
Web Portal 
Instructions on creating an electronic test requisition



Enter your assigned User ID, Password and Location Code (LOC).
Your USER ID and LOC Code need to be entered in ALL CAPS.
- Click Login



This is your Main Page.
From here you will select: 
Order Entry.



To begin Order Entry click the GREEN +.



Once you click the GREEN +,
Your facility and submitter code 
information, as well as a Lab #
(22B#) will auto-populate into 
the submission form.



To enter a new patient, select the pencil.

Once you select the pencil, 
the Patient Registration box 
will pop-up.

You will need to fill in the 
required information 
highlighted with a red star*. 
Once you have completed 
entering in the patient 
information, Select SAVE.

You will then return to the 
Submission form.



Once you return to the Submission Form, you 
will notice that your patient’s information has 
been filled in.

Next, you need to select the test code to 
order on your patient.

For example: 
For Chlamydia/Gonorrhea testing, SELECT test 
code 1060 under the Bacteriology Section. 
See circled area.



After selecting the test code, 
scroll to the bottom of the page and fill in the 
Specimen Information.
Use the drop-down box to select the Specimen 
Type, then Fill in Date and Time of Collection.

Once you have entered all the Specimen 
Information click SAVE.

You will then be asked how many labels you 
want to print. If you do not have a Dymo label 
printer set-up, enter “0” and Select OK.

Once you Select OK for labels, the screen will clear and you 
will be able to start a new patient or build a batch.



A window will pop-up, and you 
can search the patient’s 
information by Last Name, First 
Name, DOB or Patient ID.

Once you have found your 
patient, click the blue link under 
Unique ID and the patient 
information will auto-populate 
into the submission form.

If you want to enter in an additional test for 
a previous patient:

Click the GREEN + to obtain a new Lab #, 
and instead of clicking the pencil, 
SELECT the magnifying glass. 



Once you have entered in all of your patients,
Select BATCH BUILD from the Menu on the left and the above screen will appear.



Click on the patient you want to put on 
the Batch List. It will be highlighted. 

Once it is highlighted, click the arrow 
pointing to the right to move the patient 
to the Batch List.

Once you have selected all of your patients 
and moved them to the Batch List, click SAVE



Once you click SAVE, 
your Batch list will pop up. 

Click PRINT.

Your Print Box will appear. Be 
sure to print 2 copies; 1 copy 
for your records and 1 copy to 
be sent with your specimens 
to the Lab.



Put specimens in a BIOHAZARD BAG with absorbent material.  
Ship to GPHL in a Category B Box on Ice.

Separate specimens by batch. Pack each batch together and include the 
Batch list in the package with the specimens. Do not mix batches when 
packing.  Each Batch should be packed separately.


