
 

Qitek Labs, LLC | 4375 River Green Pkwy, Suite 200, Duluth, GA 30096 | 888-85-QITEK | info@QitekLabs.com 1 
 
03302020.V1 

Web Portal User Guide 
 

Accessing the Web Portal………………………………………………………………………………… 2 
 
Patient Registration………………………………………………………………………………………… 2 
 
Order Entry……………………………………………………………………………………………………… 3 
 
Batch Shipment……………………………………………………………………………………………….. 6 
 
Batch Print……………………………………………………………………………………………………….. 7 
 
Physician Approval…………………………………………………………………………………………… 8 
 
Admin………………………………………………………………………………………………………………. 9 
 
Web Reporting User Guide………………………………………………………………………………. 9 
 
Reporting…………………………………………………………………………………………………………. 10 
 
Inquiry……………………………………………………………………………………………………………… 11 
 
Pending/Status…………………………………………………………………………………………………. 12 
 
 
 

 

 

 

 

 

 

 

 



 

Qitek Labs, LLC | 4375 River Green Pkwy, Suite 200, Duluth, GA 30096 | 888-85-QITEK | info@QitekLabs.com 2 
 
03302020.V1 

Accessing the Web Portal 
1. Visit QitekLabs.com and select “Portal Login” from the main menu. You should see Login screen 

(below): 

 

2. Enter your User (User ID), Pwd (Password), and Loc (Location) that was provided to you by Qitek 
Labs. If you have access to more than one location, you will need to decide which one to use 
based on your ordering location. Click Login. You will see the Main Page screen (below): 

  

You may not have access to every tab shown. If you cannot access a menu option, the option will 

be grayed out (see Physician Approval tab in image above). Please contact Qitek Labs if you think 

your credentials are incorrect. 

Patient Registration 
1. You will need to register patients into the system. You can also update information on already 

registered patients. Select Patient Registration from the left sidebar or from the Main Page. You 
will see the Patient Registration screen (below): 

 

 
2. You can search for an existing patient or create a new patient.  

a. To search for an existing patient: 
i. Enter all or part of the Last Name. 

ii. Press Tab or Enter. The search screen should be displayed:  
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iii. If there are numerous names that match, you can scroll the bottom part of the 
search screen. If you don’t see your patient and think you may have typed the 
name wrong, you can edit what you typed in the search box and click Get Data.  

iv. If you see the patient you are looking for, click on the Unique ID in the last 

column on the right. Your patient information will display.  

v. You can make any necessary changes to the patient demographics.  

vi. When you are finished making changes you can click the Save button at the        

lower right.   
 

b. To add a new patient: 

i. If you did not find your patient in the search and you want to create a new 

patient record, click the + symbol at the bottom of the pop-up box: 

 

ii. Alternatively, you can click on the picture of the pencil ( )at the top right of the 

Patient Registration screen, complete as much information about the patient as 

possible and then click the Save button at the lower right (required fields include 

first name, last name, gender, DOB, address, and patient phone). 

Order Entry 
1. After registering a patient into the system, you will be able to order a test electronically through 

the portal. Select Order Entry from the menu on the left. The electronic requisition will be 
displayed: 
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2. When you first open the form, most of the screen is grayed out. To begin a new order, click the 
Start New Order [+] sign (located near the top right of the page): 

 

   
 
3. Once you have clicked on the [+], the rest of the screen should become enabled for typing. The 

first item that must be entered on the form is the Account Information.   
 

  
 

4. If your ordering location (site you entered when logging in) only has access to one account, the 
account information should default to that account. If you have access to more than one 
account, you will need to select the appropriate account for which you intend to generate this 
order. 

5. To select the physician approving the order, click the down arrow to the right of the physician 
information and select the correct physician from the drop-down menu. If you do not see a 
physician listed that is a part of the account, please contact Qitek Labs. 

6. The next section is Patient Information and will appear as follows: 
 

  
 
 Enter the Last Name in the Patient # field and press tab or click on the magnifying glass. The 
 search screen will be displayed.  

a. Just like with Patient Registration, if the patient you are looking for is on the list, select it 
by clicking on the far-right column Unique ID.  

b. If your patient is not on the list, you can click on the Search field at the top and modify 
the spelling you were searching for. Additionally, you can edit your search parameter 
from last name to date of birth or patient ID (provided you added this when registering 
the patient initially). Then click Get Data.  

c. If you patient is still not on the list, they will need to be added. Click the [+] in the 
bottom right corner where it says, “Add a New Patient”. Alternatively, you can click the 
on the pencil icon to launch Patient Registration from Order Entry.  

7. Once you have selected or created your patient, their Name, DOB, Gender and address fields will 
be displayed. Note: demographics cannot be edited from this screen. 

a. If you need to edit any patient demographics, you must use the [Pencil] to jump to 
Patient Registration, which will be shown as follows: 
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8. Click the box next to the appropriate billing type. Additionally, you should ask the patient to 
electronically sign the requisition form. 

9. Input corresponding diagnosis codes into the code boxes below Patient Information. A list of 
commonly used diagnosis codes can be found at QitekLabs.com/resources. NOTE: if the code 
you are attempting to enter is being rejected, please contact Qitek Labs immediately to 
resolve the issue. Qitek Labs has imported a commonly used list of ICD-10 codes, but our list 
may not be inclusive of every possible ICD-10 code. 

10. To simplify the ordering process for patients requiring multiple types of tests, you can add 
individual test orders to one patient. This prevents you from having to add the previous sections 
multiple times for different types of tests on one patient. To begin, select the tab that you want 
for testing. 

 

  
 

a. For example, click Clinical for blood testing, PGx for Pharmacogenetic testing, and so on. 
Once on the appropriate tab, click + to add a specimen number: 

  

  
 

b. If you accidentally add an incorrect specimen (i.e. CGx instead of Toxicology), there is a 
Remove button towards the right of the screen to remove the specimen from the order. 

11. Once the specimen is added, select the tests that the physician has deemed medically necessary 
for this patient.  

12. The final section of the electronic requisition form is Collection Information: 
 

  
 

a. NOTE: TO ADD ANOTHER TEST TYPE TO THIS SAME PATIENT, GO BACK TO STEP 10. 
CLICK THE TAB CORRESPONDING TO THE TEST TYPE, THEN CLICK THE + TO ADD A 
SPECIMEN NUMBER FOR THAT SPECIFIC TEST TYPE (EVEN IF IT’S FOR THE SAME 
PATIENT – EACH TEST TYPE WILL HAVE A UNIQUE SPECIMEN NUMBER). 

13. Depending on the number of different tests added, you will have an equal number of collection 
information sections to complete (since they are unique for each test). Please make note of the 
specimen type to collect for each test type – this will vary depending on the test(s) selected. 

14. When you are finished filling the form out, use the mouse to press the Save button at the top of 
the screen.  
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15. For each specimen added to an order, a print off will be generated. Please include this with the 
appropriate specimen type when sending to the laboratory. This will allow the laboratory to scan 
the paperwork to electronically receive the physical sample. 

a. If you DO NOT have a barcode printer, label the specimen with two unique patient 
identifiers (usually name and DOB). 

b. If you DO have a barcode printer, a label will print for each specimen type. Apply the 
correct barcode label to the correct specimen for the patient. The barcode will indicate 
the specimen type that the barcode should be applied to. 

c. Be sure to properly store the specimen until it is time to be transferred to Qitek Labs. 
d. NOTE: IF YOU ARE ORDERING ANY TYPE OF GENETIC TEST, YOU MUST CLICK THE PRINT 

PDFS BUTTON AND FILL OUT THE SUPPLEMENTAL PDF. YOU MUST ALSO SEND IN 
ACTUAL PHYSICIAN NOTES. ANY SPECIMENS RECEIVED WITHOUT THE SUPPLEMENTAL 
PDF AND/OR ACTUAL PHYSICIAN NOTES WILL NOTE BE PROCESSED. 

 

Batch Shipment 

1. When you are ready to ship all samples for the day, you will need to create a batch sheet to use 

as a packing slip. From the menu on the left, choose Batch Build.   

 

    
 

2. At the top of the screen you will see your location displayed (Ordering Location). The next box 
shows where you are going to ship the specimens to (Performing Location, this is typically 
*MAIN).   

3. On the left side you will see all the specimens that are waiting to be shipped. Note: any 
specimen shown in red has NOT been signed by the physician. A physician must sign the order 
before you can ship it to the lab! 

4. Now you can add specimens to the batch list or remove specimens from the batch list. 
a. To ADD them to the batch (move all specimens to the right side, ready for shipment): 

i. Use the mouse to highlight the specimen  
ii. Click on the single arrow to move the highlighted specimen(s) from left to right 

OR 
iii. Click on the double arrow to move all specimens from left to right 

b. To REMOVE them from the batch (move all specimens back to the left side, pending 
shipment): 
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i. Use the mouse to highlight the specimen 
ii. Click on the single arrow to move the highlighted specimen(s) from right to left   

5. Once you have added all the specimens you intend to ship (in the right side column), you can use 
the mouse to click on the save button at the lower right as shown below: 

 

 
 

6. After clicking save, the Batch Shipment List (or packing slip) will be automatically displayed as 
shown below: 

 

  
 

7. Make sure to print a copy to include with the specimens as well as one for your clinic records. 
This document can always be reprinted from the Batch Print Menu Option. Note: Qitek Labs 
recommends that you use this list to check off the specimens to ensure they are all transferred 
to the Lab.  

 

Batch Print 
1. If you need to print a Batch Shipment List (or packing list) again, choose Batch Print from the 

menu on the left.   
2. Click on the magnifying glass to search for the batch you want to print. 

 

  
 

3. Select the Batch to print. 
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4. Click [Next]  
 

  
 

5. The Batch Shipment List (or packing slip) will be automatically displayed. 
6. Click print. 

 

 . 
 

Physician Approval 
1. If you are a physician, you will have access to the Physician Approval page located in the menu 

on the left. This allows you to sign the pending orders assigned to you (based on the Requesting 
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Physician selection at the time the order was generated). The screen will display as follows: 
 

  
 

2. If you click view on the far right of one of the specimens, a pop-up of the online requisition form 
will display.   

3. You will need to sign/approve or reject orders. 
a. To sign/approve: 

i. Use the mouse to click the checkbox next to the specimen. Note: you have the 
option to sign/approve multiple specimens at one time. 

ii. Click on sign at the bottom middle of the screen. 
iii. After drawing your signature, click okay. 

b. To reject: 
i. You have the option to cancel an order under the Admin page.   

 

Admin 

1. To cancel an order entry, click the Admin tab on the left menu. It will display as follows:  
 

 
 

2. Click on Cancel Order Entry. Enter the specimen number you wish to cancel and proceed through 
the on-screen prompts. 

 

Web Reporting User Guide 
1. The web portal is a secure place to retrieve patient results. The Reporting menu options are 

towards the bottom of the side bar menu.  
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2. Reporting menu options are:  
a. Reporting 
b. Inquiry 
c. Pending/Status  

 

Reporting 
1. Select Reporting to print your daily lab results. Note: all of the reports that have not been 

previously printed will be displayed in the list.   
 

  
 

2. Use the mouse to check the boxes on the left-hand side for the reports you want to print/view. 
You can use the Select All button to quickly choose the entire list or Select None button to 
unselect the entire list.  

3. Once you have made your selection, use the mouse to click the View Selected button.   
4. A new browser window will be launched with a PDF version of the lab results report. Note: if you 

have chosen to print multiple reports, they will all be in the same PDF, one after the other.  
5. Click on the printer icon to print the reports. 
6. Click on the download icon to save a local copy of the PDF, which can be used to attach in your 

EMR (if your EMR supports this functionality). 
  

   
 

7. Once you have printed the reports and closed the new Browser window, the following dialog box 
will be displayed. 
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8. Your Reports will stay in your “In-Box” (Reporting page) until you mark them as Reviewed.  
9. Once you click OK, they will be cleared from the list. You can retrieve these results at a later time 

if needed. Note: Qitek Labs recommends that you click OK each time to keep your inbox clean. 

Inquiry 
1. A report can always be viewed or reprinted from Inquiry.   

 

 
 

2. You can use the following Search Options: 
a. Collection Date Range 
b. Patient’s Name (i.e. Last Name, Part of Last Name, Part of First Name) 
c. Requisition # 
d. Any combination of the above (i.e. all the Smiths for 1 month)  

3. Enter all of your search criteria 
4. Click the Search button or click the Clear button to start over with different search criteria. 

Specimens matching the criteria you entered will be returned and appear as follows:  
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5. Click on the Report link on the far right side to the report you want to view. A separate browser 
window containing the PDF will be displayed. Since this is “Inquiry,” you will not be asked to 
“Mark the Report as Reviewed” again.  

6. If the list of specimens that match your search criteria is long, you can use the More button to   
continue to display additional choices. The list is typically in descending Collection Date order so 
the most recent specimens should be first.  

7. To go back and change your search – or to search for something different – use the Back to 
Criteria Button.  

 
Pending/Status 

1. If you click the Pending/Status menu option on the left menu, the portal will display a list of all 
specimens by account. 

 

  
 

2. Clicking on the folder icon will allow you to open or close (expand or collapse) the specific 
account, showing detail as needed. 

3. There are different statuses defined by Qitek Labs. This allows for complete transparency of 
where the specimen is at in the processing cycle. 

a. For Web orders ONLY: 
i. Ordered – an electronic requisition form has been completed for this specimen. 

ii. Physician Approved – the assigned physician on a specimen has authorized the 
order by signing the electronic requisition form. 

iii. Shipped – the specimen has completed Batch Build online, meaning the clinic 
has added this specimen to the shipping manifest. 

b. For Paper AND Web orders: 
i. Received – specimen has been electronically received at the laboratory. 

ii. In Progress – the specimen is undergoing testing for the requested orders. If 
there are any other issues with the specimens, this status may change and 
should be checked frequently. 

iii. Resulted – the specimen has reported as final. After 7 days, it will drop off the 
[Pending/Status] page list. 


