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INSTRUCTIONS FOR OUTREACH ORDERS 

PLACING OUTREACH ORDERS 

 

 

 Go to the website: https://www.bdlab.com  

 Click on Connect with Physician Portal. Click, Go Physician Portal. 

 Login with your provided credentials. 

 

 Next you will see a screen display like that of the one above. To get to 

the orders, click the Orders button at the bottom of the box. 

 

 Now you will see a page similar to above. 

 To place a new order, click the Create button at the bottom of the page.  

 

 

 This is the Order Entry Window.  

 First, you can Set Submitter depending on users that are 

members of one or more groups and or ordering location. 

 Second, you can Search Patient for an existing patient.  

 

 Third, add a new patient by clicking Edit Patient. 

 Follow format. Asterisk items (*) have to be completed. 

 

 Fourth, add insurance by clicking Edit Billing.  

 Left side is guarantor; right side is for insurance carrier. 

 

Note: If the patient is the same as the Guarantor, click on 

Copy To Guarantor, then click on Copy to Insurance and 

the patients information is on both sides. If different, you 

just need to add the information in. * is required. Click OK. 

 

 Fifth, add specimen/test information by clicking Edit Order. Complete * 

 Left side is for clinical information; right side is for specimen information. 

 Select Order Priority – Standard or STAT. Clicking CTRL+Left mouse 

chooses multiple values from Biopsy Type and Additional info. Click OK. 

 

 Now you have Completed your Order, Click the Place Order button at 

the bottom of the screen. Numbers 2 and 3 is addressed on the next pg. 

 

 When you place your order, you will get a dialog box like the one above. 

 After taking note of the requisition number, you will click the Print icon to 

print the req form. Attach front and back copy of patient insurance card 

with the demographic sheet. 
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INSTRUCTIONS FOR OUTREACH ORDERS 

CHECKING ORDER STATUS & RESULT RETRIEVAL 

 

 Second, after you place your order, you can click Orders at the top right and it brings you back to the 

Orders Window seen on the screenshot below (Also, seen on page 1 after logging on). 

 

 The screeshot below allows you to view all orders placed along with its status – OPEN, 

ACCESSIONED, or CANCELLED. 

 

 If you click the Search box at the top, it displays the orders you have placed already.  

 Please note that after you placed the orders, it should show an OPEN status. The status should change 

to ACCESSIONED once the lab accessions the order.  

NOTE: Any changes to the order MUST be reported to the lab.  Please call 301-439-4301 x1 for 

assistance. 

 

 Third, after you place your order, you can click Results either at the bottom of the Order Entry 

Window or from the Orders Window which brings you to the Result Retrieval Window seen on the 

screenshot below (Also, seen on page 1 after logging on). 

 The screenshot below allows you to retrieve and check the results of the outreach orders along with 

its status – PENDING, or VIEW REPORT (signed and finalized).  

 

 If you click the Search box at the top, it displays the reports - PENDING, or VIEW 

REPORT (Finalized).  

 Once you’ve checked the order status, and satisfactorily concluded Viewing of reports, 

you may Log Out. 

NOTE: Use ONLY Outreach buttons for navigation. Unsaved changes WILL be lost if 

the back and refresh buttons are used.  
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