
How to create an order?



How to create an order using products

To create an order using existing Products on Europortal
On the menu, click on "Orders" and "Create"

A box will appear to allow you to select the:
Client - this is your company
Quotation - this is where your test suites are located such as Microbiology 
or Chemistry

Fill in the appropriate fields such as PO Number, Dispatch date and Order Name if 
required. Click on "Select Products"

A pop-up box will appear. Select the category to find your samples - this will load your 
samples/products on the left

Add products into your Basket by selecting "Add to Basket" - this will load the product 
onto the right, where you are able to Remove or change the quantity.
Filters on the left are optional if you require to search a particular item
To add these products to your order, click on "Add to Order"



How to create an order using products

Products will appear in the order. Fill in the appropriate additional fields to the right. If 
the addition field information is the same throughout your products, click on the arrows 
next to this field to copy up/down.

If barcodes and a scanner is provided to you, click into "Eurofins Barcode" empty field 
and scan the product with a barcode.

If you do not have a barcode and scanner, click onto "Generate Barcodes" to fill these 
fields with a unique identifier for each sample. To print these barcodes to stick onto 
your samples, click on "Download Barcodes" which will provide you a PDF document to 
to download and print.

Click "Next" to proceed onto Step 2.

To add test suites to your samples, click 
onto the drop-down list under "Package". If 
you have specifications, these can be 
chosen under "Limit Set".
Once all of your products have test suites 
assigned, preview your order by clicking 
on "Submit" (N.B. the order is not 
complete)

A pop-up will allow 
you to preview, save 
and print this order 
form. To finalise this 
order, click 
on "Submit"



How to create an order without using a product list

If you do not have products in your Product List, submit an order manually

Select the Client and Quotation (this will be where test suites are located)

The right side of the form are the additional fields to fill-in. Once these are filled, 
click "Next"
Add the tests to the samples, this can be chosen from the Package, or a Pick List by 
selecting "Add Tests"
When finished, click "Submit"

A pop-up box will appear to 
allow you to preview the 
order, save and print. 
Click "Submit" to finish the 
order

An order form will appear. 
Click on "Add Sample" at 
the bottom left of the form. 
This will add rows onto the 
order form.
Fill in the relevant fields of 
the sample such as Category 
and Sample Description



How to create an order without barcodes

Generate barcodes if you do not have a reel of barcodes and a scanner.

Create an order
Click onto "Generate Barcodes" - this will populate the samples with a unique 
identifier

"Download Barcodes" will download a PDF sheet of the barcodes ready to print. 
These can be printed onto paper or blank labels



How to order a test from Pick List

To add an individual test (either in addition of a test suite or alone), you can choose a 
test from a Pick List
When creating an order, fill in the relevant fields (on how to create an order click here)

If relevant, assign your sample to a package. Otherwise, click on "Add Tests"

A pop-up box will appear called "Test Picker" which will display all of the packages 
(dark blue) and the Pick Lists (light blue). Select the relevant Pick List to drop-down

Select a Pick List test by 
ticking the box and 
clicking "Apply"

The test will appear on the 
order. Select which sample 
you require this test to be 
applicable. If you would like 
to apply this test to all 
samples, click on the arrow 
down next to the tick box.

Continue with your order 
and finalise the order by 
pressing "Submit"

Page 7 



How to create an order template

Creating an order template is an efficient way of regular sample submission such as daily 
or weekly schedules.

Enter your Company and Quotation

Select your routine products/samples by "Select Products" - this will be from your 
Product List.

"Add Sample" - this is manual submission of samples, if you do not have a Product List.

Enter the necessary Additional Fields that will be consistent information for the template 
e.g. Production Line, Swab Point.

Assign the samples to a package or test if necessary.

Once all necessary fields are filled, click "Save As Template"
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How to create an order template

A pop-up box will appear to 
allow you to give the 
template a name.

Save as New - this will 
create a new template

Overwrite Existing - select 
an existing template from 
the drop-down to overwrite 
it with this new one

Click "Save"

Access to these templates are found under "Orders" and "Templates"

The template will appear in the box below. It will display the Name the template, the 
quotation it is under and how many samples does each template contain.

To create an order from a template,
select the icon,      this will redirect you to the Orders page.

icon indicates that the quotation that this template has been created has been 
cancelled/expired

to delete this template
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How to view what tests are in a package

When you are in the process of creating an Order you can view the test that are inside 
the package by selecting the "Add Tests" button in the top right hand corner of the 
Order box:

This will open up your quotation and you can search for the package that you would 
like to  know the tests for by using the Filters at the top of the Test Picker pop out 
menu, alternatively you can scroll through the menu until you find the correct package 
you are looking for:

Once you have found the required package you have to click the name and it will 
expand to show the tests used in that package:
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