
Navigating the Lab Web Portal (LWP) for Clinical Tests Ordering 

Login page - LabWebPortal  

 
 
Login or Register as a New User 
 
After entering your password, your email be sent a security code to enter as part of the multiple factor 
authentication login process. 
 

             
 
 
Secure code email 
 

 
 

https://prod.labwebportal.com/oc/#/auth/login


The Navigation Panel 

 

 
 

 

• Dashboard is the first page you will see after logging into the Portal. It is the “control center” of 
the LWP where you can view key performance indicators and charts, track status of the existing 
test order, and view published patient reports.  
 
The Dashboard is editable: click on the on the upper right corner, next to your name; 
 

• Incomplete Orders – started, but not yet submitted orders;  

• In Transit – orders that have been submitted but not yet received by the lab; 

• All Orders – a listing of all your LWP test orders; 

• All Supply Orders – a listing of all your LWP supply orders; 

• Published Reports – orders with published reports. Shows all orders with published reports per 
user organization. Orders with unread (not viewed) reports are shown in bold; orders with read 
(viewed) reports are shown in normal font; 

• My Patients – view your patients’ list; 

• Help - view portal help. 

• Collapse the Navigation Panel by clicking the  button next to the logo in the upper left corner. 
This functionality applies to other pages in the portal as well. 
 

 
NOTE: Not every user role has access to all of the options. 
 
 

The Call-to-Action buttons 
There are 4 blue buttons on the bottom left side of the Navigation Panel. 
 
Order Tests – order tests using a preconfigured Test Requisition Form; 
Order Supplies – order sample collection supplies; 
Batch Order – upload multiple test orders at once; 
View Reports – view all “unread” reports published for user organization. 



User Drop-Down Menu - Profile 
The drop-down menu on the upper right corner offers additional resources.  

• Personal Info – view and edit your personal information; 
 

 

 
 
 
 
 
 
 

• Change Password – use to change your password. 
 

 
 

• News - view portal news/announcements. 

• Log out – to log out of Portal 
 
 
 
 
 
 
 



Order Tests 

Test Requisition Form (TRF) 
 

1. Click ORDER TESTS Call-to-Action button and select OC PHL Clinical to order tests. 
 

 
 

 
      
Note: Fields that are required are indicated in red with an asterisk.  
 
 

1 
 

2 



      
2. Go the Patient Information section. 

 
Enter the last name or click on the magnifying glass icon for a more detailed lookup. 
 

 
 
              

3. Add a new patient by clicking on the “+” after confirming the person is not in the system.             
Fill in all the required fields and click Submit. 

 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
4. When all the required information is entered, the Submit button will turn blue and the order can 

be submitted.  

  
 
Note: If any of the required fields are not populated or populated incorrectly, an error will appear to 
show the missing fields. User can click on any field in the dialog and get navigated to the exact 
question(s) needing attention.    



5. Certification of Test Order 
 

           
 
 

Once test order has been submitted, a confirmation message is displayed. 
Note: The Portal Order ID (in bold below) uniquely identifies the test order in the system. 
 
 

 
 

• Click Copy Order to continue adding more orders for your facility. It will copy all the information 
from the current order except patient and insurance information.  

• Click Print button to print the Order manifest in a pdf format.  
Note: The barcode in the upper right corner represents the Portal Order ID.  
 
A printed copy of the manifest MUST ALWAYS accompany the specimen.  

 
 
 
 
 
 
 
 
 
 
 
 
 



6. Printing Accession Labels 
 
Review your orders 

 
 

Click the on the specific order to generate an Accession Label and click on the label icon  

 
 
Please Print the Accession Label and attached to the sample. 
 
Note: For facilities without a label printer, it is recommended to save the image file and use another 
application to scale and print the label to the desired size. Any label size including full sheet printouts 
will be acceptable.  
 

 
 
 
 
 
 
 
 
 



Supply Orders 

Supply Form 
 

1. Click ORDER SUPPLIES Call-to-Action button to view the OC Supply Form tile and click on the 
tile to order supplies. 

 

     
 
 

 
 

2. Select between the Clinical or Water supplies. 
 
 
 
 
 



3. Fill in the quantities for the item(s) and submit your order. 
 

 
 

4. Confirm your order and submit order. 
 

 
 
 
 
 
 
 
 



Accessing Orders, Reports and Patients 

Tracking Order Status  
 

To view the status of an order, open All Orders on the Dashboard menu, locate the order and look for 
a value in the Status column.  
 

    

 
 
 
It can be one of the following: 

 

- InTransit – order has been submitted but not yet received by the lab 

- ReceivedInLab – order has been received in lab but not yet tested 

- InProcess – order is being tested by the lab 

- Released – testing is done, order is released, results reports published 

- Canceled – order is canceled 
 

To view order related events across time, open All Specimens grid, locate your order and hover 

over icon: 
 

 
 
 
 
 
 
 
 



Viewing Reports 
 
To view new (i.e. unread) published reports, click VIEW REPORTS button in the navigation bar. 
 

 
   

 
The Unread Reports grid is displayed.  

- Unviewed orders are displayed in bold.  

- Once a report is viewed, the order moves from Unread Reports to Published Reports grid. 

 

Click on  icon to view all published patient reports associated with an order.  
 
Note: Latest report always appears on top.  
 
Unopened report will have a “NEW” tag in red and no checkmark inside the green circle.  
The type of the report (Final, etc.) will be displayed as a part of the PDF name. 

 

Use  to open report history which provides an audit trail of all the actions taken on the report 
(viewing, sharing, etc.) 
 

Click on  icon to share published patient report with a 3rd party. 
Populate Subject, Email addresses, Message and click Submit. 
 
 
 

 



Note: Recipient will get temporary access to the portal to download shared reports.  
To download or share multiple patient reports at once, select multiple orders and then click  
 

on  to download a single PDF with multiple patient reports or  to share multiple patient reports at 
once.     Results Reports can also be viewed in the All Orders data grid. 
 
 

 

Data grids 
 
Click on any column in the grid to sort. To perform multiple columns sort, click and hold Shift and click 
on the columns. 
 

Click on  to pin one or multiple columns to the left side of the grid to rearrange the columns. 
 

Quick Search 
Use “Quick Search” box at the top to search across all columns in the grid: 

 
 

Click on  button to open filter panel for advance search options like searching on multiple fields at 
the same time, use date ranges, etc.  


