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To access the online portal please click 
the Account Login link towards the 

top of www.LabLogistics.com

www.LabLogistics.com

http://www.lablogistics.com/
http://www.LabLogistics.com/


Our new
Online Management System (OMS) 

offers many features and gives you 
more access to your information.

WELCOME SCREEN



Upon logging in…

• What’s New: Displays Web Portal
updates/features as they are released

• Place Order: This option allows you to place
an
order online

• Track Order: Track orders using the order
number, references, or parcel barcodes

• Reports: Generate Reports Online or
export into Excel

• Account Addresses: Customizable Address
Book specific to your clients

• Order Templates: Save your order as a
Template



Placing an Order:

• Options for Entering Location/Address
o Address Book: Search from your Personal

Address Book
o Manual Address Entry: Type in your

Address manually
o Create from Recent Orders: Displays orders

recently entered by user
o Create from Recent Templates

• Enter the following information:
o Phone number
o Contact name
o Pickup Date
o Pickup Time
o Any Pickup instructions

meldsam
Typewritten Text
- Include Suite/Room Number



Placing an Order:
• Enter Destination

Information
o Enter address
o Phone number
o Attention To: Contact name
o Any Delivery instructions

meldsam
Typewritten Text
- Include Suite/Room Number in this field



Order Detail:

• Cost Center (if necessary): Text fields for your
records. Required

• Name/Contact: Name & phone number
required

• Order Type: Set the Urgency on the order
• Email Notifications: Receive updates through Order

Completion
• Other fields are optional, but helpful if the

information is known



Order Templates:
• Order Templates: Add, Edit or Remove commonly

placed orders
• When all required information is entered, the

‘Create Template’ button will allow you to save
the template for future use



Order Confirmation:
Tracking Number

• Attachments: Attach a document to your Order
• Print Shipping Label: Attach a Shipping Label to your

package
• Email Shipping Label: Send a Shipping Label via E-Mail
• Print Receipt: Prints a Receipt of the Order
• Create Template: Save this Order as a Template for future

use
• Create Duplicate Order: Create a new order with the same

detail
• Create a Round Trip: Create a Return trip for your Order
• Create a Continuation: Continue your package to a 3rd

destination
• Create Using the Same Origin: Place a new order using

the same Origin
• Create Using the Same Destination: Place a new order

using the same Destination



Tracking Orders:
• Quick Search: Quickly pull the last 10, 50 or 100

Orders
• Manual Search: Search using specific information



Reports:
• Generate Report: Define your Report Parameters

and view Online or export into Excel
• Quick Search: Quickly pull stop detail for the

last 10, 50 or 100 Orders



Address Book:

• Address Book: Look up locations
• Actions: Set location as your Default 

Origin or Destination for quicker Order 
placement
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