
Placing 
Orders in 
Workforce



Welcome to Workforce!

This training document will 
illustrate how to use Place Orders 
in Workforce. We will cover:

• Starting an Order

• Adding Services

• Donor Self Schedule

• Clinic  Selection while Ordering

• Sending Authorization Form

• Authorization Form Layout



Order Tab

After logging in to the 
Workforce portal, you will see 
the results grid. 

To begin placing orders, click 
on the Order  tab at the top of 
the page. 

Benson, Barry

Carter, Thomas

Sanchez, Juanita

Long, Sally

Cleves, Anne



Add Company

If you are a user who has access 
to placing orders, you will  see 
an Order Form . 

Begin  by entering the company 
name and reason for reason for 
the order.

The company name will  
pre-populate from the list of  
companies set up in the portal.

Benson, Barry

Carter, Thomas

Sanchez, Juanita

Long, Sally

Cleves, Anne

Example Demo Company



Select Reason

Select the Location , if applicable .

Select  the Reason  from the drop -down 
list. Fields with an asterisk are required.

If you would like to limit the Reason 
options that can be chosen, you can 
set defaults under the Administration  
tab. Select Order Defaults .



Add Services

Add services to the order by clicking 
the button for the category of test 
needed. 

Select the Lab Account from the list of  
accounts associated with the chosen 
company. 

Select the test type  needed. Options 
will be given based on the account 
code.

Select appropriate options, such as 
Single , Split  or Observed .

Select the Regulatory Mode. These 
can also be limited with Order 
Defaults .



Add Services

Select the Category.

Select the Test to Be Performed . The 
list will reflect test panels that have 
been mapped to the chosen CRL 
account code.

Add the service to the order by 
clicking the Add  button.

The  service  will be added  to the Cart .



Add Additional Services

Repeat the process to add additional 
services in other categories. 

Services for one donor can be added 
to the same cart.

Once all services for that donor are in 
the Cart , select  the Confirm  button.

Click Next  to move to Step 2.



Add Donor Information

Choose the ID Type . Regulated tests 
will default to ID required by the 
regulating authority.

Enter required donor information .

If the donor is already in the portal, 
the donor information will populate 
once the Donor ID is entered.

Move on to Clinic  selection .

There are two options :
Allow the Donor to select a clinic or 
Find a Clinic while placing the order.



Option 1:

Allow Donor to Select Clinic

Under the Clinic  section, check the 
box for Allow Donor to Select Clinic .

Enter the Donor Email .

Choose  an Expiration  Date .

If the Extend Expiration by 24 Hours 
box is check, there will be a 24 hours 
grace period for the expiration Date.

Additional Comments to Site can be 
added in the box provided.

Click the Submit  button.

******



Donor Email 

Review the order .

The Authorization Number will be 
displayed. 

Click Finish .

The Donor  will receive an email with 
a link to choose a clinic location. 

The Donor  will have 48 hours to 
select a clinic. The Authorization 
form will be created once the clinic 
location has been selected. 



Donor Site Search                  

After clicking the link, the Donor  will 
be able to search for a clinic based 
on city, state, or zip code. The search 
will return only clinics offering the 
ordered services.

Once  a site is selected, the Donor  will 
have the option to receive a copy of 
the Authorization form via print, 
email, or text message.

The donor will enter their contact 
information and can click the “+” to 
send a copy to additional contacts.



Option 2:

Select Clinic While Ordering

Rather than allowing the donor to 
select a clinic, click the Find Clinic 
button.

The site search page will load. Select 
the search radius and city, state, or zip 
code. 

******



Option 2:

Select Clinic While Ordering

The search will return only clinics 
offering the ordered services within 
the set radius. 

Click the        to see the clinic hours 
and contact information.

Click  Select  Site. 

Check the clinic time zone and choose 
an Expiration Date .

If the Extend Expiration by 24 Hours 
box is checked, there will be a 24 hour  
grace period for the expiration Date.

Click the Submit  button.



Option 2:

Select Clinic While Ordering

You will see the Authorization 
number  and the ordered services 
listed.

A PDF  of the Authorization  can  be 
printed here. 

There is also an option to enter 
contact information for the Donor  or 
other party to receive a copy of the 
Authorization form via email , or text 
message.

Click the “+” to send a copy to 
additional contacts.

Click the Finish  button.

******



Authorization Form

The Donor  will receive a copy of the 
Authorization Form and the 
information needed to complete 
their services .

The order has  now been placed and 
can be tracked from the Results  tab 
in Workforce. 



Authorization Form Layout

The Authorization Form will show:

1. Authorization Number and Barcode

2. Expiration date and time

3. Clinic Site with address and phone 

4. ID and appointment instructions

5. Marketplace  guarantee

6. Services to be provided

7. Account  number s

8. Employer and  DER  information
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