
Using the 
Workforce
Results Tab



Welcome to Workforce!

This training document will 
illustrate how to use the Results 
Tab in Workforce. We will cover:

• Navigating the Results Grid

• Sorting the Grid

• Customizing the Grid

• Searching for Results

• Archiving Results

• Exporting Grid Info



Results Grid

After logging in to the portal, 
you will see the results grid. 
Like a spreadsheet, the grid has 
rows and columns that display 
orders.

You may need to use the scroll 
bar at the top to view all of the 
available columns and the scroll 
bar on the side to see all of the 
rows.

You can also use the page 
navigation at the bottom to see 
more orders.
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Column Details
A few of the most helpful 
columns are:

• Name: Donor Name

• Lab Account : Account that 
the sample was tested under

• Sample Result : Result of the 
requested test

• eDocs : PDF of lab result 
letter or other documents 
pertaining to the test

• Sample ID : Chain of Custody 
number / sample number

• Service: Type of test ordered
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Sort Grid

Each column with a        can be 
sorted in ascending or 
descending order. 

Click on the arrow to change 
the sort order or select filter 
criteria. 

Click OK  to see your sorted or 
filtered results.

To clear column filters and view 
all orders in the grid, click the 
Clear Filters button.
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Customize Grid

Change the columns displayed 
or the column order by using 
the Customize  button at the 
top of the grid.

Click the checkbox  to display or 
un-check the box to hide a 
column. 

Click and drag the column titles 
to change the order displayed 
in the grid.

Click the orange Customize  
button to save your selections.

Grid customizations are unique 
to each user.



Search Results Grid

To find a specific order, use the 
Search tool at the top of the 
grid. 

First, select the criteria type you 
would like to search by.

Then, enter your search term 
into the field and select the 
         icon to search.

To reset your criteria selection 
and view all results in the grid, 
use the Clear  button.
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View Order Documents

Once you find the desired 
order, locate the eDocs  column. 
Click on the document icons to 
view result reports. 

These documents could be a 
lab generated report, MRO 
report or scan of a paper Chain 
of Custody.



Archive Orders

Once an order is no longer 
needed in the primary view, it 
can be archived. 

To archive an order, select the 
checkbox in the far - left column. 

Click the Archive  button.

Archived orders will be hidden 
from the primary grid view and 
denoted with a        icon.
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View Archived Orders

To view archived orders, select 
the checkbox next to Show 
Archived Orders. Archived 
orders will now display in the 
primary grid view. 
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Unarchive Orders

First, make sure you are viewing 
archived orders. 

To unarchived an order, select 
the checkbox next to the 
archived order.  Next, click the 
Unarchive  button at the top of 
the grid. 

The order will now be displayed 
in the primary grid view.
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Export Grid Information

You can export a CSV file of 
the grid information. 
Click on the Export CSV  
button at the top of the grid. 

Select a date range and if 
you want to include Active or 
Archived orders. Click Export 
CSV  to download the file.

Column headers on the 
spreadsheet will match the 
column titles on the results 
grid.
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