
HPV Add-On Entered by Lab 

Scenario: Provider did not indicate HPV testing needed on original order and then requests it be added 

to case that has already been signed out. 

A.  Order the HPV test 

 

1. Find the PAP case in Case Inquiry and scroll down to see the Authorizing Provider and the Order 

Detail.  This will have the Ordering Provider and dx code(s) which will be needed to place HPV 

order. 

 

2. Go to Patient Station on the main toolbar and find the patient using MRN. 

   

3. Double click on the encounter that matches the Collection Date of the original sample.  Note, it 

should have an account number listed in the account column. 

 



4. If Visit has been signed already, click “Create Addendum” 

 

5. Once inside the Office Visit, click the “Add Order” button in the bottom left corner. 

 

6.  Enter “LAB102536” in the search field to find the HPV order 

and press Enter. 

 

 

 

 

 

 

 



7. With the HPV order selected in the Order Search screen, Click “Accept”. 

 

8. In the Order Composer, change the Class to “Entered by Lab”, select the correct Specimen 

Source and make sure Status is set to Normal. 

 
Click Accept. 



9. Click “Sign Orders” in the bottom right corner. 

 

10. Check the box below the diagnosis code that matches the one used on the original PAP order. 

Click Accept. 

 

 

 

 

 

 



11. Fill in the “Order Mode”, “Ordering” and “Authorizing Providers”. The “Entered By” field should 

auto-populate with your name. 

 

 

 

B. Document Collection Date/Time and Print Label in Beaker 

 

1. Go back to Case Inquiry and note the Collection date and time on the PAP smear. 

 

 

 



2. Scroll down to the “Linked Orders section and click on the HPV specimen you just created from 

your order. 

 

3. This brings you to Specimen Inquiry.  Click “Specimen Update” on the Activity toolbar. 

 

4. Enter the Collection Date and Time to match the original PAP case. 

 

5. To Print Labels, click the Further Actions button  and select “Labels”. 

 

 

 

 



 

6. Select “Collection Label” and the appropriate printer and then click “Print Labels” 

 

7. Click “Accept” to store your updates and close Specimen Update. 

 

8. Give label to Cytology processing assistant to scan for receipt. 

9. Close the encounter that was opened to order the HPV. 

 


