PCL Results Inbox Instructions

When logging in for the 1% time, click on the Search icon button out from Available Locations field. Choose
your location from the list. Your location(s) will be the offices or facilities which you have been assigned to
view reports. If you are only reviewing reports for individual providers and not for location(s), then choose
USER INBOX.
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If only viewing individual provider (User) reports and not an entire office/facility’s reports (Location), select
User Inbox from the menu on the left.
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The last Location used will be the default on your next login for the Location Recipient field of the Location
Inbox. If this is not the location needed, then click on the X to clear this selection and -ALL- will be
displayed. This will show reports from all the locations for which you have access to view reports.
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After choosing a Location, the window will open to the Results Inbox. This is where all pathology reports will be
listed or able to be searched. The numbered fields below are explained in further detail as to their
functionality.
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1. User Inbox

2. Reports Filter — click on Show Filter to display search fields based on specific parameters such as
patient name, individual providers or office/facility (location). The default for viewing is 90 days
however specific dates can be entered by clicking the radio button for Reports Received/Collection

Date. The Hide Acknowledged Reports can be checked so that only those reports that have not been
marked as Acknowledged are displayed.
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3. Reports

a. Acknowledge Selected — Select 1 or more reports to mark as Acknowledged
b. Print Selected — Select 1 or more reports to Print at once

c. Acknowledge & Print Selected — Select 1 or more reports to Print and mark as Acknowledged
at once

d. Refresh — Refreshes the reports list
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4. Change the number of reports on the list per page

Search for individual patients using parameters such as name or accession number. Hit the Show Filter from
the Patients (Advanced) link to use fields such as Date of Birth, Patient ID
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