Standard Operating Procedure for Creation of Test Request by Customer

1 Test Request Created by Customer
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a) Customer Login & Quotation Creation
i. After logging in as a customer, on the right side there is a “Create Quote” button.
Click on this button.
(There is a Start Tour button available. On clicking this button, a guided tour will
begin, showing how to fill the form step by step. At each step, a popup will

appear with instructions to guide the user through the process.)
ii. Select Testing in Lab.

Please Select

Please choose the relevant option

iii. Later, choose the required Standard and Laboratory. selected, click on Next to
proceed to the form filling section.
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Customer Details Section (Test Request Form):
i. Inthe Customer Details section, the Customer details are to be filled.
Already, filled-in details are auto-populated.
ii. Customer details are displayed for the customer on Customer Details Section

Billing and Service Party Details (Test Request Form)
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i. Fillin the Billing Party and Service Party details.

ii. If the Billing Party is the same as the Customer So, for first-time entry, the billing
details must be entered manually.

iii. To save the billing details for future use, select Address Book — Billing at the
bottom of the form.

iv. To retrieve saved details, click on Fetch from Address Book.

v. If the Billing Party and Service Party details are the same, select the checkbox
“Billing Party Same as Service Party”.

vi. Click on Save to proceed
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This section is used to define certificate sharing details.
Select whether the Certificate is to be sent to Service Party or Billing Party and

enter the email address.

Additional Users and specify the

email address.

iv. Enter any additional remarks or information, if applicable.

Upload supporting documents using the Upload Document option.
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i. Navigate to the My Product section.
ii. Click on Add Sample for the selected product.

changes, if required.

iii. Enter the required sample details.
iv. Click on Save and Modify to save the sample information and make further

iii. If the certificate needs to be shared with any other party, select Certificate to

My
Product
Sample
Details
(LIMS)



f)  Test Parameters and Charges (LIMS)
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i. After the sample is created, all test parameters associated with the product are
displayed.

ii. The details of each parameter (test) are shown.

iii. Test charges and Specimen Charges for each parameter are displayed.

g) Select Parameter Option
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i. A pen (edit) icon is available next to the “Select Parameter” field.

ii. Click on the icon to open the parameter selection window.

iii. From this window, users can choose the required parameters from the
defined standard.

iv. After selecting the desired parameters, click on Save & Submit to proceed.

h) Total Amount and Discount Details
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i. The Total Amount section displays the final calculated amount based on the
selected parameters. (It includes the price of selected parameters along with
specimen charges).

ii. A Discount can be applied based on the organization type.

iii. Additionally, users have the option to apply an extra (additional) discount if
required.

iv. If applicable, TDS (Tax Deducted at Source) can also be included.

v. Applicable taxes such as CGST and SGST are calculated and displayed
accordingly.



vi. Users can modify TDS and discount values as per requirements before final
submission.
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