
LINK2CHOP-OUTREACH CLIENTS JOB AIDE 

Link2CHOP is a web-based portal that allows approved outreach sites to:   
• Find patients associated with their site 
• Place laboratory orders 
• Review requisitions 

• Review laboratory result reports 
electronically 

Accessing Link2CHOP 
1. Open the Link2CHOP web link in a browser. 
2. Log in using your individual user credentials.   
3. After logging into Link2CHOP, you will be asked to confirm your login department.  Please make sure the 

listed department is appropriate for the location you are currently at. 
 

Patient Visibility & Security 
• Users can only see patients from their own login location by default 
• Patients will appear on the My Patients list after specimens from that site have been ordered 
• Patients show up in the My Patients list for a limited time.  After the ACCESS ENDS date, the patient will fall 

off the list and will need to be searched for. 
 

Finding and Reviewing a Patient 
 There are three ways to access a patient to place an order for lab testing: 

1. Use Search My Patients to search for a patient with a recent previous lab order collected at the logged in 
user’s location. 

2. Use Search All Patients to search for a patient with a laboratory testing record at a CHOP lab. 
 

3. Use Create a New Chart to enter information for a patient with no existing CHOP record.  Please note that 
it is recommended that you search all patients before creating a new chart to minimize duplication of 
records. 

 
Placing Laboratory Orders 

1. In the Home menu area click on the “Patient” option and select “Order Entry” 
2. When the Patient window opens, check the My Patients tab for the current patient 
3. If the patient cannot be found on the My Patients tab, navigate to the Search All Patients tab 
4. Enter the Patient Name, Sex, and DOB and then click Search 
5. If an existing patient is found, you will be asked to confirm the patient’s information.  If information can be 

confirmed, select “Other (please specify)” as the Reason and enter a comment of “lab collection”. 
6. When the Order Entry window opens, you will be asked to confirm the provider for the order.  The provider is 

defaulted based on your login information and should not be changed.  Click Accept to move through to 
Order Entry. 

7. Click the   in the New procedure: field.  This will bring up the list of procedures available to order for the 
login location.   

8. The procedures will be separated by CHOP testing area if applicable to your login location.  To access the 
different areas, click on the  next to the Procedures header in the Preference lists pane on the left side 
of the activity. 

9. In the Procedures pane in the center of the activity window, select the procedure(s) to be ordered for the 
patient by clicking on the box next to the procedure name.  *Note: When selected, the procedure will 
appear in the pane on the right-hand side of the screen. 

10. When all procedures have been selected, click the Accept.  The Edit Order window will open. 
11. Answer any required question (as applicable) and if necessary, add supporting documentation files by 

scrolling down to the Attach Files: section and clicking the Add files button.   
12. When you are finished with questions and adding files, click Accept.  This will return you to the Order Entry 

activity.   
13. The selected procedures will be listed in the Unsigned new orders portion of the window. 
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14. Review the information listed.  To make changes, click on the  to reopen the Edit Order window.  If it is 
correct, click Sign Orders. 

15. Click on the Order Review tab to collect the specimen in the CHOP system. 
16. Check the box(es) for the orders added in this encounter.  Click the Collect Specimens button. 
17. The view will change.  Enter the patient’s MRN from your facility in the Ext. MRN# field.  Do not change the 

account information. 
18. Click Create Specimens 
19. The Specimen Details window will open. 

1. Add the collection date and time of the specimen 
2. In the External ID field, enter YOUR lab’s specimen ID.  *NOTE: THIS IS REQUIRED INFORMATION AND 

WILL APPEAR ON INVOICE 
20. Click the Collect button under the specimen information. 
21. At the bottom of the activity window, click on the Go to Packing Lists button. 
22. When the Packing Lists activity opens, click the box next to the specimen ID(s) collected in the previous 

steps and click on the + Pack button 
23. A popup box will appear.  Confirm the Packing list Type and the Destination, then click Create. 
24. The specimen(s) will now appear in the Current Packing List portion of the activity. 
25. Click Ship button to “send” the specimen to the CHOP lab within the system.   
26. A pop-up box will appear.  Click Ship. 
27. A print window will open with a packing list document, click print to print a physical copy of the document 

that should be included in the shipping container with the specimen.  Each specimen should have its 
own packing list. 

28. Prepare the specimen for shipping and send it to CHOP lab according to protocol. 

Results 
When results are finalized, users receive them via:   

o Current account setup method (fax or email) 
o In Basket within Link2CHOP 

1. Open results from In Basket 
1. Access the In Basket via the menu bar or from the Home page.  The menu bar button will display a 

number if there are new unread messages available to review. 
1. The In Basket will include messages related to Result Notifications, Cancelled 

specimen/orders, and Overdue results.  **Please note that the Overdue Results notifications will 
show up approximately 24 hours after they are received by the CHOP laboratory.  This may not reflect 
actual expected result availability.   

1. In Basket Messages will be available for 14 days after being received. 
2. In Basket Messages will be for results returned on orders you have entered. 

2. Review completed tests by Patient via Order Review 
1. Click on the Patient menu in the menu bar, select Order Review 
2. When the activity opens, select a patient from the My Patients list either by double clicking on a 

name displayed in the list or searching by name in the search bar. 
3. When the patient opens, adjust the “From” date if necessary and click search (default is 7 days 

prior); a list of orders placed on the patient will be displayed. 
4. Click on the date hyperlink for the result you are looking for. 
5. In the pop-up window, you will see information about the specimen associated with that collection 

event. 
1. To access a printable result report, scroll down to the “Scans on Order” section of the 

window and click the hyperlink. 
2. To view documents added during order entry, scroll to the “Scans Related to Order” section 

of the window. 
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8. Cancelling Orders 
1. Before a specimen is created:  

a. In Order Review, click on the box next to the order you wish to cancel and click the Cancel Orders 
button. 

b. Select a reason from the drop-down list and enter comments as needed. 
2. After a specimen has been created: 

a. Call the testing section(s) and ask them to cancel the specimen and for what reason. 
b. When the specimen is cancelled, the order associated with that specimen will be marked as 

completed. 
 


