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Decanting: Ordering a Preparation 
Scenario 1 
A single feed is prepared by decanting required volume from one batch into a fresh bottle 
and the remainder of the batch is to be stored.   
 
You have accessed MilkTrac application on a PC. 
 

Instruction 
 
1. Select Orders. The Orders window will show all babies. 

 

 
 
2. Search for baby by MRN . 
3. Click anywhere on line to highlight. This activates the New Preparation button. 
4. Click on New Preparation. 
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5. Select + Add, the large green button. 
 

 

 
6. Select batch that you wish to use. 
7. Enter quantity you wish to feed to baby. 
8. Click Add milk. 
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9. Click on Validate. 
 

 
 

 
10. This is the milk you will administer to baby.  
11. This is the milk you will return to storage. 
12. Select printer. 
13. Click on Finish to print labels. 
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IF LABELS DO NOT PRINT 

1. Go to Reports  

2. Select Preparations. 

3. Apply filters.  

4. Search for baby by name (not able to search by MRN). 

5. Click on arrows in “Prepared date” field to rearrange so that most recently ordered 
preparations are listed first. 

6. The first two preparations listed match the time and date of preparation that did not 
print. Not able to print from this window. Record the batch numbers.  

 

 

 

7. Go to Batches. 

8. Specify Patient by MRN. 

9. Apply filters. 

10. Search by batch number. 

11. Click on batch to highlight. This activates Print button. 

12. Click on Print. 

13. Repeat steps 8 to 10 to print the other batch label. Remember, you created 2 batches: 
one label is for the batch to administer and the other label is for the batch to be stored.



 

 
 5  

MilkTrac/OrderPreparation  November 21, 2022 

© IT Training, The Newcastle upon Tyne Hospitals NHS Foundation Trust 

 
 
 

 

 


