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Submitting an Online Order for Remote Sample Submission 
Log into your QBench Customer Portal. 

Begin a new Order Request: 

 

Select “+ New Order Request”. 

 

Click “Create Order Request 
Draft”. 

 

You can either add samples 
manually, or bulk import 
samples. 

 

To Bulk Import Samples: 

 

You may perform bulk importing 
of sample information. 

 

First, “Download Template”, 
which will download an Excel 
table for you to complete with 
all your sample information. 
 
You can then upload the 
completed document and 
individual samples will be 
imported into the system. 
 
Click “Submit” to perform the 
importation into the QBench 
System. 

 

To Manually Add Samples in the System: 

 
 

You may add samples 
individually within the system. 
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Input the number of samples to 
submit. 

 
Manually complete fields. 
 
Click “Save Samples”. 

 

Select Assays: 

 

Select assays to be performed 
for each sample. 

 

You may search by individual 
assays, or by panel. 

 

Select assay(s) you wish to have 
performed. 
 
 
 
 
 

 

Click “Submit”. 
 
 

 

Assign assays as appropriate, 
clicking “Assign” after each 
selection.  
 
Click “Submit” when assay 
assignment is complete. 

 

You may request expedited 
testing and leave additional 
comments for OA staff.   
 
Click “Save Tests” to save your 
selections.  
 
You must click “Submit Order 
Request” to submit this order 
request to OA.  
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Printing Chain of Custody Form and Drop Off Samples: 

 

NOTE: If you are 
utilizing sample pick-
up, you must print out 
the Chain of Custody 
form and bring it with 
your samples.  
 
Select the “Print” tab 
at the top of your 
order form. 

                             

Click “Generate” on 
the Chain of Custody 
template and print. 
 
 

 

On page 1 please write 
in the drop off 
location you’re 
utilizing and sign in 
the requested space. 
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Sample Labeling: 

                   

It is important to properly label your 
sample container. Your container should 
have the following written on the outside: 
 
Your Company Name  

Your License Number 

Your Product Name 

Your Lot Code 

Your Ordered Tests 

                   

All sample submissions must go in a 
labeled secondary container. Your 
secondary container should have the 
following written on the outside: 
 
Your Company Name 
 
Your License Number 
 
Your Order Number (from client portal) 
 
“Lab Testing Samples” 

 


