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Double click the IE icon  
The select Anglia Ice from the 
Clinical Systems menu 
 
The Login window is now displayed 
 
 
Click on the image in the middle of 
the screen or the Login icon 
 

 

 

 
 
Enter your Username and 
Password and click Login  
 

Making a New Request 
Search for your patient 
by entering either NHS 
Number, Patient Name 
(surname,firstname), 
Hospital Number or 
Date of Birth 
(dd/mm/yyyy)  in the 
Search Value field and 
then click Search for 
patient. 
 
Select the patient from 
the resulting list  
Or Select from Location 
list at bottom of the 
screen 

 

 

 

The selected patient 
demographics are 
displayed at the top of 
the window 
 
Select the New 
Request icon 
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Move the mouse pointer to a 
test/investigation and click the 
tick box 

 
Select the Continue with request 
button 

 
 

 
The specimen collection window is 
now accessed 
 
To complete a request both the 
General and Order Details have to 
be completed 
General Details:  
 
User – the individual who is logged 
into ICE and is making the request 
on the behalf of the Requesting 
Consultant/GP (view only) 
 
Requesting Consultant/GP 
(Search): enter free text to pattern 
match the clinician name 
 
Requesting Consultant/GP (drop 
down list): if a match has been 
performed, then the first occurrence 
of the clinician is displayed first in 
the list.  Select the clinician from the 
list 
 

 

Location (drop down list): by default, the current location that the user is 
logged into is displayed.  Change the location if required by selecting a 
location from the list   
 
Global Clinical details:  enter free text 
 
Category: select the appropriate patient category from the list 
 
Note – Mandatory data is displayed as a ‘grey’ fiel d 
 
Order Details: 
 
Sample Collection option: select the appropriate option for the request 
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Notes –  

1. Collect Now – current date and time is printed on request 
2. If the specimen is to be collected later, no date or time is printed and 

this must be handwritten on form and sample when collection takes 
place. 

 
Other order details options may be available, e.g. Copies to, Please telephone 
results, Danger of Infection and Priority (dependant upon configuration)  
 

 

When complete click the Accept 
Request button at the bottom 
right of the screen 
 

 
The request complete window is 
displayed together with the Windows 
Print dialogue box 
 
Select the appropriate windows 
Printer  
 
Select the Print button  
 
Note - each Order will require its 
own Request form printing.  
Therefore, the print dialogue box 
will be forced for each order on 
the request 
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Viewing Requests by Patient 
Select the View Request by patient icon 
 
The window opposite is displayed 
 
 
 
If a request needs to be modified then 
Select it from the list   

 
 

 

The Request options dialogue box is 
displayed 
 
Select the appropriate action from the 
list 
 
Edit Request – displays the Request 
page for the original request, allowing 
the modification of the request 
 
 

Delete Request – enables the user to delete the request.  The request is 
retained in ICE, but with a status of Del (Deleted) 
 
Reprint Request – enables the user to re-print the request.  The Print dialogue 
box is displayed for the request 
 
Write Report – enables the user to write a report for the request.  The status 
of the Request changes from REQ to RR (Results Ready) 
 
Note – all of the above options are subject to the users permissions in 
ICE  
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View Request by Location 
Select the View Requests by Location 
icon 
 
The window opposite is displayed 
 
 

 
 

 
 
 
 
 

 

Use the appropriate filter option; 
 
Location (drop down list): defaults to Show 
All, a different location can be selected 
from the list 
 
Status (drop down list): defaults to ALL 
(excluding deleted requests), another 
status can be selected from the list 
 
Requesting Doctor (drop down list): 
defaults to ALL, alternative clinician can be 
selected from the list  
 
Days (drop down list): defaults to 1 day, 
other days can be selected from the list.  
Alternatively a date range can be entered 
 
The window opposite is displayed 

 
 
 
 
Select the request to modify  
 
Use the Request options dialogue box 
(as described on the page above)  
 

 
 


