you would 
like transfer to. 
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WORKLIST REQUEST 
Step 1. Click on  ‘Worklist Request’ icon on your APPBAR. 
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Step 2. To Start a new work list, Click on task  and choose “new list” 

Step 3.  New work list build menu will pop up.  Choose the worksite which 
you are building the list for. 

 
Step 4.  Click ‘OK’ and your work list is show 

 

To Build 
New list 

 Choose the work 
site for your list 
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ACCESSION RESULT ENTRY 
Step 1. Click on  ‘Accession Result Entry’ icon on your APPBAR. 

 
Accession Mode 

Step 2. Enter in the accession number of the test.  (Test must be in in-lab 
status) 
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Step 3. Click ‘Retrieve’ to view the orders. List of test will show under the 
‘RESULTS’ section.  

 
Step 4. Enter in the results to the corresponding test. 

Step 5. Click ‘Perform’ on the bottom right hand corner if you are only 
performing and you don’t want the results to be sent out 

Step6.  Click ‘Verify’ on the bottom right hand corner if you are verifying 
and to sent out the results  

Differential Mode 

Step 7. If the test requires manual differential count, Choose the differential 
mode by clicking ‘MODE’ on the toolbar and choosing  ‘Differential’. 

Step 8. By Selecting the Differential mode, new result entry window will 
show up. 

Enter in 
the 
accession 
number 

Click on 
Retrieve to get 
the list of tests 
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Step 9. Enter in the accession number of the test, name of the procedure 
(for example: DIFF) , and the Option of the differential.  And Click ‘OK’ 

There are two options, Left hand diff: for left handed counters, and Right 
hand diff for right handed counters. 

 
Step 10.  There are 3 columns on the window. On the left, ‘Instrument’ will 
show result from the instrument or the result that was put in accession 
mode. In the middle, ‘Count’ , will show the cells and the corresponding 
key strokes. On the right, ‘Morphology’ will show the cell morphologies.  

By using the key board, enter in the Cell count. As each key stroke is made, 
window will update the count in the middle column.  When the cell count 
is reached 100, system will alert you the count is finished. 

Enter in the  
Accession number, 
name, and the Diff 
option 
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Step 11. If you would like to change the standard 100 cell count to 25 or 
200 cell count,  in the ‘Selection’ section  above the count column,  Click on 
‘Change’ box and change the number 100 to 25 or 200.  

NOTE: When this change is made, the system will automatically 
recalculate the count to equal standard 100 cell count.  

 
Step 12. Click ‘Perform’ on the bottom right hand corner if you are only 
performing and you don’t want the results to be sent out 

Step 13.  Click ‘Verify’ on the bottom right hand corner if you are verifying 
and to sent out the results 

 

MORPHOLOGY 

Instrument 
results  

Cell Count 

To Change 
Cell Count 
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COLLECTION LIST 
Step 1. Click on  ‘Collection List’ icon on your APPBAR. 

 

Step 2. Choose the available runs, Collection time 

Step 3. Two choice are to Preview or to Print.  
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Step 4.  By Clicking on ‘Preview’  on the bottom right hand side, you can 
preview the list of collection to be drawn.  

Step 5. By Clicking on ‘Print’ you can preprint the labels  
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STORAGE TRACKING 

Step 1. Click on  ‘Storage tracking’ icon on your APPBAR. 

 
Step 2. Choose your location by double clicking on the name of your 
facility. This will open up to show the list of refrigerators 
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Step 3. Choose the appropriate refrigerator by double clicking on the 
correct refrigerator. This will open up to show the shelves for that 
refrigerator. 

Step 4. Choose the appropriate shelve  by double clicking on the correct 
shelve. This will open up to show the racks on that shelve. 

Step 5. Choose the appropriate rack by double clicking on the correct rack 
for the test tube. This will open up the show the spaces available for that 
rack 

 
 

Pick the location, Refrigerator, 
shelves, and the rack by double  
clicking on the icons 
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Step 6.  Enter in the accession number of the test tube in the cell according 
to the rack set up 

 
Optional Procedures 

Step 7. To Discard the rack, at the rack level of the hierarchy, Goto 
Task, choose ‘Discard’’ 

Step 8. To find the location of the test tube, at any level of the hierarchy, 
Goto Task, choose ‘Find’ and pick container by storage.  Enter in the 
accession number and click find. 
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Step 9. To change the discard date, at the rack level of the hierarchy, Goto 
task,  choose ‘Change’   and click on discard date. 

Make sure you have the correct rack and change the date in the white box. 
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GLOSSARY 
APPBAR : ‘Application Bar’.  Appbar has all of the user accessible 

applications. Upon log in, Appbar will load in your computer. 
Applications in the Appbar is restricted to each individual 

ICON: A Picture or Image use to identify each applications or 
command 

DOE : ‘Department Order Entry’.  Application in Cerner application   
used to order, add-on, and cancel orders. 

ENCOUNTER: ‘Visit’, Encounter is a term use in Cerner for each 
visit or access the patient has in the system.    

ORDERABLE:    Test Item or Name of the Test use in Cerner  

SCRATCH PAD: Area in DOE ‘Department Order Entry’ where 
the tests are placed before submitting the order  

MODE: It differentiates the multiple functions of Cerner.  Order 
Mode is used to view the Orders.  Flow sheet mode is used 
to view the Results 

FLOW SHEET:  Another name for Result. Flowsheet is used to 
view all of the results of the patient 

ORV: Order Result Viewer,  Application in Cerner to inquiry    to view 
orders and results 
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