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1 Introduction 

This user guide explains some of the useful features available in the eOrder system. 

2 On Screen Prompts. 

The Test details screen provides a number of on-screen reminders or prompts. 

 

 Inappropriate Tests 

1. Tests which are not usually appropriate for the patient you have selected are identified in the form. 

2. For example, this patient is Female and therefore the PSA test is greyed out. 

 

 
 

3. In this example, HbA1C is shown in a pale blue colour. 

 

 
 

4. This is to advise that an order has been placed for this patient within the recommended frequency 

– in this case within the last 90 days.  

5. Hovering the mouse over the test will provide information about the test itself and the reasons why 

it is showing in the way that it does. 

 

 
 

6. However, you can still order this test if clinically indicated, using the Additional tab. 
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 Previous Results Available Indicator 

1. Where a test is shown with a blue arrow next to it, there are previous results for this test. 

 

 
 

2. Click on the  blue arrow.  

3. The previous tests screen will open and show the status, together with clinical information. 

 

 
 

 Clinical Details required 

1. If a test requires specific clinical indicators to be included, the eOrder form will prompt.  

2. In this example, the ESR test has been selected and the requestor must include the clinical indicator 

to inform the laboratory of the reason for the test request. 
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 Instructions for Patients 

Instruction to patients on how to collect the sample are printed on the order form, as shown.  

 

 
 

3 Link to Specimen Collection Guide 

1. The eOrder web form links directly to the laboratory system and provides access to the Pathology 

Specimen Collection Guide. 

2. This enables you to look up the cost of tests and also the collection methods and sample types if you 

are collecting a sample in your own practice. 

3. In the left panel of the eOrder form you will see a link in bold black type. 

 
4. The actual wording varies according to region. 

5. Click on the link. 
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6. In the screen which opens, type the name of the test. 

 

 
 

7. Then click on the Search button on the right. 

8. In the list which is displayed, click on the item you need. 

 

 
 

9. The item is displayed with cost and collection information. 
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4 Configuring the My Tab 

1. The My Tab enables you to create your own groups of frequently ordered tests which means you can 

select all the tests with a single tick. 

2. This screen is user specific. The settings you create are personal to you and not shared with other 

members of your team. 

3. The eOrders team can copy groups automatically from one person’s My Tab to the rest of the team. 

4. If you would like this done, please send the name of the clinician who has set up the My Tab AND 

their HPI/CPN number or NZMC/NZNC number to helpdesk@eorder.co.nz 

 

 
 

5. You can add any tests which are available on the eOrder web form. 

6. If you are unable to find the test you require, please send a request to helpdesk@eorder.co.nz to 

have it added to the Additional My Tab Tests group. 

7. The My Tab is user specific. Each user needs to set it up for him/herself. 

8. For this reason, it is often more efficient for the practice to send the list of test groups to the eOrder 

team for setup for ALL users. 

9. Click on the blue cross to open the Ordering Group form. 

10. Type the name of the test group in the Ordering Group Name field. 

11. The Display position controls the order in which your groups will be listed on the page. Pink infills 

show a group at that position already.  

 
 

12. To add tests to your group, type a few characters of the test name into the Search field and click on 

the Search button. 

 
 

13. To add an item to your group click on it. It will then be displayed in the lower pane. (Group Contents). 

 

 
 

14. Continue adding until your group is complete. Then click on the Save and Close button at the bottom 

of the screen. 
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15. You can hover over your group to see the tests included in it. 

16. If you need to edit the group, right-click on the last letter of the group title and select the Edit option. 
 

 
 

17. Click on the Red Cross to delete an item from the group. 

 

 
 

18. Add extra tests exactly as before. 

19. To Delete an Order group, right click and choose Delete. 

20. When you make your selection of tests using the My Tab, the tests are automatically ticked in the 

tabs where these orders are located. 

 

 

 

 

 

Further information can be found in the two companion user guides –  

Results and Amendments  and  Extras 

 

As well as the FAQs section on the eOrder website. 
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