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 GENERAL INFORMATION 

Purpose 

This SOP provides guidelines on how to use the LabWare WebLIMS Module which gives 
authorized submitters and epidemiologists1 access to LabWare to submit orders and to view 
and print reports for their patients or patients in their authorized territory/region. 

 

Scope 

This SOP is for all users of LabWare WebLIMS.  Users consist of authorized personnel and 

sample submitters to Florida Department of Health Bureau of Public Health Laboratories as 

well as Florida Department of Health state and local epidemiologists. 

  

                                                                    
1 To become an authorized user, please visit http://www.floridahealth.gov/programs-and-
services/public-health-laboratories/weblims-ra.html complete and submit the Computer Use and 
Confidentiality and WebLIMS Access Request Forms. 

http://www.floridahealth.gov/programs-and-services/public-health-laboratories/weblims-ra.html
http://www.floridahealth.gov/programs-and-services/public-health-laboratories/weblims-ra.html
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BASIC CONVENTIONS USED 

1. Blue field name: these are fields that require entry.  

An example:  

2.  : clicking this icon will display a list of options related to the field for selection. 

3. Fields with drop down: generally these fields require user to enter the information by selecting 

from the drop down list. 

An example:   

 

4. There is a time-out function for WebLIMS. This is approximately 10 minutes. 

a. Once timed out, user will need to log back in and restart the process. 

 
Click “Create New Session” to re-enter and start over. 

 

 

  



Page 6 of 50 pages   Return to Table of Content 

LOGGING IN 

1. Click          https://weblims.floridapublichealthlab.com/ 

 

 
 

1. In the login page, enter the user name and password received from BPHL upon request. 

 

2. Click the LOGIN button. 

 
 

  

https://weblims.floridapublichealthlab.com/
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3. Select your role from the drop down menu and select OK. 

 
 

4. Please note that the workflow selection screen after login will vary depending on your role.  For 

a “_WEBLIMS” role, the selection screen will be: 

 
 

For a “_WEBLIMS_ORD_RPT” role, the selection screen will be: 

 

 
 

PLEASE NOTE:  Users can only place orders for providers/practitioner authorized for the user.  The 

user's professional organization and role dictate authorized providers/practitioners.  If the 

providers/practitioners displayed are not consistent with those under the user's purview, please log out 

immediately and notify BPHL Help Desk at (904) 791-1567 or DLBPHLLAR@flhealth.gov   

file:///C:/Users/cookmx/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/WV1HUKXW/DLBPHLLAR@flhealth.gov
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REPORTS 

REPORT SELECTION 

1. To view reports in WebLIMS, you may either select from: 

a. The buttons on the Workflow: 

 
 

b. Or select the “Web” tab to view the available reports.  

 

2. Select the desired report to run. 

a. Patient Reports:  Allows access to individual test reports for patients. 

b. Sample Status Report:  Allows access to status of samples submitted. 

c. Monthly Statistics Reports: 

i. Monthly Statistics Report: Provides monthly statistics by submitter as number 

of samples submitted and number of tests performed for each analysis within a 

given time period. 

ii. Abnormal Report:  Provides monthly abnormal samples by submitter. This 

report lists total number of samples submitted, total normal and abnormal 

samples, and test summary noting number of normal and abnormal tests for 

each analysis within a given time period. 

iii. Unsatisfactory Report: Provides the number of unsatisfactory samples 

received from a submitter for a given time period. Sample Unsatisfactory 

Reasons are noted in the report if requested with details.  

d. Epidemiology Reports:  Provides the number of samples submitted by program and 

county and number of tests by program, analysis and county within a given time period. 
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3. To run subsequent reports, begin again at the Web tab, select the report to run and enter the 

parameters.  Within the same session, the report parameters will repopulate with parameters 

last entered. 

PLEASE NOTE:  Ensure the Explorer Window is minimized.  If the window is maximized, reports 

run will not be visible until the window is minimized. 
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PATIENT REPORTS 

Searching under Patient Reports allows access to individual test reports for patients. 

1. Enter the desired report parameters in the Patient Search Screen. 

   

 

2. The Date Collected/Rec’d Start and Date Collected/Rec’d End fields are required fields. 

 

3. Select OK when finished. 

 

4. The Query Select Dialog window will be displayed. 

 

 

5. Select the patient and click “OK.” 
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6. If the patient has  

a. only one report, that report will be displayed.   

b. multiple reports, a Sample Selection window will appear. 

        

7. Select the desired sample report, click “OK,” to display the report. 

           

8. Print or save the report if desired by following the steps on Printing Reports (P. 25). 
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SAMPLE STATUS REPORT 

The Sample Status Report provides status of samples submitted. 

1. Enter the desired parameters and click OK in the Sample Status Search Dialog box. Note the 

Date Collected Start and End fields are mandatory fields and require entries. 

 

2. Select the patient record to view in the Query Select Dialog box 

 

3. Click OK to view the reports of the selected patient. 

4. Select the desired reports in the displayed Query Select Dialog box. 

 

PLEASE NOTE: Currently, sample reports will run for only one sample at a time. 
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5. Select the desired sample and click “OK” to view the report. 

 

6. The report will be displayed.  Reports viewed under Sample Status Reports will always be 

labeled “Unofficial Report.”  Official reports may be viewed through the Patient Reports 

option. 
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MONTHLY STATISTICS REPORTS 

Monthly Statistics Reports include the Monthly Statistics Report, the Abnormal Report and the 

Unsatisfactory Report. 

 The Monthly Statistics Report provides monthly statistics by submitter as number of samples 

submitted and number of tests performed for each analysis within a given time period. 

 The Abnormal Report provides monthly abnormal samples by submitter. This report lists total 

number of samples submitted, total normal and abnormal samples, and test summary noting 

number of normal and abnormal tests for each analysis within a given time period. 

 The Unsatisfactory Report will list the number of unsatisfactory samples received from a 

submitter for a given time period.  It can be run in two ways- with or without details.  Sample 

Unsatisfactory Reasons are noted in the details. 

 

1. In the displayed dialog box, enter desired parameters in all three fields as they are mandatory. 

 

2. Click OK to continue. 

3. There are 3 different statistical reports available. 

4. In the displayed Select Dialog box, select the desired statistical report, and click “OK.” 
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MONTHLY STATISTICS REPORT 

The Monthly Statistics Report provides monthly statistics by submitter as number of samples submitted 

and number of tests performed for each analysis within a given time period. 

5. When selecting the Monthly Statistics Report, a report like the following will be displayed: 
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ABNORMAL REPORT 

The Abnormal Report provides monthly abnormal samples by submitter. This report lists total number of 

samples submitted, total normal and abnormal samples, and test summary noting number of normal and 

abnormal tests for each analysis within a given time period 

6. When selecting Abnormal Report:  

a. Select whether to run the report with or without details. 

 

b. The Abnormal Report (shown below) will be displayed. 
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The following is the second page of the same Abnormal Report if requested with details: 
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UNSATISFACTORY REPORT 

The Unsatisfactory Report will list the number of unsatisfactory samples received from a submitter for a 

given time period.  It can be run in two ways- with or without details.  Sample Unsatisfactory Reasons are 

noted in the details.  

7. When selecting Unsatisfactory Report: 

a. Select whether to run the report with or without details. 

 

b. The Unsatisfactory Report without detail (shown below) will be displayed. 
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c. This is the second page of the same report if requested with details 
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EPIDEMIOLOGY REPORTS 

Epidemiology Reports provide the number of samples submitted by program and county and number of 

tests by program, analysis and county within a given time period. 

1. Enter information for the mandatory fields (Last Reported Begin and End) and other 

parameters if desired in the displayed dialog box. 

 
 

2. When entering filter for the Analysis Type, a Quick Codes Selection Dialog box will appear. 

3. LW allows a filter of one or more groups of analysis via the Quick Codes Selection Dialog box. 

 

  



Page 21 of 50 pages   Return to Table of Content 

 

4. Select the desired group of analysis by one of the following options: 

 

a. Click on the desired analysis category you would like to select and that category will be 

highlighted.  You may either  

i. click the “Assign” button at the bottom of the window, to add the selection to 

the bottom pane of the window. 

ii. or just double click the desired category to assign it for the report.  The 

selection will be added to the bottom pane of the window. 

 

b. To select more than one items  

i. Choosing single item:  Highlight the desired item and click Assign. 
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ii. Choosing more than 1 item but not all: repeat the above step for the next item. 

 

 

iii. Choosing all the item: select the ALL button. 
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5. When all the desired analyses are selected, click OK.  The selection(s) will appear in the 

Analysis field displayed in step 1 above. 

 

 
 

 

6. If the entered parameters are satisfactory, click “OK” to display the report. 
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7. The following is an example of an Epidemiology Report: 
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PRINTING REPORTS 

1. If no print icon displays, right click on the report to display the shortcut menu. 

 

2. SELECT “Save As” or “Print.” 

Available functions will depend upon the user’s internet browser and PDF application. 
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3. In the Print Dialog Window you may choose to save the document as a PDF, or to fax the 

document or send it to a printer. 
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ORDERING 

CREATE ORDERS 

1. In WebLIMS, select Create Order 

 

 
 

2. As an alternate, select the Create Order from the drop down 
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3. There are 3 tabs in the Clinical Testing Order Form page. Enter information in all the required 

fields in all the tabs. Detail of entries for the fields in the 3 tabs can be found in later sections. 

 

 
a. Sample tab: collects sample related information.  

b. Patient: collects patient related information. 

c. Insurance: collects patient insurance information. This is required entry if it is noted on 

the Patient tab that patient has insurance. Otherwise, this tab would not be available 

for entry. 

 

4. Once all data are entered in all the tabs, in order for the order to be submitted, the order must 

be saved.  

a. Note:  

i. It is important to SAVE  the order to submit.  

ii. Selecting the CLOSE  on the upper right hand corner of the window would 

bypass a lot of programming and the order will NOT be submitted. 

b. Select YES or NO as desired in the PLEASE CONFIRM dialogue box.  
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5. After selecting YES to submit the order, the requisition for the sample will be displayed. 

 
 

6. If desired, print or save the requisition by following the steps on Printing Reports (P. 25) 

a. To exit, select , Or  on the tab  

 

b. Select “Yes” if the following dialog box appears to close the Order window.  
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If the following dialog box appears, select “LEAVE THIS PAGE” if completely finished 

with the Requisition PDF, or select “STAY ON THIS PAGE” to keep open a tab for this 

requisition. 

 
 

7. To create new order, go to FILE > Create New Record 
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8. Select the appropriate option at the following dialog box. The default information is specific to 

the user. 

 
 

a. When selecting one of the “COPY …” options, the provider (and the patient 

information) of the previous submitted order will be automatically populated in the 

new order. 

b. Otherwise repeat steps for creating new orders. 
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SAMPLE TAB FIELD ENTRY INFORMATION 

TUBE ID 

 

1. It is a required entry. 

2. This identifies the sample submitted. Only unique numbers are to be used. If by chance a 

duplicate ID was entered, LabWare will not save the order and require correction. 

 

 
 

3. The unique ID: these IDs must be unique in a global sense among all samples submitted to 

BPHL. 

a. They can be generated by the submitter or  

b. Interested providers may request a list of numbers unique from BPHL 
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SUBMITTER (HOSPITAL, CLINIC, OFFICE, ETC): 

 

1. This is a required entry. 

2. It defaults to the LabWare code for the first of the submitters authorized to the user. The 

expanded information of the submitter will be listed below the field. 

3. If a different submitter is desired, clicking the on the right end of the field will display a list 

of available submitter for the particular users. Select the desired submitter and click OK. 

 
 

  



Page 34 of 50 pages   Return to Table of Content 

PRACTITIONER (DOCTOR, CLINICIAN, ETC.)  

 

1. This is a required entry. 

2. It defaults to the LabWare code for the first of the practitioner authorized to the user. The 

expanded information of the practitioners will be listed below the field. 

3. If a different practitioner is desired, clicking the on the right end of the field will display a 

list of available submitter for the particular users. Select the desired practitioner and click OK. 

 

  



Page 35 of 50 pages   Return to Table of Content 

RECEIVING LAB 

  

1. This is a required entry. 

2. It defaults to the BPHL that is associated to the submitter. 

3. It can be changed to any of the three BPHL by selecting  to expand the list of available 

options. 

 
4. Select the desired lab and click OK. 
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SPECIMEN COLLECTION DATE 

  

1. This is a required entry. 

2. Enter the date in the format listed. 

3. Click  to open the calendar.  

 
4. Select the desired date to enter into the field. 

  



Page 37 of 50 pages   Return to Table of Content 

ICD-10 CODE 

  

1. This is a not a required entry field. 

2. There are 2 ICD-10 code for use. 

3. Click to see available options of ICD-10 code. 
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OUTBREAK RELATED 

  

1. This is a not a required entry field. 

2. Select from the drop down to indicate if the testing is related to an outbreak. 

3. This information is helpful when there is an investigation of an outbreak. 

 

PROGRAM COMPONENT 

  

1. This is a not a required entry field. 

2. Click  to select from the list of available program component codes. 
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SPECIAL PROJECT ID AND COMMENTS 

  

1. Neither of these fields are required entry field. 

2. Enter information as desired in these fields. 

TEST CATEGORY 

  

1. This is a required entry field. 

2. The drop down is empty if the RECEIVING LAB was not entered. 

3. Select from the drop down one of the test category. 

 
4. All available tests for ordering are grouped under one of these category. 
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SPECIMEN SOURCE 

  

1. This is a required entry field. 

2. The options available in this field is dependent on the Test Category selected. 

3. Click to view available choices. 

 
 

4. The tests available for selection is dependent on the specimen source. Therefore, if the desired 

test is not available under one specimen source, you may need to select a different but similar 

specimen source.  
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SELECT TESTS AND PANELS 

  

1. This is a required entry. 

2. The available options of tests and panels are dependent on the specimen source. 

3. The list would be blank if either (or both) Test Category or (and) Specimen Source is (are) blank. 

4. An example of the list displayed after clicking the button: 

 
 

5. Select ALL the tests and panels desired. 

6. Click OK to save. 
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PATIENT TAB FIELDS ENTRY INFORMATION 

SEARCH FOR PATIENT 

  

1. Click this button to search for Patient only AFTER at least one of the following information is 

entered on the Patient tab. 

a. Social Security number 

b. Patient ID – this refers to the patient identifier created by LabWare 

c. At least TWO of First Name, Last Name or Date of Birth 

2.  If not, the following informational dialogue box will appear. 

 
 

3. Once the search conditions are met, all relevant patient information will be filled in if the 

patient existed in the LabWare database. 

4. User may correct/update the information as appropriate. 
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FIRST NAME, LAST NAME, DOB 

  

  

  

1. These are required entry fields after the Patient Search Process. 

2. Do not include the suffixes, such as Jr., Sr., II etc. in the Last name or the first name. There is a 

specific field for that piece of the information. 

3. For the Birth Date, click  to access the calendar for selection of date. 

 

NAME SUFFIX 

  

1. This is an optional entry field. 

2. Select from the drop down for the appropriate suffix to use. 

3. Leave blank if not applicable. 

 

PATIENT ID 

  

1. This is an optional entry field. However, if this is available, the Patient Search Process can be 

carried out with just this piece of information. 

2. When search, this information and the submitter are searched as a pair.  

 

SOCIAL SECURITY NUMBER 

  

1. This is not a required entry field. However, if this is available, the Patient Search Process can be 

carried out with just this piece of information. 

2. When entering this information, it is not important to include the “-“. 
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PREGNANT 

  

1. This is a required entry field. 

2. Select dropdown to see all available options. 

 

HAS INSURANCE 

  

1. This is a required entry field. 

2. When selecting YES, entry of at least one Insurance on the Insurance tab is required. 
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INSURANCE TAB FIELDS ENTRY INFORMATION 

When the HAS INSURANCE field on the Patient Tab is YES, the first set of insurance information on this 

tab is required. If patient has more than one insurance, fill out the INSURANCE 2 and INSURANCE 3 as 

appropriate. 

INSURANCE TYPE 

 

 

 

INSURANCE NAME, POLICY NO., GROUP NO. 

 

Complete the patient’s insurance information in the above mandatory fields.  

 

OTHER INSURANCE INFORMATION 

 

The above fields are not mandatory, but should be completed if available. 
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INSURANCE 2, INSURANCE 3 

If the patient has secondary and/or tertiary insurance, fill in the same way as Insurance 1 as applicable. 
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REPRINT ORDER REQUISITIONS 

If a copy of a previous requisition is needed, the requisition may be reprinted through Reprint Order 

Requisition. 

 

           

1. Enter the desired report parameters in the Search Dialog.  Please note “Customer” is a 

mandatory field. 

  

 

2. Select Search when finished.  
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3. The search results available for selection will be displayed at the bottom of the screen. 

 
 

 

4. Search results may be sorted ascending or descending by clicking on any column header in the 

Search Results Panel.  Results will be sorted by the information within the selected column. 

 
 

5. Select the requisition desired and click “OK”, or double click the selected record. 

  

Search 

Results Panel 

For example, here the results have 

been sorted by Web Order ID in 

ascending order.  Click again and 

they will be sorted in descending 

order of Web Order ID. 
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6. The requisition will be displayed. 

 
 

     

7. Print or save the requisition if desired by following the steps on Printing Reports (P. 25) 
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CONTACT INFORMATION 

 

Issue Contact Email Tel Fax 

Access to WebLIMS BPHL Help Desk DLBPHLLAR@flhealth.gov (904) 791 – 1744 (904) 791-1567 

WebLIMS functionality “ “ “  

 

 

 

file:///C:/Users/cookmx/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/WV1HUKXW/DLBPHLLAR@flhealth.gov



