
Web Portal
Instructions on retrieving Laboratory reports



STEP 1
Enter your assigned User 
ID, Password and Location 
Code (LOC)

- Click Login



STEP 2
This is your Main Page.

From here you will 
select: Reporting.



STEP 3
Once you click 
Reporting, you will be 
brought to this screen.

Each report will display 
the Account Number, 
Specimen Number, 
Collect Date, Patient 
Name and Patient DOB.

If there are no reports 
pending review, your 
screen will appear 
blank  as seen here.

(Total Reports Pending Review = 0)



STEP 3A
If you have a report or multiple 
reports pending, they will 
appear as shown here.

To view/print a report for a 
patient, check the box located 
to the left of the Account 
Number column, or select all 
reports on that page by clicking 
the All Selected button.

Once you have selected the 
reports you need, click the 
Print Selected button.



STEP 4
A new tab/window will open with the selected report(s) as a PDF. If more than 
one report was selected, each will be displayed on separate pages of the PDF.



STEP 5
Once you are finished viewing 
and printing your reports, a 
message will appear asking: 
Mark as Reviewed?

Click OK and the reports will 
be removed from the 
reporting section.

If you would like to leave the 
report in the queue, click 
Cancel and it will remain in 
the reporting section.



Pending Reports
If you select Pending, this pending specimens section will appear.

This section displays all the specimen pending results. 

Once they are resulted, the reports will be located in Reporting as shown in the previous slides.



Inquiry
The inquiry section is used to look up reports that have already been resulted.

You can search a patient by the Patient Name, Patient DOB or Collection Date.

Once you find the report you need, click the Report link and the lab report will open up as a PDF.


