
Ordering Client Supplies
Ordering Supplies

1. Navigate to the page for ordering client supplies.
2. At Client #, click the client for which you are ordering 

supplies.
3. To find the item that you want to order, do one or more of 

the following:
a. Browse through the supply list. The numbers at the top of 

the page indicate the total number of available supplies 
and the number of supplies currently displayed. Do one 
or more of the following:
❍ To go to the next page, click the right arrow ( ).
❍ To go to the previous page, click the left arrow ( ).
❍ To go to the beginning of the list, click the left arrow 

and bar ( ).
❍ To go to the end of the list, click the right arrow and 

bar ( ).
If you are already at the specified location, the arrow 
appears dimmed. For example, if you are at the 
beginning of the list, the left arrow appears dimmed.

b. Go to a specific category of supplies. At Category, click the 
appropriate category. The bottom of the page displays 
only the items in the selected category, and you can 
browse through the supply list as described previously.

c. Search for a specific supply. At Search, type one or more 
characters of the name of the supply that you want to 
order, and then click . The bottom of the page 
displays all of the items that match the specified text, and 
you can browse through the supply list as described 
previously.

d. Return to the original supply list. To restore the list of 
client supplies that originally appeared when you 
accessed this page, click .
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4. In the QTY column, type the quantity of each item that you 
want to order. (To remove an item from the order, select and 
delete the quantity.)
Be sure to note the units in the UNITS column. For example, 
alcohol preps are packaged 200 per box. If you want 200 
alcohol preps, you should type 1 in the QTY column rather 
than 200; otherwise, you would receive 200 boxes of 200 
each.

5. At Comments, type any appropriate comments.
For example, you can request an item that you cannot find 
in the list, or bring attention to items that you need 
immediately.

6. Click .
The Client Supplies - Order Confirmation page appears, 
displaying the order number, the list of items ordered and 
their quantities, and any comments you provided.

7. If you want to return to the Client Supplies - Order Form page 
to add or remove items in the order or change your 
comments, click  and repeat steps 3–6.
Otherwise, click  to submit the order.

When you click , an e-mail is automatically sent 
to Quest Diagnostics®, and the Client Supplies - Order Form 
page reappears.

Viewing or Printing Previously Placed Supply Orders

1. Navigate to the page for ordering client supplies.
2. Click the Order History tab.

The page automatically displays all of the orders placed for 
the default client in the last 30 days.

3. If you want to search for orders other than the ones 
displayed, follow these steps:
a. Do one or more of the following:

❍ Specify a different client. At Client #, click the client 
whose order history you want to view.

❍ Specify a different date range. At Start Date and End 
Date, type the appropriate date range. For example, to 
retrieve a list of supply orders that were placed in the 
previous month, you would type the beginning and 
ending dates of the previous month at Start Date and 
End Date. 
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Viewing or Printing Previously Placed Supply Orders, continued

You can also omit either the start date or end date. If 
you provide only a start date, you will retrieve all 
orders placed between that date and today. If you 
provide only an end date, you will retrieve all orders 
placed prior to that date.

The date format is MM/DD/YYYY.

Tip:  You can use any of the following shortcuts to 
specify the date:

Type t for today’s date.
Type y for yesterday’s date.
Type t-# (where # is the number of days prior to 
today). For example, type t-7 to specify one week 
prior to today.

Specify a particular user. At Submitted by, type the user 
name of the person who placed the order.

b. Click .
All orders that match the specified criteria appear at the 
bottom of the page.

4. If you would like to view any of the listed orders, click the 
order number.
The Client Supplies - Order Detail page appears.

5. Do either of the following:
To print the order, click , make any appropriate 
changes on the Print dialog box, and then click .
To return to the Order History tab, click .

For assistance, contact the Help Desk at 602.685.5465, 
or toll-free at 800.766.6721, ext. 5465.


