New Hampshire Public Health Laboratories LabOnline
Reference Guide for Ordering a COVID Test
This LabOnline reference guide outlines how to remotely order New Hampshire Public Health
Laboratories tests quickly and easily from our online platform. Ordering your test online and printing
your requisition will ensure accurate patient information is received at the New Hampshire Public Health
Laboratories and will speed up the testing and reporting process.

Section I: Orders from the Home Screen
After logging into to your LabOnline account, you will be brought to the LabOnline Home page. To begin
an order select the ‘Orders’ tab. Under the dropdown select ‘Order Tests’.

Section II: Submitting test requests
1. Ordering tests: To order a test, enter the client and profile information, patient information,
specimen information, the tests to be performed, and any additional information that may be
required for that testing. Any field with an asterisk (*) is required.
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a.) Client/profile information: Click on the ‘Client Name’ drop down to choose your client.
b.) Choose the ‘Profile Name’ from the dropdown list. The client profiles control what testing is
ordered and who will receive reports. For COVID please select the profile: 2019 Novel
Coronavirus Outbreak.
c.) Enter Patient Information: You can now search for a patient either by name or date of birth, the
system will look for potential matches. If any are found, a window will pop up with the matches.
Click on the name to import their information or click create new if they are not listed. All fields
with an asterisk are required, others are optional but should be included if known.
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2.)

Add Samples and Tests: This section captures sample-specific information as well as what
tests are to be performed.

a. Select your matrix type from the ‘Line Item’ drop down menu. Nasal Swab and NP Swab
are the most commonly used matrix for COVID testing.
b. Under ‘Ordering Provider’ please select your physicians name from the drop down
menu. If the physician cannot be found, leave this blank and it can be written on the test
requisition included with the sample.
c. Enter the sample collection date in the ‘Collected:’ field. You may also enter the time of
collection if known, otherwise leave it blank. It can be hand written on the paper
requisition if desired.
d. Any special instructions or additional sample details can be free-texted in the ‘Special
Instructions’ section.
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3.)

Enter Additional Information: requested information for covid testing.

a. Select the most applicable from the drop down menus for applicable fields.
b. Please do not change or alter the ‘Outbreak #:’ otherwise the test order will not create.
4.)

Order Test: click on the ‘Order Tests’ tab once you have filled in all the above information.

Once all patient and sample information is completed, click ‘Order Tests’ at the bottom of the screen. If
some data is missing, a warning will appear and the missing information will be highlighted. Complete
the missing sections and click ‘Order Tests’ again. Once the sample is successfully logged in, a test
requisition will generate.
5.)

Generating chain of custody: once your order has been successfully created you will see it
has been assigned a chain of custody number. The notification ‘Generating Chain of Custody
Report’ will be viewable on the top right hand side of your screen.
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Section III: Printing test requisitions
6.)

Printing your requisition can be completed in two ways.
a.) You can click on the ‘Generating Chain of Custody Report’ notification to directly print the
single pdf. requisition.
Or
b.) You can choose to print multiple order requisitions.

To print multiple requisitions at once: after entering multiple orders go to the ‘Orders’ tab at the top of
your screen. Select ‘Orders’ – ‘View Orders’.
1.)
2.)
3.)
4.)

Highlight the rows of all the orders you want to print.
Select the ‘Print’ button.
You will be asked to confirm that you want to print the selected reports- select ‘Confirm’.
A separate window will open with all your requisitions viewable in pdf. From here you can print
to your designated printer.

*do not click on the blue hyperlink as it will not select the row. Highlight the rows by clicking elsewhere.
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5.) Check your requisition for accuracy and compare to the sample tube prior to submitting to the
laboratory. If any changes to the requisition are needed they may be made in blue or black ink.
The laboratory will make the corrections to the database as no corrections can be made by the
client once a requisition has been generated.
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LABONLINE SAMPLE SUBMISSION GUIDELINES
Please ensure the test requisition that accompanies a specimen is accurate. Each requisition must
be checked prior to submission for testing. Errors and discrepancies on the requisition must be
corrected. Incorrect or missing information may delay and or cancel laboratory testing.



Ensure that the specimen is capped tightly to prevent leaks.



Label the specimen tube clearly with two legal identifiers: LAST
NAME, FIRST NAME and DOB. Confirm it matches the
requisition form.

 Review and confirm the requisition for the following:








Patients Name
Sample Identification
Date of Birth
Date and Time of Collection
Submitting Facility
Ordering Physicians Name
Specimen Source or Matrix Type

 Use blue or black ink to make changes or add important
information.
 Place the requisition in the sample bag outer sleeve. Do not put
the requisition inside the bag with the specimen.



For technical assistance please email the NH Public Health Laboratories (NH PHL)
Laboratory Information Management System (LIMS) department at:
DHHS-PHLLIMSGroup@dhhs.nh.gov or call: 603-271-4660.



To access resource and LabOnline please go to our LabOnline website at:
https://www.dhhs.nh.gov/programs-services/population-health/public-healthlaboratories/labonline-services
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