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L. Web Portal Access
a. The web portal URL and login instructions will be sent by the San Luis Obispo
County Public Health Laboratory. A link to the portal can also found on the
laboratory website: https://www.slocounty.ca.gov/LabWebPortal.aspx.
i. Note: The location field should automatically be set to “DEFAULT”. If not,
please type in “DEFAULT” (all capitals).

COUNTY
‘5SAN LUIS
OBISPO

County of San Luis Obispo
Public Health Laboratory
Web Portal

nowered by ApolloLIMS

Il. Initial Login
a. First-time users will be prompted to create a challenge question for your login. In
addition, you must agree to the Data Privacy Statement.
b. A temporary password should be changed at initial login.
c. Note: Create a strong password using letters, numbers, and symbols (minimum
length = 12 characters; maximum length = 20 characters).

Change Password: Click the key 42 icon.

i. To reset your password or if you have forgotten your password, contact
the Public Health Laboratory.

1l. Web Portal Overview
a. Menu Options
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Main: Home page to view
updates & announcements

Transmit Orders: Compile orders
into a batch to send to the lab

Pending Results List: List of
specimens awaiting results

Report Lookup: Search for new
and archived results

User Guide: Instructions for using
the portal

COUNTY OF SAN LUIS OBISPO HEALTH AGENCY
PUBLIC HEALTH DEPARTMENT

Order Entry: Create a requisition
with a new order

Print Order List: View and print
archived batches

New Results: View new test
results and reports

Send Message to Lab: Contact
the lab for questions, supplies, etc.

) 4~| Log Out: Sign out of web portal

b. Steps to creating an order

Step 1

Start
Order
Entry

Complete,
Save, and
Print
Requisition

In the “Order

Entry” tab,
starta new
order (+),
assign a
submitter, and
enter patient
details.

Fill out test
details and
print the
requisitionin
the “Order
Entry” tab.
Then save.

Transmit
Orders to
Lab

In the
“Transmit
Orders” tab,
selectand
save the

specimen IDs
of the orders to
be sentto the

lab.

Step 5

Send
Specimen
and
Requisition

Track and
Print
Results

requisitionin
the outside
pouch of the
biohazard bag
and send the
specimens to
the lab.

Results” or
‘Report
Lookup” tabs
to locate and
print the latest
specimen
results.

Please note: To confirmthe order has been sent to the San Luis Obispo Public
Health Lab, the specimen|D of the requisition must be listed in a sent batch.

V. Order Entry

a. To begin creating an order, click on the “Order Entry” menu item. A blank
requisition will appear as shown below.
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COUNTY OF SAN LUIS OBISPO Specimen #: (] |
PUBLIC HEALTH LABORATORY y

2191 Johnson Ave, 5an Luis Obispo, CA 33401
Phone (805)781-5507 Fax (805) 781-1023

CLIA: 05D0695770 ((Save @] ((Print [E=]) [Cancel X
MName (Last First): 7 Name: v
MRN #: Address:
Address: City: State: Zip:
G'[y; State: Zp Phone: FAX:
DOB: Gender: Ordering/ Supervising Physician:
Phone: Pregnancy Status: v v
Race: Ethnicity: NPI:
Patient consents to receive test results by text at the phone Last h_larne: . First Name:
number listed above Submitter's Accessioning #:
Date of Onset: | Symptoms: Insurance Company:
Reason for Today's Visit: Policy #:
Group =
Case Contact Carrier TOC
Payment type (if NOT billed to Insurance)
Collection Date: E Coliection Time:
Collected By: VISA MC Check= Cash
ICD10 Codes Include add’| codes for urine & herpes cultures for FPACT patients.
. Fee Waived
ICD10: Amount Paid § (add reason under COMMENTS)
Aspirate MNasal Swab (VTM) Stool Vaginal Swab Other Swab (specify type):
Blood, Whols Nasopharynx Swab (VTM) Throat Swab (VTM) * Nails
Bronchial Wash Rectal Swab Urethral Swab * Skin Other/Location (specify):
Carvical Swab Serum Urine (Sterike Cup) * Tissue
CSF Sputum Urine (Cobas)

STD & Urine__

Gastrointesti Rash & Mycology

Chlamydia NAAT 2000 Azid Fast Culture | Smear 3545 Gastro Fathogen PCR panel 8500 Erterovirus NAAT 8300
Gonorrhea NAAT 2010 AFB Isolate for ID 3555 Norovirus NAAT 5100 Measles NAAT 8180
Trich NAAT 2020]'  MTB Complex NAAT 3530]  Stool Culture - S 2200]  Mumps NAAT 8170
Mycoplasma genialium NAAT 2030 AFE DNA Probe: Salmonells Culture 2220 Varicells Zoster NAAT 2900
Herpes virus NAAT 8840 Quantiferon Plus 2800 Shigella Culture 2230 VZV Antibody 5100
HCV Antibody, Qualitative 5800 Influenza NAAT 5100;1 Campylobacter Culture 2240 Mycology Primary Culture 3005
HCV Antibody, Serum 5500 Influenza NAAT with RP Refiex 50010, E. Coli shiga toxin-producing Cx 2250 Mmlog_y Culture for ID 3910
HIV Antibody, Differentiation 5700 Penussis NAAT 210 Ova & Farasite Panel 4025|  Coccidioides immitis DNA Frobe 3915
| Syphilis Screen Serum. RPR__ 5035|  Respiratory PCR Panel (RF) _ 8310]  Microsporidia 20z0| Reference Test & Other
Syphilis Screen CEF, VDAL 5060 P ia PCR Panel (PN) 8820 Cyclospora 4045 Eacterial Isolate for ID 2085
Syphilis Confirm, Serum, TPPA 5085 SARS-CoV-2 NAAT 8860 Pinworm (Paddle) 4005 Blood Lead 9150
Urine Culture & § ili 2085 SARS-CoV-2 WGS Screen 9070] Helminth & Arthropod 4020 Cther (specify):
e: Urder of Infuenza an OV-2 HAAT s 1o De assigned to 51000 | eMmate Uroer Looes.
Please contact the Laboratory for questions, reference specimens, and other tests.
COMMENTS:

b. Click on the “New” button in the upper right-hand corner of the requisition.
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Specimen #: |EH New |

| Save @|[ Print [E=]|[Cancel X |

c. Next, select the submitter from the dropdown menu.
i. Note: The submitter field should automatically populate with location-
specific information.
1. If any submitter information is incorrect, please notify the Public
Health Laboratory to make a change.

SUBMITTER (LAB / CLINIC / MEDICAL GROUP) /
Name: [ v)
Address:

City: State: Zip:

Phone: FAX:

d. Create a new patient or select an existing patient.
i. Use the new patient option (pencil) to create a patient.
ii. Use the lookup option (magnifying glass) to select an existing patient.
1. Note: At least two letters from the patient’s last name must be
entered to begin searching.
e. The following “Patient Registration” window will appear.
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- . User Id:
" Patient Details el
ite Id:
150900 [7 NEW
| Demographics ||  Guarantor || Insurance | " indicates required fields
* First Name: || ] | | *Last Name:| |
* Sex/Gender: | v | * Date of Birth: (MM/DD/YYYY)
* Ethnicity: | v|  Race:| v|

* Patient Address: | |
| |
*City State Zip: | | | | | |
County:\ |
Patient Phone #: | | (srr-mn or svawnwen)

Medical Record #: | |

[ Copy of Insurance Attached

Cancel X

f. Make sure that all the required demographic fields are entered correctly.

g. Forinsurance, it is preferred to include a printed copy of insurance with the
specimen. If this is possible, click the option below. No further insurance details
are required.

Copy of Insurance Attached

h. If a copy of insurance cannot be included, click on the “Insurance” button to add
insurance and payment information.
i. Select from private insurance, Medicare, and Medicaid/Medi-Cal.
1. Note: Medi-Cal includes SOFP and CenCal.

150900 7 NEW
| Demographics || Guarantor || Insurance | * indicates required fields
insurance: [ B ED
Medicare:‘ :l Add || Edit H Delete
Medoat | | ([(H (=B
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i. Once the patient entry is complete, click “Save”.

Be sure to Save |_Save @] after adding or

editing a patient’s chart!

j-  Once patient information has been entered, populate all other fields on the
requisition as completely as possible:
i. Mandatory fields include:

1. Physician: If the physician does not appear in the dropdown
menu, type in the NPI number and first and last name of the
physician.

Specimen collection date and time
ICD-10 diagnosis code
Specimen source
Test order
k. After completing the requisition, print a copy.
i. The requisition must accompany the specimen, and it should be placed in
the outside pouch of the biohazard bag.
I.  After printing, be sure to click the save button at the top right-hand corner of the
requisition.

aorON

Specimen # \1/21-000090 [EH New |

ATIHAR

Be sure to Print and Save the
requisition. The paper copy should
accompany the specimen.

V. Editing an Existing Order (not yet transmitted)
a. To edit a saved order, return to the “Order Entry” tab.

i. Note: For an order to be edited, it must have been created in the
portal. An order cannot be edited once it has been transmitted to the
lab using the “Transmit Orders” function.

b. Use the magnifying tool (upper right corner) to search for an existing order.
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L

COUNTY OF SAN LUIS OBISPO Specimen #: [ New |
PUBLIC HEALTH LABORATORY

2191 Johnson Ave, San Luis Obispo. CA 93401
Phone (805)781-5507 Fax (805) 781-1023

CLIA: 0500695770 Save @|[ Print [E=]|[Cancel X

1 CLINIC / MEDICAL GROUP)
Name (Last First): F J v
MRN #:
Address State: Zip
c. Click on the “Specimen #’ of the order to be edited.
Field: [ Specimen # v | Startswith: @  Contains:
Search: | | [ Get Data |
[Specimen #|[Type| _PatID First Last | DOB. || Sex | CollectDt
—] W21-000051][0 PATTY TEaTs 06/10/1064 ||F 121812022
\W21-000048][0 PATTY TEST 06/19/1084 |[F 12/19/2022

d. Make any changes to the requisition, and then click “Save”.

VI. Transmitting Electronic Orders to the Laboratory
a. To send orders to the laboratory, click on the “Transmit Orders” tab in the left-
hand menu.
i. Note: Once orders are sent to the laboratory, they can no longer be
edited. Before transferring, an order can be edited by returning to the
“Order Entry” tab and looking up an existing order.
b. Using the arrows, move any orders from the “Pending Specimens” list to the
“Specimens to be batched” list.
i. Note: Single arrows move selected specimens whereas double arrows
move all specimens.

Batch EIecFror_nc Orders for User 1d: GMMILLER V7 Batch Electronic Orders for User id: GMMILLER
Transmission to Lab Site Id: DEFAULT L Transmission to Lab Site Id: DEFAULT
Ordering Location: DEFAULT Ordering Location: DEFAULT
Performing Location: “MAIN Performing Location: “MAIN
Specimen: | Specimen: |
W21-000048_STL_SPCS - - ¥21-000048 STL 5P = N21-000051 STL SP
W21-000051 STL SPCS. W21-000048  STL SPCS W21-000051 STL SPCS
(== (=
- ‘
= ==
- -
Pending Specimens Specimens 1o be batched Pending Specimens Specimens 1o be batched
[Cancel_% [Save @]
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c. Once the orders have been moved, click “Save” to complete the request.

VII. Printing Lists of Specimens Sent to the Laboratory
a. To track which specimens were sent to the lab, click the “Print Order List” tab in
the left-hand menu.
b. Use the magnifying class icon to look up batches of specimens.

Field: [ Batch # v| Startswith: @  Contains: ()
search: | | | GetData |
“ Ord. Site || Perf.Loc. |[ Batch# | User ]l
VIIl. Locating Specimens with Pending Results

a. To view a list of specimens that have pending results, click the “Pending Results
List” tab in the left-hand menu.

b. Use the search criteria to view specific specimens that are still being processed
by the laboratory.

Specimens with Pending Results

Client Account: | All v
Starting Collection Date MM/DD/YYYY): } |
Ending Collection Date (MM/DD/YYYY): | |
Patient’s Name (last first): ‘ |
J |
l |
|

Patient’s DOB MM/DD/YYYY):

Requisition Number:

Search H Clear \

Q_gﬂ' Spec. No. Req. No. Collect Date Patient Name (last first) Patient DOB Pending Test Message Lab
IX. Locating New Results
a. To view and print the most recent results reported by the laboratory, click on the
“New Results” tab in the left-hand menu.
b. Itis possible to narrow results by clicking the “All Abnormals” button.
New Reports (Web)
Selected AccountNo. Spec. No. Reg. No. Collect Date  Patient Name Patient DOB  Abnormal
152511H  21-25002 08302021 TEST,TEST 02/02/1990 Yes
152511H  21-25001 08302021  TESTING,TESTING Yes
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c. To print reports, select the reports of interest then click the “Print Selected”
button.
i. After printing remove the results from the “Reports” tab by clicking “OK”
and marking them as reviewed.
ii. Note: All archived results will still be searchable in the “Inquiry” tab.

X. Locating Archived Reports (including new reports)
a. To access new and archived reports, click on the “Report Lookup” tab in the left-
hand menu.
b. Complete the collection date, patient’s name, patient’s date of birth, or the
requisition number fields to search for a report. Then click the “Search” button.
c. Click on the “Report” link for a specimen to view and print the report.

Report Lookup

Client Account: |All v
Starting Collection Date (MM/DD/YYYY):
Ending Collection Date (MM/DD/YYYY):

Patient’s Name:

Patient’s DOB (MM/DD/YYYY):
Requisition Number:
® AllResults O Abnormal Results Only
Search || Clear
Report Lookup
Client Account: |All v

Starting Collection Date MM/DD/YYYY):
Ending Collection Date MM/DD/YYYY):

\

‘.

Patient’s Name: ‘
Patient’s DOB (MM/DD/YYYY): [02/02/1950]
\

Requisition Number

® All Results ) Abnormal Results Only

‘ Search | Clear |

¥

Specimen Inquiry

Account No. Spec. No. Req. No. Collect Date Patient Name Patient DOB  Abnonmal Report Status
152511H 2125002 08/302021 TEST,TEST 02/02/1990 Yes Report
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XI. Request an Order Correction

a. To correct demographic, insurance, or test details for a specimen, locate the
specimen in “Pending Results List” or “Report Lookup”.

i. Go to “Pending Results List” if an order has been submitted but testing
has not been done.

ii. Go to “Report Lookup” if testing is completed.
b. Use the search criteria to find the specimen.

Report Lookup

Client Account:  [All v

Starting Collection Date (MM/DD/YYYY): | |
Ending Collection Date (MM/DD/YYYY): | |
Patient’s Name (last.first): [TEST |

|

|

|

Patient’s DOB (MM/DD/YYYY): [02/02/1990

Requisition Number: |

Specimen ID: |

® AllResults O Abnormal Results Only

c. Confirm that the specimen details are correct.
d. Click on the link for the specimen under “Message Lab”.

Specimen Inquiry

[ Back to Criteria |
AccountNo.  Spee. No. Req. No. Collect Date  Patient Name Patient DOB  Abnormal Report Status Alessage Lab
152511H 21-25002 08/30/2021  TEST.TEST 02/02/1990 Yes Report 21-25002

e. Inthe text box, type in the information that needs to be corrected for the
specimen, providing as much detail as needed to communicate the change.

[ Clear Message | Submit Message |  Back |
Message:
Specimen Number: 21-25802 REQ:
Patient Name: TEST, TEST DOB: ©2/02/199@
Gender: F DX Code(s):
Collected: ©8/30/2021 Received:

Submitting Account: 152511H-SAN LUIS OBISPO HEALTH DEAcct Phone: 8@5-781-558@

f. Click the button, “Submit Message”.

| Submit Message |
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g. You will receive a popup that a message has been sent to the laboratory. Click,
“OK”.

} halabdmz19 says

Message Submitted

h. After clicking, “OK”, click the “Back” button to return to the search criteria.

i. A message will be sent to the laboratory, and a representative will reach out to
you if there are any questions.

Xll.  Sending Messages to the Laboratory
a. Click on the “Send Message to Lab’ button to communicate to the lab. Options
for different request types are:
i. Add test to an existing order
ii. Change to existing order or patient record
1. Note: To bypass entering all of the patient details, look up the
patient record in “Pending Results List” or “Report Lookup”. Refer
to section Xl on Request an Order Correction.
iii. Order supplies
iv. Report an error
v. Request a specimen pickup
vi. Other
b. After selecting the type of request from the drop down, click in the lower text box
area to begin typing.
c. Note: Each message type includes instructions on what information is

needed in the message. Please include all necessary information to
expedite your request.
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Messaging:
Tvpe of Request:
| Request a Specimen Pickup v |
Clear Message Submit Message |
Message:
Information to be included: Your organization, address, type of specimens, amount of specimens

d. Once the message is complete, click the “Submit Message” button.

Xlll. Logging Off
a. Once you have completed all order placement and report retrievals, be sure to
select the “Log Out” button. This will end your session.

T

b. To log in again, click on the Login link or return to the main web portal page.

You have logged off the system.

Click here to LOQIn and resume working.

XIV. Contact Information
a. For Apollo Web Portal Support, contact the main laboratory line: (805) 781-5507.
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San Luis Obispo County Public Health Laboratory
2191 Johnson Avenue

San Luis Obispo, CA 93401

Tel: (805) 781-5507

Fax: (805) 781-1023

Dr. Glen M. Miller
Laboratory Director
Tel: (805) 781-5512
gmmiller@co.slo.ca.us

Lucia Martinez

Supervising Public Health Microbiologist
Tel: (805) 781-5509
Imartinez@co.slo.ca.us
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