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USER GUIDE 

 
 
 
 

 

Atlas portal website: https://compunet.elaborders.com 
**Be sure you always allow pop-ups when prompted. 

 

 
24/7 Client Services Department: 855-932-5966 

 
 

 
Send Patient Demographic Face Sheets for any new admissions to the CompuNet Billing Team: 

FAX to 937-641-2520 OR SCAN to CCLClientBillWeb@compunetlab.com 

https://compunet.elaborders.com/
mailto:CCLClientBillWeb@compunetlab.com
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LOGGING INTO THE ATLAS PORTAL 

You will be given a username and temporary password to login to the Atlas Portal. Once you 
have successfully logged in, you will be prompted to change your password. Your password 
needs to include the following: 

• An uppercase letter 
• A lowercase letter 

o Your password must contain 6 letters 
• A number 
• A special character, such as !@#, etc. 

 

Once you have successfully logged in and changed your temporary password, you will be 
prompted to choose and answer a security question. This security question will be used to 
help reset your password should you forget it. 

NOTE: Several team members within your facility will have SITE ADMIN access – these users 
can add or deactivate users. They can also reset passwords. 



4 
Rev. Sept 2026 
 

 

LOGGING INTO THE ATLAS PORTAL (cont.) 

If there are results for your account present, you will see this screen upon logging into Atlas. 
You can choose to VIEW patient results, PRINT all new results, or CONTINUE to patient search. 
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ATLAS QUICK REG 

If you need to enter labs prior to registration, you can “quick reg” a patient in the Atlas portal. 
First, enter the patient’s DOB in the Patient Search field. Hit ENTER. 

 
If your patient returns in the search, then your registration request was completed and you do 
not need to quick reg the patient. 

*Note: If you notice the patient’s name has been incorrectly spelled, please call 937-
297-8210 or 937-297-8230 to correct the issue. 

If your patient is not found, you will see a pop-up box indicating no patient records were 
found. Click CANCEL. 
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ATLAS QUICK REG (cont.) 
 
 

To register a new patient, click NEW PATIENT. 
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ATLAS QUICK REG (cont.) 

Complete the following fields: 

• Billing Type: Defaults to Insurance – do not change this. 
• Name (Last Name, First Name): Should exactly match the name in your EMR. Any 

deviation from the name in the EMR could cause billing errors. 
• SSN 
• DOB 
• Sex 
• Address: Enter the address of the facility 

 
When finished, click SAVE. 
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ATLAS QUICK REG (cont.) 
 

 

After you click SAVE, a pop-up box will indicate you need to enter the patient’s insurance 
information. Click OK. 
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ATLAS QUICK REG (cont.) 
 

 

The portal will prompt you to enter the patient insurance information. Choose the Insurance 
name, enter the policy number, group number, and all other information provided on the 
patient’s Insurance Card. Complete the Subscriber information. 

 

 
 

The patient is now registered in Atlas. You can begin ordering labs on the patient. 
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SINGLE LAB ORDER FOR FUTURE DRAW 

Lab orders on a patient can be placed and managed in Atlas. First, find the patient in PATIENT 
SEARCH by entering the patient’s DOB (MMDDYYY). 



 

 

 

NOTE: If the search does not return with the patient, you will see a pop-up indicating no 
patient records were found in this site – always click CANCEL if this pop-up appears. This 
means this patient has not been registered. Patients not found in Atlas will need to be 
registered in Atlas – refer to Quick Reg on page 5. 



 

 

 

If the patient is registered in the portal, proceed to selecting the appropriate patient and click 
NEW ORDER. 



 

 

 

You will be prompted to update or edit any demographic information. If all the information 
looks correct, select CONTINUE. 

 



 

 

 

You will now begin to select the specifics of the One-Time Routine Blood Work Order. All 
highlighted fields are required. 

• Be sure the appropriate ordering provider is selected. 
• Under DRAW OPTIONS, select IN OFFICE LATER. 
• Schedule the collection for the appropriate future draw date. 
• In the ADDITIONAL COPY-TO box: 

o Indicate the patient room number 
o If you need a report sent to a unit fax, please include the fax number in this field. 

When finished, select CONTINUE. 



 

 

 

Select the appropriate test(s) to order by clicking on the test listed or entering the test 
mnemonic in the search field. Ordered tests appear in the bottom half of the Order Details 
screen. 

When finished, select CONTINUE. 



 

 

 

Customized Lab Sets: 

You can also set custom panels of frequently ordered tests. To select a specified custom panel, 
click CUSTOM PROFILES and select the appropriate customized panel. 

Click CONTINUE. 



 

 

 

Pick the appropriate diagnosis code(s) by selecting the code listed. If the code is not listed, you 
can search by the code name or individual code. Selected codes appear in the bottom half of 
the Order Details screen. Click CONTINUE. 



 

 

 

Answer any Ask-At-Order-Entry questions pertaining to test(s) selected, if prompted. Click 
CONTINUE. The new order will be collected on the next scheduled draw day. 

 

 
NOTE: A requisition will not print until the phlebotomist pulls the order the next day. 



 

 

 

Ordering Miscellaneous Reference Tests: 
Please contact CompuNet’s Referral Testing Specialist, Stacie Cohill at 937- 290-7328 to obtain 
the necessary specific test information prior to ordering. You may also reach out to her via email: 
slcohill@compunetlab.com 

 
Once you have the information needed, you will place the order using Test code WILD1. Test 
codes WILD2 and WILD3 can be used for additional miscellaneous reference testing within the 
same order. 

 

 

 
 

Once the WILD test code is chosen, click the ‘comments’ button: 

 

mailto:slcohill@compunetlab.com


 

 

 

Enter comments based on the information obtained by CompuNet’s Referral Testing Specialist, 
then click ‘OK.’ You can then continue completing your order. 
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NURSE COLLECTED ORDER - Urine/Stool/Culture 

Urine/Stool/Culture orders that are collected by nursing staff can be placed and managed in 
Atlas. First, find the patient in PATIENT SEARCH by entering the patient’s DOB (MMDDYYY). 



NURSE COLLECTED ORDER - Urine/Stool/Culture (cont.) 
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NOTE: If the search does not return with the patient, you will see a pop-up indicating no 
patient records were found in this site – always click CANCEL if this pop-up appears. This 
means this patient has not been registered. Patients not found in Atlas will need to be 
registered in Atlas – refer to Quick Reg on page 5. 



NURSE COLLECTED ORDER - Urine/Stool/Culture (cont.) 
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If the patient is registered in the portal, proceed to selecting the appropriate patient and click 
NEW ORDER. 



NURSE COLLECTED ORDER - Urine/Stool/Culture (cont.) 
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You will be prompted to update or edit any demographic information. If all the information 
looks correct, select CONTINUE. 

 



NURSE COLLECTED ORDER - Urine/Stool/Culture (cont.) 
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You will now begin to select the specifics of the order. All highlighted fields are required. 

• Be sure the appropriate ordering provider is selected. 
• Under DRAW OPTIONS, select IN OFFICE NOW. 
• If you need a report sent to a unit fax, please include the fax number in the ADDITIONAL 

COPY-TO field. 

When finished, select CONTINUE. 



NURSE COLLECTED ORDER - Urine/Stool/Culture (cont.) 
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Pick the appropriate test(s) to order by selecting the test listed. If the test is not listed, you can 
search by the test name or test code. Ordered tests appear in the bottom half of the Order 
Details screen. 

When finished, select CONTINUE. 



NURSE COLLECTED ORDER - Urine/Stool/Culture (cont.) 
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Pick the appropriate diagnosis code(s) by selecting the code listed. If the code is not listed, you 
can search by the code name or individual code. Selected codes appear in the bottom half of 
the Order Details screen. Click CONTINUE. 



NURSE COLLECTED ORDER - Urine/Stool/Culture (cont.) 
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Answer any Ask-At-Order-Entry questions pertaining to test(s) selected, if prompted. Click 
CONTINUE. 

 

This screen tells you the appropriate collection device. It is also on the requisition. Click CLOSE. 
 



NURSE COLLECTED ORDER - Urine/Stool/Culture (cont.) 
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The requisition will appear in a new display window – click PRINT REPORT. 

The proper collection device will be listed on the requisition next to the order test. 
 



NURSE COLLECTED ORDER - Urine/Stool/Culture (cont.) 

30 
 

 

 

Proceed to collecting the specimen using the proper collection device indicated on the 
requisition. 

Place the requisition with the matching specimen in a specimen bag, seal, place the specimen 
in the lock box to send to the lab. 

Please call at 855-932-5966 option 2 to request a pick-up. 
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STAT LAB ORDER 

STAT lab orders on a patient can be placed and managed in Atlas. 

First, find the patient in PATIENT SEARCH by entering the patient’s DOB (MMDDYYY). 



STAT LAB ORDER (cont.) 

32 
 

 

 

NOTE: If the search does not return with the patient, you will see a pop-up indicating no 
patient records were found in this site – always click CANCEL if this pop-up appears. This 
means this patient has not been registered. Patients not found in Atlas will need to be 
registered in Atlas – refer to Quick Reg on page 5. 



STAT LAB ORDER (cont.) 

33 
 

 

 

If the patient is registered in the portal, proceed to selecting the appropriate patient and click 
NEW ORDER. 



STAT LAB ORDER (cont.) 
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You will be prompted to update or edit any demographic information. If all the information 
looks correct, select CONTINUE. 

 



STAT LAB ORDER (cont.) 
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You will now begin to select the specifics of the order. All highlighted fields are required. 

• Be sure the appropriate ordering provider is selected. 
• Under DRAW OPTIONS, select IN OFFICE NOW. 
• Click on STAT ORDER. 

o NOTE: CompuNet does collect STAT orders Monday through Friday from 
5:00 am – 5:00 pm. 

• In the ADDITIONAL COPY-TO box: 
o Indicate the patient room number 
o If you need a report sent to a unit fax, please include the fax number in this field. 

When finished, select CONTINUE. 



STAT LAB ORDER (cont.) 
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Pick the appropriate test(s) to order by selecting the test listed. If the test is not listed, you can 
search by the test name or test code. Ordered tests appear in the bottom half of the Order 
Details screen. 

When finished, select CONTINUE. 



STAT LAB ORDER (cont.) 
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Pick the appropriate diagnosis code(s) by selecting the code listed. If the code is not listed, you 
can search by the code name or individual code. Selected codes appear in the bottom half of 
the Order Details screen. Click CONTINUE. 



STAT LAB ORDER (cont.) 
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Answer any Ask-At-Order-Entry questions pertaining to test(s) selected, if prompted. Click 
CONTINUE. 

 

This screen tells you the appropriate collection device. It is also on the requisition. Click CLOSE. 
 



STAT LAB ORDER (cont.) 
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The requisition will appear in a new display window – click PRINT REPORT. 

Be sure the requisition has STAT printed or is written on it. 

 



STAT LAB ORDER (cont.) 
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If the nurse collects a STAT specimen: 

o Proceed to collecting the specimen using the proper collection device indicated 
on the requisition. 

o Place the requisition with the matching specimen in a specimen bag, seal, leave 
the sealed bag in the lock box to send to the lab. 

o Call 855-932-5966 option 2 for a specimen pick-up. 
o Indicate to dispatch that you have a STAT specimen for pick-up. 

CompuNet is available to collect a STAT specimen Monday through Friday between 5:00 am 
and 5:00 pm. If a CompuNet phlebotomist is to collect the specimen: 

o Call 855-932-5966 option 3 to request a STAT phlebotomist. 
o Have the req readily available for the phlebotomist when he/she arrives at your 

facility. 



STANDING ORDER SERIES 
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Reoccurring lab orders on a patient can be placed and managed in Atlas. First, find the patient 
in PATIENT SEARCH by entering the patient’s DOB (MMDDYYY). Select SEARCH or hit the 
ENTER key. 
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STANDING ORDER SERIES (cont.) 
 

 

NOTE: If the search does not return with the patient, you will see a pop-up indicating no 
patient records were found in this site – always click CANCEL if this pop-up appears. This 
means this patient has not been registered. Patients not found in Atlas will need to be 
registered in Atlas – refer to Quick Reg on page 5. 
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STANDING ORDER SERIES (cont.) 
 

 

If the patient is registered in the portal, proceed to selecting the appropriate patient and click 
NEW STANDING ORDER. 
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STANDING ORDER SERIES (cont.) 
 

 

You will be prompted to confirm the demographics of the patient. Click CONTINUE. 
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STANDING ORDER SERIES (cont.) 
 

 

You will now begin to select the specifics of the Reoccurring/Standing Order. All highlighted 
fields are required. 

• Be sure the appropriate provider is on the order. 
• Under DRAW OPTIONS, select IN OFFICE. 
• In the ADDITIONAL COPY-TO box: 

o Indicate the patient room number 
o If you need a report sent to a unit fax, please include the fax number in this field. 

Once complete, click CONTINUE. 
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STANDING ORDER SERIES (cont.) 
 

 

Select/enter the tests that need to reoccur on a timed basis. 

• NOTE: If order times vary based on the test performed, you will need to create separate 
standing order for each test. 

Click CONTINUE. 
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STANDING ORDER SERIES (cont.) 
 

 

Customized Lab Sets: 

You can also set custom panels of frequently ordered tests. To select a specified custom panel, 
click CUSTOM PROFILES and select the appropriate customized panel. 

Click CONTINUE. 
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STANDING ORDER SERIES (cont.) 
 

 

Select/enter the appropriate diagnosis code/reason for ordering the test. Click CONTINUE. 
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STANDING ORDER SERIES (cont.) 
 

 

If applicable, answer any Ask-At-Order Entry Questions that populate, such as fasting status. 
Click CONTINUE. 
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STANDING ORDER SERIES (cont.) 
 

 

Lastly, enter the reoccurrence pattern for the order. Click CONTINUE when completed. 

• NOTE: These orders are valid for 1 year from the time of the initial collection date. 
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STANDING ORDER SERIES (cont.) 
 

 

You have completed the setup for a reoccurring lab order. This screen is a summary of your 
order. The order will be pulled by the phlebotomist on the scheduled draw date. 



FINDING RESULTS 
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Searching for Results on a Single Patient: 
 

Enter the DOB of the patient you are searching for in the PATIENT SEARCH field. Highlight the 
correct patient. 

Go to the PATIENT tab and select PATIENT REPORTS. 



FINDING RESULTS (cont.) 
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To find the tests you are searching for, highlight the specimen by Collected Date. Report 
Results will appear in the field below the collected specimens. To see all the tests ordered on 
that specimen, look at Tests section. 

 
 

 



FINDING RESULTS (cont.) 
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To PRINT the patient report of the selected specimen, click REPORT. To view the report of the 
selected specimen, double-click on the highlighted option. A report will appear in a new 
window, and you will be able to print the report. 
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FINDING RESULTS (cont.) 

You can also search cumulative reports on a single patient by navigating to the PATIENT tab 
and selecting CUMULATIVE REPORTS. 



56 
 

 

 

FINDING RESULTS (cont.) 
 

Searching for Results on Multiple Patients: 

Select RESULTS located in the blue bar. Click REPORTS in the drop-down. 
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Select the SEARCH CRITERIA TAB. 
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FINDING RESULTS (cont.) 
 

You can search by a given date range or other search criteria you provide in this filter. Select 
options of the reports you wish to view. Be sure to uncheck UNREAD BY ME. Click SEARCH 
once you have made your selections. 
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FINDING RESULTS (cont.) 

A list of results within the criteria established by the search criteria will be created. You can 
view each result individually by highlighting the patient and double-clicking, or the list can be 
printed out by selecting PRINT ALL REPORTS. 



ORDER SEARCH 
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You can view the status of a lab order, edit orders, cancel orders, or reprint requisitions by the 
following steps: 

 
Click on ORDERS and then select ORDER SEARCH. 

 

Click on the SEARCH CRITERIA TAB. 

 



ORDER SEARCH (cont.) 

61 
 

 

 

 
There are multiple ways to search for an order; you can search by a specific patient name, date 
range, test status, etc. 

 

• NOTE: Below is a brief explanation of the various search fields: 

- CRT’D shows the date the order was created in Atlas 
- SCH’D shows the date the order is to be collected on 
- COLL’D shows the date the order was collected 
- STATUS: 

o PENDING – Order has been entered into Atlas, but has not been collected 
o NOT SENT TO LAB – Order has been marked collected, but not transmitted to the lab 

(orders are transmitted every hour throughout the day). 
o QUEUED TO SEND – Order has been marked as collected and is in queue to transmit to the 

lab; an order cannot be edited once it has been queued to send. The specimen has not been 
received by the lab yet. 

o SENT TO LAB – Order has been marked as collected and has been electronically sent to the 
lab; an order cannot be edited once it has been sent to the lab. The specimen has not been 
received by the lab yet. 

o RECEIVED BY LAB – Order and specimen has been received in the lab, but not resulted 
o CANCELLED – Order/specimen has been cancelled by the receiving lab OR has been 

autocancelled (auto cancellation occurs when specimen was never received by the lab after 
14 days of being marked as collected) 



ORDER SEARCH (cont.) 
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Once you have selected your search fields, click SEARCH. 
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ORDER SEARCH (cont.) 

Your search will generate results based on your criteria selected. Few things about the blue 
links at the bottom of the window: 

- REQUISITION – reprints a requisition for that order 
- EDIT ORDER – can add/remove testing, as long as the order is still in the PENDING 

status 
- DELETE ORDER – cancels the highlighted order; you will be prompted to provide a 

reason for cancellation 
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REVIEWING STANDING ORDERS 

You can manage any reoccurring order through the STANDING ORDER LIST. 

First, click on ORDERS and select STANDING ORDER LIST. 

 



REVIEWING STANDING ORDERS (cont.) 
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Click on the SEARCH CRITERIA tab to search for a specific patient. Enter the LAST NAME, FIRST 
NAME of the patient in the patient field. Click SEARCH. 



REVIEWING STANDING ORDERS (cont.) 
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Select the order you wish to renew or change by  the box to the right of the patient. You will 
be able to view every order scheduled to be collected for that specific patient. 

You can manage individual scheduled orders under the Scheduled Orders for Selected Standing 
Order. 

• Selecting ORDER allows you to view the highlighted order for the specific scheduled 
date. 

• Selecting EDIT ORDER allows you make changes to the highlighted order for the specific 
scheduled date. 

• Selecting DELETE ORDER allows you to delete the highlighted order for the specific 
scheduled date. 
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REVIEWING STANDING ORDERS (cont.) 
 

You can also manage the entire reoccurring order. 

• CANCEL STANDING ORDER cancels the entire standing order for that patient. 
• STANDING ORDER SUMMARY gives a detail order list of the selected patients. 
• RENEW STANDING ORDER can be used to renew any reoccurring orders that have 

expired. 
• RENEWAL REPORT provides a report of reoccurring orders that have been renewed. 
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