CALIBRATION INSTRUCTIONS

1. CLICK ON METHODS
2. CLICK ON CALIBRATIONS
3. CLICK ON ALL CALIBRATIONS TO BE CALIBRATED WHICH IS:
ALC – AMP – BEN – BUP – COC – OPI – OXY – THC - HER.
4. AFTER CHECKING TO SEE THAT ALL CALIBRATION HAVE BEEN SELECTED TO RUN, CLICK ON RUN CALIBRATIONS.
5. CLICK BACK BUTTON AND THE WHEEL SCREEN WILL SHOW 41-47 ALL BLACK THAT MEANS CALIBRATIONS HAVE BEEN PUT IN CORRECTLY.
6. CLICK ON PATIENTS
7. CLICK ON PATIENTS ENTRY- THIS IS WHERE YOU ARE GOING TO ADD OXY HI, HER HI AND BUP HI AS A PATIENT. (MAKE SURE YOUR CAPS ARE ALWAYS ON!!!!)
8. TYPE OXY HI IN THE PATIENT NAME SPACE THEN CLICK ON THE OXY BUTTON AND CLICK NEXT. OXY HI HAS BEEN ADDED AS A PATIENT.
9. TYPE HER HI IN THE PATIENT NAME SPACE THEN CLICK ON THE HER BUTTON AND CLICK NEXT. HER HI HAS BEEN ADDED AS A PATIENT.
10. TYPE BUP HI IN THE PATIENT NAME SPACE THEN CLICK ON THE BUP BUTTON AND CLICK NEXT. BUP HI HAS BEEN ADDED AS A PATIENT
11. CLICK THE BACK BUTTON TWICE TO GET TO THE WHEEL SCREEN AND THERE YOU WILL SEE THE GREEN CIRCLES INDICATING THAT (3) PATIENTS HAVE BEEN ADDED.
12. CLICK ON START 
13. CLICK ON SELECT TEST 
14. CLICK ON FROM ENTER PAT 
15. CLICK ON TEST TO CALIBRATE 
16. CLICK ON CONTINUE
17. CLICK ON CALIBRATION + PATIENTS
18. OKAY TWICE AND THE MACHINE WILL START TO CALIBRATE.
THE MACHINE HAS TO BE CALIBRATED EVERY OTHER DAY TO ENSURE ACCURATE TESTING OF SAMPLES.
MAKE SURE THAT THE WATER CONTAINER IS FULL AND CHECK REAGENTS CONTAINERS TO INQUIRE THAT THEY ARE FULL ALSO. IF YOU DON’T THE MACHINE WILL SAY INSUFFICIENT VOLUME AND WILL NOT ALLOW YOU TO CALIBRATE THE MACHINE.
 ALWAYS CHECK THAT CALIBRATIONS HAVE BEEN SELECTED AND ADDED BEFORE TELLING THE MACHINE TO CALIBRATE. 
AFTER CALIBRATING AND YOUR WHEEL SHOW RED FOR ANY OF YOUR REAGENTS THAT MEANS THEY ARE TESTING TO HIGH OR TOO LOW. SO ALWAYS CHECK TO MAKE SURE THAT YOUR CALIBRATORS ARE NOT OUT DATED AND THAT THE REAGENTS ARE FULL. RE CALIBRATE A SECOND TIME AND IF IS STILL SHOWS RED CALL MYRON AND LET HIM KNOW THAT THE CALIBRATIONS ARE TESTING TOO HIGH OR LOW.

TO PRINT YOUR CALIBRATIONS OUT:
1. CLICK ON METHODS
2. CALIBRATIONS
3. LIST CONTROLS AND CLICK ON ALL SELECTED CALIBRATIONS WHICH IS:
ALC – AMP – BEN – BUP – OPI – OXY – THC- HER - COC
4. CLICK PRINT       NOT PRINT ALL          BUT PRINT ONLY
5. AFTER PRINT CLICK THE BACK BUTTON ALL THE WAY OUT UNTIL YOU GET TO THE WHEEL SCREEN.
6. CLICK ON PATIENTS
7. PATIENTS LIST
8. PRINT 1-3 WHICH IS THE NUMBER OF PATIENTS YOU HAVE AND THEN CLICK BY NUMBER. ALWAYS BY NUMBER WHEN PRINTING OUT PATIENTS LIST.










STARTING THE MACHINE


1. EVERY MORNING WHEN YOU COME IN, THE FIRST THING TO DO IS TURN THE GLOBAL ANALYZER ON BY FLIPPING THE SWITCH IN THE BACK. DO THIS BEFORE TURNING THE COMPUTER ON.
2. AFTER TURNING THE COMPUTER ON CLICK ON THE HELIX TO OPEN UP ONCE HELIX IS OPEN CLICK ON GLOBAL AND OPEN IT UP. ALWAYS OPEN HELIX BEFORE GLOBAL BECAUSE IF YOU OPEN GLOBAL FIRST YOU CANT MINIMIZE IT TO OPEN HELIX.
3. POP UP WILL APPEAR (YOUR CUVETTE TRAY IS TOO COLD) SIMPLY CLICK OKAY AND THE WHEEL SCREEN WILL POP UP.
4. CHECK YOUR REAGENTS CONTAINER TO MAKE SURE THEY ARE ALWAYS FILLED BEFORE RUNNING ANYTHING. ALWAYS MAKE SURE THE WATER CONTAINER IS FILLED TO THE TOP LINE. NEVER GO PASS THE TOP LINE BECAUSE IT WILL CAUSE THE MACHINE TO NOT RUN UNTIL YOU ADJUST THE WATER AMOUNT TO THE TOP LINE.
5. REMEMBER TO TURN MACHINE OFF EVERY EVENING WHEY YOU LEAVE BY DOING THIS YOU SIMPLY  EXIT OUT OF THE HELIX AND GLOBAL, TURN THE SWITCH OFF IN THE BACK OF THE GLOBAL MACHINE AND SHUTDOWN THE COMPUTER BY CLICKING ON THE WINDOWS, THEN POWER, THEN SHUTDOWN.





TO RUN SAMPLES

1. MAKE SURE THAT THE CHAIN OF CUSTODY FORM IS PROPERLY FILLED OUT WITH NAME OF OFFICER PULLING SAMPLE, THE DATE AND TIME OF VOIDING AND THE DATE AND TIME OF SECURING THE SAMPLE IN THE DRUG LAB REFRIGERATOR. MAKE SURE THAT THE INMATE NAME IS FILLED IN AS WELL AS THE AIS NUMBER.
2. IF THERE IS MORE THAN ONE CHAIN OF CUSTODY FORMS PUT THEM IN THE ORDER YOU CHOOSE  BUT THE SAME ORDER THE FORMS GONNA BE IN IS THE ORDER THAT THE URINE HAS TO BE LINED UP IN TO PUT IN THE MACHINE.
3. ONCE THE URINE IS LINED UP YOU SET YOUR SAMPLE CUPS UP FOR HOW EVER MANY SAMPLES YOU HAVE. JUST SAY YOU HAVE 30 URINE SPECIMENS THAT’S HOW MANY SAMPLE CUPS YOU’RE GOING TO NEED TO PUT ON THE MACHINE. SO PLACE THE SAMPLE CUPS IN THE SAMPLE CUP HOLDER LINED 1-30 AND BEGIN PLACING SPECIMEN 1 INTO SAMPLE CUP 1 USING THE PIPETS AND CONTINUE ON UNTIL YOU GET TO 30. IT IS VERY IMPORTANT TO MAKE SURE YOU HAVE YOU URINE IN THE SAME ORDER OF THE CHAIN OF CUSTODY FORMS BECAUSE IT COULD CAUSE A FALSE POSITIVE FOR SOMEONE AND A FALSE NEGATIVE ALSO.
4. ONCE ALL THE URINE SAMPLE CUPS HAVE BEEN FILLED WITH THE SPECIMEN PLACE THE SAMPLE CUPS ON THE MACHINE STARTING FROM 1 ALL THE WAY TO 30 IN THE SAME ORDER.
5. GO TO THE COMPUTER AND CLICK ON HELIX IF NOT ALREADY PULLED UP ON THE SCREEN. ONCE ON HELIX CLICK ON NEW WORK LIST IN THE TOP LEFT CORNER.
6.DOUBLE CLICK ON EVERYTHING TO BE TESTED FOR WHICH IS: ALC – AMP – BEN – BUP – OPI – OXY – THC- HER – COC THIS INCLUDES EVERYTHING BUT SPICE BECAUSE WE DON’T HAVE THE CHEMICAL SOLUTION FOR IT YET. MAKE SURE THE CHECK MARK WILL APPER IN EACH BOX THIS IS TO INSURE YOU HAVE SELECTED EVERYTHING TO TEST FOR.
 PUT IN INMATE AIS NUMBER SOMETIMES THE NAME WILL AUTOMATICALLY APPEAR BECAUSE THE INMATE WILL BE IN THE SYSTEM ALREADY. BUT IF NOT YOU HAVE TO PUT IN THE NAME (IT’S ALWAYS BEST TO MAKE SURE YOU HAVE THE RIGHT NAME WITH THE RIGHT AIS NUMBER ALSO)
THEN YOU HAVE TO PUT IN THE INSTITUTIONAL CODE WHICH IS 037 FOR INMATES AND 937 FOR EMPLOYEES.
PUT IN THE OFFICER NAME AS IT IS WRITTEN ON THE CHAIN OF CUSTODY FORM.
NEXT FILL IN THE DATE IN WHICH THE URINE WAS PULLED AND THE TIME.
THEN CLICK ADD SAMPLE AND IT WILL APPEAR ON THE LIST TO THE RIGHT. MAKE SURE THAT THE CHAIN OF CUSTODY IS STILL IN THE CORRECT ORDER AS THE URING SAMPLES BECAUSE THE NAMES HAS TO GO IN THE SAME ORDER.
REPEAT THIS WITH EACH SAMPLE UNTIL YOU GET TO THE LASTONE.
7. ONCE COMPLETED THE LIST CLICK ON CLOSE AND IT WILL TAKE YOU BACK TO HELIX AND THERE YOU WILL CLICK ON EXPORT LIST AND IT WILL GIVE YOU A NUMBER, THIS WILL BE THE NUMBER OF THE WORKLIST. CLICK OKAY
8. MINIMIZE HELIX AND GO TO GLOBAL THERE YOU WITH CLICK ON PATIENT--CLICK PATIENT ENTRY—IMPORT—AND A LIST WILL POP UP AND YOU WILL GO ALL THE WAY TO THE BOTTOM TO CLICK ON THE LAST SAVED WORKLIST.MAKE SURE IT’S THE SAME NUMBER THAT WAS EXPORTED. THEN CLICK OKAY AND IT WILL SAY 30 PATIENTS HAS BEEN ADDED. (30 IS JUST THE EXAMPLE NUMBER THAT I HAVE BEEN USING). 
CLICK BACK ALL THE WAY UNTIL YOU GET TO THE WHEEL SCREEN
ONCE AT THE WHEEL SCREEN CLICK START—SELECT TEST—FROM PATIENTS—CONTINUE--CALIBRATIONS TO PATIENTS – AND CLICK OKAY TWICE AND THE MACHINE WILL START ANALYZING THE SAMPLES.




