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The Clinisys Laboratory SoluƟons (CLS) LabOnline UƟlity will be uƟlized by the Program teams for SDWB, 
CWB, FSB, FDB, and any other programs that will be delivering samples to the EHASB and DHLs.  This 
document will provide guidance in how to use LabOnline for sample scheduling, report access, and 
user/collector management. 

1. The EHASB LabOnline environment will be accessed via the following URL:  
a. hƩps://env-lab-prod-statelab.doh.hawaii.gov/Home 

2. You will be presented with a Login Screen.  Provide your user credenƟals and click the Sign In 
buƩon. 

a.  
3. You will enter the applicaƟon and be presented with the dashboard.   

a.  
4. In order to effecƟvely use the LabOnline website, pop-ups must be allowed.  This will let the 

LabOnline system print reports, labels, chain of custodies, etc. 
a. In Edge, go to the Seƫngs opƟons.  For Chrome, skip to step “d”. 

Logging into LabOnline 



i.  
b. From seƫngs, go to Cookies and Site Permissions.  Scroll down to “Pop-ups and 

redirects”. 

i.  
c. Add the LabOnline URL to the Allow list. 

i.  



d. In Chrome, navigate to Seƫngs. 

i.  
e. From Seƫngs, select “Privacy and Security”, and select “Site Seƫngs”. 

i.  
f. Scroll down the list of Site Seƫngs, and select “Pop-ups and redirects”. 



i.  
g. Add the LabOnline site to the Allowed List. 

i.  
5. Refer to the various secƟons in this guide to proceed with LabOnline acƟviƟes. 

 

1. LabOnline users that have the appropriate permissions can manage their users and collectors. 
2. Click the  buƩon next to your first name, to display the account management opƟons. 

User/Collector Management 



a.  
3. All users can manage their own seƫngs using “Manage My Account”. 

a.  
4. Certain users that can use the “Manage All Accounts” opƟon can manage the list of collectors for 

their respecƟve organizaƟons.  These users can click “Manage All Accounts” to do this. 

a.  
b. Clicking a User ID hyperlink will display the account seƫngs of a parƟcular user. 

i.  



c. On this page you will be able to alter the permissions of a user, and add them to any 
client that you are allowed to manage. 

i.  
d. In order to create a new user/collector, Click “New Account” from the Manage All 

Accounts page. 

i.  
e. Enter the new user’s informaƟon in the form.  To aƩach the user to more than one 

Client, use the green “+” buƩon next to the “Client Access” selector to do so. 

i.  
f. In order to remove a user from having access to LabOnline, click on the row of user to 

highlight the row.  This will acƟvate the “Remove” buƩon, which you can click to remove 
the user. 



i.  

 

1. In order to view current capacity levels for the laboratory, a user can run a query to see the real-
Ɵme capacity of the lab for the various tests that the user might sample for. 

a. Note: daily capacity reports will be generated and available to LabOnline users every 
morning.  Steps 2-8 describe the process of manually running a capacity report. 

2. From the LabOnline dashboard page, select ReportsQueries. 

a.  
3. Select the query that corresponds to your program (note: in producƟon, users will be divided 

into their respecƟve programs, so only the opƟons relevant to your program will be displayed). 
4. Click Run. 

a.  
5. The Query Criteria form will open.  Click Done to start the report execuƟon. 

Viewing Capacity from LabOnline 



a.  
6. You will be prompted to download your Capacity query report.  If there is an exisƟng report from 

a previous day, you can click that and overwrite the exisƟng one (opƟonal). 

a.  
7. AŌer downloading, depending on your browser seƫngs the file may open automaƟcally, or you 

may need to look at your downloads to open it. 

a.  
8. The file will open in Excel and show the current capacity in the lab for parƟcular tests.  Empty 

cells indicate that the lab will not accept samples on that collecƟon date.  Numbers indicate the 
number of tests of that type that can be scheduled for that day. Note, in this screenshot you may 
see negaƟve numbers, in producƟon this would not be allowed. 



a.  

 

 

1. To begin scheduling a collecƟon event, from the Dashboard page go to OrdersOrder Tests. 

a.  
2. From the Order Tests page, select the client for which you are scheduling, and the profile/project 

related to this event. 

a.  
3. Define all fields that have a red asterisk (*). 
4. For Workorder ID, best pracƟce in CLS LIMS is to use your iniƟals with the collecƟon date. 

Scheduling Sample Collection 



a.  
5. For mulƟple events in a day, add an addiƟonal number to the ID. 

a.  
6. In the Samples secƟon, use the Line Item selector to select a sample template. 

a.  
7. Type in a custom value for the Sample ID, or select the Sample ID from the template list.   

a.  
8. Select the CollecƟon Site for the sample.  When the list appears, you can type in filters to show 

locaƟons that contain the string of characters.  If your locaƟon is unavailable, please contact your 
client’s administrator or CLS LIMS administrators to have the locaƟon added to the list.  
AlternaƟvely, use the “DescripƟon” field to enter an ad-hoc locaƟon (i.e., one-Ɵme sampling 
locaƟon). 

a.  
9. Select the Matrix (if not already provided), choose yourself as the collector, and select the 

expected Collect Date for the event. 



a.  
10. Review the Tests and Containers list to confirm the template matches the sample’s intended 

purpose.  Containers that are not “aƩached” to tests will be considered duplicate containers for 
the lab’s use (i.e., for spiking, duplicaƟon, etc.) Note: Field tests will be assigned the “No 
Container” line, since they will be measured in the field and will not have an actual container 
assignment. 

a.  
11. If addiƟonal informaƟon is required by the order, you may need to enter that informaƟon in this 

secƟon: 

a.  
12. To add addiƟonal samples to the event, use the Add buƩon, or use the Copy buƩon to make an 

exact copy of the previous sample, with the excepƟon of the CollecƟon Site and Sample ID fields. 

a.  
13. Example of Copy Sample fields. 



a.  
14. For copied samples, supply the Sample ID and CollecƟon Site values for the new sample. 
15. Repeat steps 12-14 unƟl the event contains the correct number of samples. 
16. When the event is complete, you may either click Save to hold the event for further ediƟng, or 

click Save and Submit to create the order in CLS LIMS. 

a.  
17. Once Saved, or Saved and SubmiƩed, the order fields will be cleared and prepared for a new 

collecƟon event to be created.  Certain fields will remain populated for ease of use. 

a.  
18. To review orders, print labels, print chain of custody forms, etc., select OrdersView Orders. 



a.  
19. Orders that have been sent to the LIMS will have a Chain of Custody value, while orders that 

have not yet been sent will have a link to Edit (and then Submit). 

a.  
20. EdiƟng an order returns you to the Order page, where you can revise the order further before 

submiƫng. Note: orders must be submiƩed before they can be collected. 

a.  
21. When the order is saved and submiƩed, a Chain of Custody will be created.  Depending on your 

browser seƫngs, this may prompt a download, or open a new tab with the chain of custody. 



a.  
22. If prinƟng is required, use the print opƟon. 

a. Note: If you are intending to use the Clinisys Field App for collecƟon, prinƟng is not 
required. 

23. From the View Orders screen, selecƟng an event that is in the Ordered status will give you the 
opƟon to Print the Chain of Custody or Print Labels for the order. 

a.  
24. SelecƟng Print Labels will generate labels for the order, and prepare the order for Field 

CollecƟon. 
a. Example labels output: 

b.  



25. The event will be transmiƩed to the CLS LIMS and ready for Field CollecƟon. 

a.  
26. For Field CollecƟon support, refer to the Help Guide provided within the Field applicaƟon, which 

is accessed at the boƩom leŌ porƟon of the app screen. 

a.  


