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Section 1: Login to the LabCorp eSupplier website

The URL is: https://esupplier.labcorp.com

Note: Before logging in for the first time, please add esupplier.labcorp.com to the list of Allowed Sites

in your Pop-up Blocker.

Contact Information C Aarm
U

Welcome to the LabCorp eSupplier website

User ID

Password

By signing in, you sgre= to comply with the Privacy Statement slaw

Forgot your passviord
Change your passward
Click hers to access an eSupplier User Manual

Click here to enter security questions and complete registration

©2013 Laboratory Corporation of America® Holdings. All Rights Reserved. Privacy Statement

Vendors are set up with one of three different userids. These userids will begin with “es1”, “es2”, or
“es3”. The functions of each model are described here (“POA” stands for “Purchase Order
Acknowledgement”; “ ASN” stands for “Advanced Shipment Notice”):

e Userids beginning with “es1” have access to the eSupplier screens for Customer Service
functions (viewing a PDF version of a PO, creating POAs, and creating ASNs)

e Userids beginning with “es2” have access to the eSettlements screens for Accounts Receivable
functions. In addition, “es2” userids can view PO lines and create ASNs.

e Userids beginning with “es3” are a combination of all functions available to “es1” AND “es2”
userids. They have access to eSupplier screens for Customer Service functions and eSettlements
screens for Accounts Receivable functions.



Login with your LabCorp supplied User ID and Password as shown below and click Sign In. If this is the
first time you are logging in or if you have any problem with your login, see Section 4: eSupplier
Password Self Service for further assistance with the login process, setting up security questions,

changing a password, or forgotten password resets.

Note: You will get locked out of the system due to repeated attempts to login with an incorrect
password. If you are locked out, you will need to call the phone number for eSupplier Administration
and they will enter a support ticket. It may take an entire business day to have your password reset.
By entering security questions, you will be able to reset your own password without having to call

LabCorp.

Contact Information

Welcome to the LabCorp eSupplier website

User ID esisamp

Password ssssssssss ‘

u agre= 1o comply with the Privacy Sistement below

Forgat your passw

Change yourp

Click here to access an sSupplier User Manual

Click here to enter security questions and complete registration

©2013 Laboratory Corporation of America® Holdings. All Rights Reserved. Privacy Statement




Section 2: Screen Navigation for Customer Service functions (ES1 and
ES3 userids)

ES1 userids will see the screen below upon login. ES3 userids will see the screen below along with an
additional option for eSettlements. Note: In the future, LabCorp will initiate a Request For Quotes process. At that time, this

manual will be updated to include information on the RFQ process and the Process Quotes option referenced below.

Sign out
Personalize Content | Layout ? Help
Menu [ [=]
Search:

| ®

[ Process Quotes
[ Manage Orders

Click on either the D to see a dropdown menu or the words Manage Orders. Your screen will appear
in one of two different ways depending on where you click.

This is the view when clicking the D

| Sign out
Personalize Content | Layout ? Help
Menu [=]
Search:

[» Process Quotes
Edhanage Orders
— Purchase Orders

— Acknowledge Purchase Orders
— Create ASMs

— Wiew ASM Histary

This is the view when clicking the words Manage Orders:

User Testing

Home | Signout

& ﬁ
i Manage Orders
gdManage Ordersiiy | View and dr ders, enter ack d create advance shipment notices for customer orders.
i HoAge Philee = purchase Orders = Acknowledge Purchase Orders === Croate ASNs
— Acknowledae Purchase S e Create oniine purchaze order = e Shipping notices for
Orders purchase orders. acknowledgments. customer POs.
— Create ASMs
—ViewASNHistory

View ASN History
S “iew the advance shipping notices history.




Acknowledge a Purchase Order

From the Main Menu, select Manage Orders > Purchase Orders. The Purchase Orders screen is
displayed as shown.

Default values are highlighted below. Default values will display a list of POs that you must acknowledge
with a date range of the past 30 days.

Click Search.

& New Window 7 Help @' Customize Page , hitp
Purchase Orders
Filter Options
SAMPLE VENDOR
Orders
— Create ASNs Enter search criteria and click on Search. Leave blank for all values
From PO ID: [ & PO's Waiting Acknowledgement
To PO ID: Q
Item ID: | Q
Vendor Item ID: | Q
From Date: [05/032012 [ (example: 01/31/2000)
To Date: [0Bi02/2013 B fexample: 0172112000
Buyer: [ Q
Contract ID: | Q
Confract Version:
Release:
[ Seamn |




On the Purchase Order List screen, click on the word New for the PO you would like to acknowledge as

shown below.

]
“LahCorp

®

[> Process Quotes
- Manage Orders

— Purchase Orders

— Acknowledge Purchase
Orders

— Create ASNs

— View ASN History

User Testing

Home | Signout

) New Window ?He\p @?Cuslum\z&lﬂage nrlp

neEp

Purchase Orders
Purchase Order List

SAWMPLE VENDOR
POs Returned: 4 Default View for Change Orders:
Setfilter options Orders Per Page 025 First [4] 1todofd [ Last

Purchase Order List
LR | Header Detais |

Purchase Acknowledge
ovder Status Last Dispatched Date/Time Lines Total Amount Status
[ SAMPLE000S | Dispatched 06/03/2013 11:29:34AM 3 1,600.00 USD | New ~ CreateASN | | ViewPDF
[ SAMPLED003  Dispatched 06/03/2013 11:26:17AM 2 38.00 USD |New .~ CreateASN | | ViewPDF |
[ SAMPLE000Z  Dispatched 06/03/2013 11:23:44AM 4 163.00 USD | New  CreateASN | ViewPDF
[ SAMPLE0001  Dispatched 06/03(2013 11:19:04AM 1 30.00 USD |New ~ CreateASN | . ViewPDF
[+ The View PDF button allows you to generate a printable version of the purchase order
Select All Clear All
— . Using the Default Views for Change Orders optiens you can centrol if the report generated
\ View Selected POs in Downloadable Format shows all ines or only the latest changes. (This same option is also used to control the

online view of the PO.)




You will see the line detail for PO SAMPLEOOOS.

If you have a printed copy of the PO or are viewing it from the PDF dispatched to you, you will know if
any changes are needed. If there are no changes to be made to this PO click the Save & Send
Acknowledgement button and a POA is automatically sent back to LabCorp.

For demonstration purposes, let’s see what you can change/update. Click on the line number to be

viewed or changed:

User Testing
Search; @ Mew Window 7 Help @Cusmmize Page hnp
) Acknowledge Purchase Orders
I> Process Quotes
= Manage Orders Acknowledgement Summary
— Purchase Orders
— Acknowledoe Purchase SAMPLE VENDOR
Orders
— Create ASNs
— View ASN History PO Humber: SAMFLED0DS PO Date: 06/03/12013
Acknowledgement Status: MNew Acknowledge Date:
POA Response: Accepted | Resetto PO Values | Rejectall |

+ PO Header Detail

Click on the purchase order line number to see more details and to make any modifications.

i N
Saathes Customize | Find | View A1| B | B Frst KT 430f3 O Lact
N Exension |

. L Acknowledge

Line ttem 1D Description PO Gty Quantty UOM  POA Response
DV061783 TESTITEM 5 FOR

1 DVD61783 ESUPPLIER CA=1000 2.0000 2.0000 CA Accepted
AD121359 TESTITEM 2 FOR

\ 2 AD121359 ESURPLIER 5.0000 50000 GAL  Accepted

JD091365 TEST ITEM 1 FOR

3 JD081365 ESUPPLIER CT=2500 190.0000 190.0000 PK Accepted

> Comments

| Save || save&Send Acknowledgement _\\

Return to Purchase Order List Send E-mail




Below is the detail for line 3 of this PO. Notice that you are able to change the Acknowledge Date and

Quantity on this screen. You can also split the line for a backorder.

User Testing |

Home Sign out

Search: @Nemednw ? Help E?Cusmmiza Page m'tp
b ores T n s Acknowledge Purchase Orders
I~ Manage Orders -
T Acknowledgement Details
— Acknowledge Purchase
Orders SAMPLE VENDOR
— Create ASMs
— View ASM History
Line Humber: 3 | ResetllemtoPOvalues | Rejectlem |
Unit of Measure: PACKAGE Item Response: Accepted
Item ID: 000000000000100936 Vendor Item ID: JD091365
Extension:
Description: JD091265 TEST ITEM 1 FOR ESUPPLIER CT=2500

+ More ltem Details

Customize | Find | First K 1 of 4 3 Last
Order Order Order Acknowledge Acknowledge
sched - Tate Due Time Quantity Due Date Grar SR ik
1 061312013 190.0000 0611312013 Ho 190.0000 =

Here is where you would change the price. We will make no changes to this PO so just click Return on
the Acknowledgment Details screen.

Eil.abl:orp User Testing ‘

Home Sign out

Seorce @Nemedow ? Help @ Customize Page , hitp
®

| Process Quotes Acknowledge Purchase Orders
i~ Manage Orders ~

- Purchase Orders Acknowledgement Details

— Acknowledge Purchase

Orders SAMPLE VENDOR
— Create ASNS

— View ASN History Item Detail Emd] Vaswi AN Exst e
Line Number: 3 | ResetlemtoPOvalues | Rejectitem
Unit of Measure: PACKAGE Item Response: Accepted
Item 1Dz 000000000000100926 Vendor ltem ID: JD091365
Extension:
Description: JD091365 TESTITEM 1 FOR ESUPPLIER CT=2500

Customize | Find B et B g of g O Last

" Due Date & Quantity [Rz/=-08  ShipTo |

Order i Order Order Order Acknowledge Acknowledge
Sched Due Date Price  Ship Method Price  Ship Method
1 1 06/13i2013 8.00000 NOQ FREIGHT 8.00000)||NQ FREIGHT Q =

 Retun




Since there are no changes that are needed, simply click Save & Send Acknowledgement from the
Acknowledgement Summary screen.

[Menu =
) @Nemednw ? Help E‘fcustnmiza Page E‘, hitp
| & Acknowledge Purchase Orders
[ Process Quotes
[~ Manage Orders Acknowledgement Summary
SAMPLE VENDOR
Qrders
— Create ASN
B Wmon PO Number: SAMPLE000S PO Date: 06/03/2013
Acknowledgement Status: New Acknowledge Date:
POA Response: Accepted | Resetto PO Values Il Rejectan

'+ PO Header Detail

Click on the purchase order fine number to see more details and to make any modifications.
POA Lines
@S | extension

H

Customize | Find | View 41 By

N Acknowledge
Line .ltemllJ .Descrlpl:on PO Qty a ity .IEOM POA Response
|\DV061783 TESTITEM SFOR

Bl DV0G1783 'ESUPPLIER CA=1000 2.0000 20000 CA Accepted

AD121359 TESTITEM 2 FOR
2 AD121359 ESUPFLIER 5.0000 5.0000 GAL  Accepted

JD021365 TEST ITEM 4 FOR |
3 JD091365 |ESUPPLIER CT=2500 190.0000 190.0000 PK Accepted

Retum to Purchase Order List Send E-mail

You will be receive a confirmation screen as shown below (this screen will no longer be shown
throughout this user manual but will be referred to as the Confirmation Screen).

Click OK to continue.

i I.allcorp User Testing

] Advance Shipment Notification

[ Process Quotes -
I~ Manage Orders Save Confirmation
- Purchase Orders

- Acknowledge Purchase “
Orders The Save was successful

— Create ASNs

— View ASN History I]

10



You will be returned to the Purchase Order List where you will see that the SAMPLEOQOO5 PO is no longer
on the list. The status was changed to “Buyer Accepted,” meaning there were no changes and it has
fallen off of the list of POs to acknowledge.

Click on the word New to acknowledge the next PO in the list.

User Testing

Home

Sign out

@New‘.’\findnw ? Help @Cusmmize Page m'tp
Purchase Orders
Purchase Order List

- Acknowledae Purchase SAMPLE VENDOR
Orders . . All
_ Create ASNs POs Returned: 3 Default View for Change Orders:
~ViewASNHislon  setfiter options Orders Per Page 025 v First [ 1t030f3 [ Last

Purchase Order List Customize | Find |
WX Hesder Detaile |

Purchase . Acknowledge
Order Status Last Dispatched Date/Time Lines Total Amount Status
[ SAMPLE0003  Dispatched 06/0312013 11:26:17AM = 38.00/USD |New | Create ASN | | ViewPDF |
[] SAMPLED00Z  Dispatched 06/03/2013 11:23:44AM 4 163.00 USD |New | CreateASN | | WiewPDF |
[ SAMPLE0001  Dispatched 06/0312013 11:19:04AM 1 30.00/USD |Ne | Create ASN | | ViewPDF |
Select All O clearmn The View PDF bution allows you to generate a printable version of the purchase order.
— — Using the Default View for Change Orders options you can control if the report generated
\ View Selected POs in Downloadable Format | shows all ines or only the latest changes. (This same option is also used to control the

online view of the PO.)

Below is the line detail for PO SAMPLEO003. For demonstration purposes, we will make a price change
on this PO. Click on line 1 as highlighted:

User Testing

@Nameduw & Help E’CusmmlzaPage ,E@,hnp

Acknowledge Purchase Orders
Acknowledgement Summary

~ Acknowledae Purchase SAMPLE VENDOR
Orders
— Create ASNS
— View ASN History i SANMPLEDD03 PO Date: 060312013
Acknowledgement Status: MNew Acknowledge Date:
POA Response: Accepted | ‘Resetto PO Values | Rejectall |

¥ PO Header Detail

Click on the purchase order line number to see more details and to make any medifications.

Customize | Find | Ve 20 B |

Line Item 1D ‘Description PO Gty Lo a g'ty UOM  PDA Response

JD091365 TEST ITEM 1 FOR
|1 JD031365 |ESUPPLIER GT=2500 1.0000 1.0000 PK Accepted
DV0G1783 TEST ITEM 5 FOR

2 DV061783 ESUPFLIER CA=1000 2.0000 20000 CA Accepted

| Save || Save&Send Acknowlsdgement |

Return to Purchase Order List Send E-mail

11



To change the price for this line, click on the Price tab as highlighted below.

= Ackcvw\edge Purchase
Orders

— Create ASNs
— View ASN History

User Testing

Home | Signout

! Customize Page hitp

@ New Window  ? Help

Acknowledge Purchase Orders

Acknowledgement Details

SAMPLE VENDOR
ftem Detail Find | View Al First - 40f2 O Last
Line Number: 1 Resetitem to PO values ‘[ Rejectitem |
Unit of Measure: PACKAGE Item Response: Accepted
Item ID: 000000000000100936 Vendor Item 1D: JD091365
Extension:

Description; JD091365 TEST ITEM 1 FOR ESUPPLIER CT=2500

+ More ltem Details

Schedules

Price | ShipTo

" Due Date & Quantity

Order Order Order Order Acknowledge Acknowledge L

Sched S s Due Time Quantity Due Date (e e SIS il

1 1 061312013 1.0000 [06113/2013 & || 1.0000 =

Once on the Price tab, you'll be able to change the price:

Orders

fuwiedgéPurmase

@Nemeduw ?Help chuslumwzePage ,I,[E;,nttp

Acknowledge Purchase Orders

Acknowledgement Details

Orgers SAMPLE VENDOR

— Create ASNS

— Wiew ASM History
" ‘ Raset o " H Boiact
Line Humber: 1 _
Unit of Measure: PACKAGE Item Response: Accepted
ftem ID: 000000000000100926 Vendor Item ID: JD091365

Extension:

Description: JD091365 .TEST ITEM 1 FOR ESUPPLIER CT=2500

* More ltem Details

|
Acknowledge Acknowlsdge ‘ I
1
|
|

Order Order Order ‘
I _DuBDa!e Pri:e_ .ﬁ!@ll!ﬂnd \ B Price Shﬁ)Meﬂm
1 1 061312013 8.00000/ NO FREIGHT [ ™ 8.00000 [NO FREIGHT a, =

12



Enter a new price as shown below and click Return.

User Testing
Home |

Sign out

LENemedow ?Help Egcuslom\zePage E,hnp

- Process Gustes Acknowledge Purchase Orders
i~ Manage Orders i
L o Acknowledgement Details
— Acknowledge Purchase
Oiier SAMPLE VENDOR
;‘iﬁi:;TBN*EELﬂL Find ] View Al Fist B 1or2 I Lasi
Line Humber: 4 | Resetltem to PO values | Rejectitem
Unit of Measure: PACKAGE Item Response: Accepted
Item ID: 000000000000100938 Vendor ltem 1D: JD091365
Extension:
Description: JD091365 TEST ITEM 1 FOR ESUPPLIER CT=2500
+ Miore ltem Details

Customize | Find | Vv 4| B

| DueDate & Quantity | [MEEE | Ship To.

|order Order Order Order Acknowledge Acknowledge
sched Sehed  nue pate Price  Ship Method Price | Ship Method |
1 1 0613/2012 800000 NO FREIGHT 1m||Mo FREIGHT iy =|
—— 1
. Retun

The POA response has been marked Accepted — Changes Made.

If you would like to add comments about any changes that you made, click on the triangle next to the
word “Comments” and enter freeform comments for LabCorp to view.

i&l.abﬂllrp User Testing :
oo ome

@Nemednw ? Help EacustomlzeFage ELhﬂp

Sign out

Search:
= | @ Acknowledge Purchase Orders
[* Process Quoles
 Manage Orders Acknowledgement Summary
— Acknowledae Purchase SAMPLE VENDOR
Orders
— Create ASN
By PO Number: SAMPLE0003 PO Date: 0810312013
Acknowledgement Status: New Acknowiedge Date:
POA Response: Accepted - Changes Made | Resetto PO Values || Rejectall

+ PO Header Detail

Click on the purchase order line number to see more details and to make any medifications.

PDA Lines
Line Details

Line om0 Description PO Gty | ‘\w .u{m 'POA Response
P RIS R 1.0000 1.0000 PK iP.CEEDM - Changes Made

1 pilidtaas ESUPPLIER CT=2500

DV0E4783 TEST ITEW 5 FOR
2 DyasITed ESUPFLIER CA=1000

2.0000 20000 CA  Accepted

| ‘Save | Save& Send Acknowledgement
Return to Purchase Order List Send E-mail

13



Click Save & Send Acknowledgement. Click OK when the Confirmation Screen appears.

User Testing |

Home: Sign out

2 New Window ?He\p @Custumlz&lﬂage hnp

neen
® Acknowledge Purchase Orders
[ Process Quotes
[~ Manage Orders Acknowledgement Summary
— Acknowledge Purchase SAMPLE VENDOR
Orders
Create ASMs .
— View ASN Histo PO Number: SAMPLEOOO3 PO Date: 06/03/2013
Acknowledgement Status: MNew Acknowledge Date: .
POA Response: Accepted - Changes Made | Resetto PO Values | Rejectan |

+ PO Header Detail

Click on the purchase order line number to see more detailz and to make any modifications.

POA Lines

Customize | Find 3 First K 42072 D Last
[ Line Detais T

Line  HemID Description PO Gty A<k Unua”e m"?; UOM  POA Response

JD091365 TEST ITEM 1 FOR
1 JD091365 ESUPPLIER CT=2500 1.0000 1.0000 PK Accepted - Changes Made

DV061783 TEST ITEM5FOR
2 DV0B1783 ESUFFLIER CA=1000 2.0000 20000 CA  Accepted

Price has increased to $10. Please update your purchase order. Thank you. iEd]
| Save | [»-— ‘Save & Send
Return to Purchase Order List Send E-mail

You will be returned to the Purchase Order List where you will see that the SAMPLEO0O3 PO is no longer
on the list. The status was changed to “Supplier Responded,” meaning that LabCorp must update the PO
with the changes you made.

User Testing

Home | Signout

Search: & New Window 2 Help Efcustormze Page http
@ Purchase Orders
Process Quotes -
 lianage Orders Purchase Order List
SAMPLE VENDOR
_ Creale ASNs POs Returned: 2 Default View for Change Orders:
-~ ViewASNHistoy  getfilter options Orders Per Page 025 v| First [#] 1to2of2 [ Last

Purchase Order List

Customize | Find
LT Header Detais |

Purchase Acknowledge
Order Status Last Dispatched Date/Time Lines Total Amount Status
[] SAMPLED0D02 |Dispatched 06/03/2013 11:23:44AM 4 163.00 USD New . Create ASN | ViewPDF |
[ SAMPLE0001  |Dispatched 06/03/2013 11:19:044M 1 3000 USD Ne | CreateAsN | viewPDF |
™ selectan O clearmn The View PDOF button allows you to generate a printable version of the purchase order
— — Using the Defautt View for Change Orders options you can control if the report generated
| View Selected POs in Downloadable Format shows all lines or only the latest changes. (This same optien is also used to control the

online view of the PO}

14



To view all POs regardless of whether they need to be acknowledged or not, simply unclick the POs
Waiting Acknowledgement box, change the date range if desired, and click Search.

|@

[ Process Quotes
= Manage Orders

- Acknowledge Purchase
Orders

— Create AShs

— View ASN History

Purchase Orders

@New’.’\flndnw ? Help CuslnmlzﬂFage ,nnp

Filter Options
SAMPLE VENDOR

Enter search criteria and click on Search. Leave blank for all values

From PO ID: Q [ PO's Waiting Acknowledgement
To POID: Q

Item ID: | Q

Vendor Item ID: | Q
From Date: 05/04/2013 (example: 01/31/2000)

To Date: [0610412013 [E  (example: 01/31/2000)

Buyer: | Q

Contract ID: [ Q

Contract Version: ,—

Release: ,—

You will be returned to the Purchase Order List screen. Note the different values in the Acknowledge

Status column:

[» Process Quotes

= Manage Orders

— Purc der:

— Acknowledge Purchase
Orders

— Create ASNs

— View ASN History

Purchase Orders

B New Window ?Help Cuslum\zePage hrlp

Purchase Order List

SAMPLE VENDOR
POs Returned: 4

Set filter options

Purchase Order List
" PO Details

Default View for Change Orders:

Orders Per Page 025 v| First [¢]

1todofd

Header Details
g'r‘;:'r'“e Status Last Dispatched DateTime Lines Total Amount ?&k?‘m
[ |SAMPLEQ00S |Dispalched | 06/03/2013 11:29:34AM 3 1,600.00 USD | Buver Accepled | CrealeASN | ViewPDF
[ |SAMPLED003 |Dispatched | 06/03/2013 11:26:17AM 2 38.00 USD |Supplier Responded | Creale ASN | | ViewPDF
[J |SAMPLE000Z | Dispatched 06/03/2013 11:23:44AM 4 163.00 USD  New | createAsn . ViewPDF |
[J |SAMPLE0001 | Dispatched 06/03/2013 11:19:04AM 1 30.00 USD |New | createAsn . ViewPDF |
Select All O ciearan The View PDF bution allows you to generale a printable version of the purchase order.

| iew Selected POs in Downloadable Format

Using the Default View for Change Orders options you can control i the report generated
shows all ines or only the latest changes. (This same option s also used to control the
online view of the PO.}

15




Create an Advance Shipment Notice (ES1 or ES3 models)

From the Main Menu, select Manage Orders > Purchase Orders.
Unclick the POs Awaiting Acknowledgement box and click Search.
You will be brought to the Purchase Order List screen.

Click on Create ASN as shown:

Purchase Orders

Search: ENewWindow 7 Help [E Customize Page

=

[- Process Quotes

online view of the PO.)

> Wanage Orders Purchase Order List
— Acknowledge Purchase SAMPLE VENDOR INC
Orders . .
_ Creale ASNs POs Returned: 8 Default View for Change Orders:
— View ASN Histol Setfilter options Orders Per Page 012 w| First (4] 1t08ofs [ Last
Header Detais
Purchase Acknowledge
Orderv Status Last Dispatched Date/Time Lines Total Amount S
[ IESTAMY12  Dispatched 01/25/2013 11:16:03FM 1 750.00 USD New | CreateASN | | ViewPDF |
[ SAMPO00DDOT |Dispatched  D1/5/2013 4:13:49FN 5 5,531.08 USD New | CreateAsn | | ViewFDF |
[ SAMPO0D00E |Dispatched  01/16/2013 4:13:49PM 5 1,328.48 USD New | CreateAsN | | ViewPDF |
[ SAMP000005 |Dispatched  01M6/2013 4:13:49PM 3 21074 USD New | CreateAsN | | ViewPDF |
[0 =AMP000004  Dispatched 01M6/2013 4:13:49PM 1 225.00 USD Ne | CreateASN | | ViewPDF |
[ SAMP000003 |Dispatched  01M6/2013 4:13:49PM 5 4,496.48 USD | Supolier Responded | | Create ASN. | | ViewPDF |
[ SAMPO00002 |Dispatched — 01/16/2013 4:13:49PM 5 4,496.48 USD | Supplier Responded | Create ASN. | | ViewPDF |
[ SAMPO00001 |Dispatched — 01/16/2013 4:13:49PM 3 4,270.00 USD | Buver Accepted | createasn | | ViewPDF |
Select All ] Clear All The View FOF button allows you to generate a printable version of the purchase order
— — Using the Default View for Change Orders options you can control if the report generated
| View Selected POs in Downloadable Format shows all lines or only the latest changes. (This =ame option is also used to control the

http =/
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Click on Select All to put check marks in the boxes for all lines or just click the boxes for the line(s) you

want to include on the ASN.

Click Include/View ASN.

Notification

; Purchase Order Schedule Selection
— Acknowledge Purchase

& Newwindow ? Help [ Customize Page B! hitp

Orders SAMPLE VENDOR ING
— Create ASNs. " SAMP000001 clude Received
— View ASN History Lacation: LABCOR PO Number: AP0 Q Cex Ri Schedules
From Date: B
ToDate: 0200812013 B
tem ID: I A vendoritem D S8
| Search |
Select Lines for ASN
POID Line sw:"‘:" ltem 1D Description Revision POQly UOM Due Date TimeDue  Mfg ltm ID
iSAMPUﬂﬂﬂD‘\ 1 1 AD121359 ‘égb?gj;ﬁ:& AR 3.0000/EA 01/26/2013 {76511
iSAMP[IﬂDﬂUT 2 1 DV061783 S‘S/E?;;Jﬁzggi;qgix AFR 1.0000/CA  |01/26/2013 367985
| SAMP00D001 3 1 DwW032328 E;vunsg:ifEBRI)ETSIQ‘ELEUM “ERE 55.0000 CT  01/26/2012
] Select All o Deselect All
| IncludeinASN | 1_ Include | Retum ta Purchase Order List

17



On this screen you MUST enter the tracking number (referred to as Ship No). Use the lookups on the
Ship Via and/or Carrier ID fields (these are optional fields) if you wish to enter the shipping method or

carrier.

Other fields are Pro Number, Bill of Lading, Invoice No, and Order No — these are all optional fields and

entry is freeform.

Update the quantity shipped if necessary and delete the line completely if it’s not part of this shipment

(see explanations in the boxes on the screenprint).

Click Submit ASN.

User Testing

Advance Shipment Notification

[ Process Quotes
I~ Manage Orders

— Purchase Orders

— Acknowledge Purchase

e SANMPLE VENDOR INC

Advance Shipment Creation

— Create ASNs . ) ’7
_ View ASN History Ship No: [1z 123456789012345] Ship Via: Q : __
Carrier ID: [e} Ship Date: 021112013 |5 change quantity here if it is
different than what appears
Arrival Date: 021112013
Defaults for All New ASH Lines
Pro Number: ‘ Bill of Lading: |
Invoice No: [ Order No:

use the "-" to remove this

Customize | Find | ~# First BN 43073 1 Last

Select Lot/Serial

Add Lines

PO Info e line completely if it won't be
part of this shipment
Line Item ID Description Revision Shlpp% Order No
AD121359 TEST ITEM 2 FOR /
(o] 1 AD121359 ESUPPLIER CA=1GAL [ 3.0000[EA @ | =
DV081783 TEST ITEM § FOR
o] 2 DV061783 ESURPLIER CAs1000 [ 1.0000 [ca @ | =
DW032328 TEST ITEM 4 FOR
(o] 3 DW032328 ECURPLIER CT=2500 | 55.0000 [cT @ | =

Return to Purchase Order List
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Click OK when the confirmation screen appears.

;fl.allcorp User Testing

] Advance Shipment Notification

[ Process Quoles

I~ Manage Orders Save Confirmation

— Purchase Orders
- Acknowledge Purchase “
Orders The Save was successful

Create ASNs

w ASH History I]

You will be returned to the Purchase Order List screen and you will be able to see that an ASN has been
created by the insertion of the View ASN button as shown below:

User Testing

Search: & New Window  ? Help

Purchase Orders
[ Process Quotes

I~ Manage Orders Purchase Order List

SAMPLE VENDOR INC

Orders
_ Create ASNs POs Returned: 8 Default View for Change Orders:
— View ASN History Setfilter options ‘Orders Per Page 012 First 4] 1togofg ] Last
Purchase Order
LS Header Detais
Purchase - Acknowledge
lorders Status. Last Dispatched Date/Time Lines Total Amount Siatus
[J IESTAMY13 Dispaiched  01/25/2013 11-16:03FM 1 750.00 USD [ew | CreateASN | ViewFDF
[ 8AMP000007 Dispaiched  01/16/2013 4:13:49PM 5 6.531.08 USD Ne | CreateASN | ViewFDF
[ | SAMP000006 Dispaiched  01/16/2013 4:13:49PM 5l 1.328.48 USD New | CreateASN | ViewFDF
[ SAMP000005 Dispatched  01/16/2013 4:13:49PM 3 210.74|USD | New | CrealeASN | ViewPDF
[ |SAMP000004 Dispatched  01/16/2013 4:13:49PM 1 225.00 USD New . CreateASN . ViewPDF
Supplier [ [rrrrr———
[ |sAMPQ00003 Dispaiched  01/1612013 4:13:49PM 5 4.496.48 usD S22 pondeq | CreateASN | | ViewPDF |
Supplier (reeeresesesrresvesreen (ereeeeressereseemeeneen |
[]|SAMP000002 |Dispatched  01/16/2013 4:13:49PM 5 4,496.48|USD E%‘]Tmen . Create ASN | ViewPDF
[] SAMPO00001 Dispatched  01/16/2013 4:13:49PK 3 4,270.00|USD Buyer Accepted | Greate ASN \‘[ View ASNS ] . ViewPDF \
Select All O glearan The View PDF button allews you to generate a printable version of the purchase order. Using
- the Default View for Change Orders options you can control if the report generated shows all
‘ View Selected POs in Downloadable Format ‘ lines er only the latest changes. (This same option is alse used to control the online view of the
P0)
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Section 3: Screen Navigation for Accounts Receivable functions (ES2 and
ES3 userids)

ES2 userids will see the screen below upon login. (ES3 userids will see a combination of the ES1 and ES2
screens. ES3 userids will have the functionality of both the ES1 userid and the ES2 userid. )

Home | Sign out
Personalize Content | Layout ? Help
Menu [=]
Search:
[ Manage Orders
[ eSettlernents

Click on either the D to see a dropdown menu or the words eSettlements. Your screen will appear in
one of two different ways depending on where you click.

This is the view when clicking the D

| Sign out

Personalize Content | Layout ? Help
Menu (=]
Search:

eSettiements
[ Supplier Information
— Sel-Service Invaice

[ Manage Orders

This is the view when clicking the words eSettlements. Click on the Self-Service Invoice option in either
the dropdown on the left-hand side of the page or in the main part of the screen.

El.a l:orp User Testing

Home | Sign out

& @ eSettlements

[- Manage Orders
=

Access the eSettlements center.
[» Supplier !nforma_tion = Salf-Service Invoice Supplier Information
— Self-Semvice Invoice FE Enter or correct invoices. Create, maintain, or review suppliers, agreements, and user profiles.

[=] Review Supplier Details
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Create an Invoice

Click on the Create Invoice icon:

Enewwindow  ? Help [ Customize Page B nttp

| @ Self-Service Invoice
Invoice Actions

o Riteesatilos
N s e

I Supplier Information
— Self-Senice Inv

Create Invoice
Create a new

invoice.

You will be on the Invoice Entry screen:

User Testing

Home | Signou

Search: @ New Window 7 Help @ Customize Page , http
@ Create Invoice
- Manage Orders -
~ eSettlements Invoice Entry
[» Supplier Information
Her . invoice Header Information
~Supplier: [SAMPLE VENDOR Q. Voucher ID: NEXT
Location: [LaBCORP > -Buyer |LAB CORP OF AMERICAHOLDINGS | @,
453 2. Main Street P.0.BOX 2280
Burlington, NC 27215 USA Burlington, NC 27216 USA
“Invoice ID: I Currency: USD | Q, US Dollar
“Invoice Date: 06/04/2013 Requester: [ Q
Copy from a Purchase Order |

Invoice Details Customize | Find |
@S Additional information | PO Detais || Receiver Detais |

ltem ID Description Quantity UOM Unit Price Merchandise Amt Curr

] usD =
Settlement Information

Payment Terms: Total Amount: 0.00 USD ¥

Payment Method: Sales Tax Amount: 0.00) yap
Shipping Amount: 0.00 usp

Misc. Charge Amount: 0.00/ usp
Gross Amount: 0.00 USD

| Save and Submit |
Return to Self-Service Invoice
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Enter your invoice number in the Invoice ID field. If necessary, change the date in the Invoice Date field
to accurately reflect your invoice date.

Notice the word “NEXT” in the Voucher ID field. This will be explained in more detail in a few screens.

Click Copy from a Purchase Order.

Es'l.abl:l:lrp User Testing

Home |

Search: ) New Window  ? Help [& Customize Page
@ Create Invoice \
- Manage Orders —
~ eSeitlements Invoice Entry :
[ er Information o .
‘ envice Invoice Invoice Header Information
*Supplier: |SAMF‘LE VENDOR INC Q Voucher ID: MNEXT
Location: [ v puer |LAB CORP OF AMERICA HOLDINGS @
1000 ANYWHERE ST P.0. BOX 2280
Burlington, NC 27215 USA Burlington, NC 27216 USA
*Invoice ID: SAMPLE INV#[123458 Currency: USD @ us Dollar
*Invoice Date: 01/29/2013 Requester: [ Q
| CopyfromaFPurchase Order |

Invoice Details
@LCEEANEIN  Addtional Information | PO Detais || Receiver Detais

Custormize | Find | View Al 3 First &1 4 0f 4 1 Last

item ID Description Quantity UOM Unit Price Merchandise Amt  Curr
] usD =

Settlement Information

Payment Terms: NET 30 Total Amount: 000 USD ':‘

Payment Method: System Check Sales Tax Amount: 000 y5p
Shipping Amount: 0.00 UsD
Misc. Charge Amount: 000 usD
Gross Amount: 0.00 USD

[ Save and Submit ]

Return fo Self-Service Invoice

When the following screen appears, click Search.

El.abcﬂrp User Testing

@New‘.’\flndnw ?Help @Custnm\z&
® Create Invoice

> M Ord
e Look Up A Purchase Order

[ Supplier Information

[~ Sel-Service Invoice

Search Criteria

Buyer: us0o1 LAB CORP OF AMERICA HOLDINGS
Supplier: 0000087764 SAMPLE VENDOR ING

PO Unit: I a

PO Number: A
*PO Date: No Date w || |

PO Buyer: aQ

Item 1D: Q

Description: [ Q

Search Results Display: @ Header O Detail

Retumn to Invoice Details
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When the list of Purchase Orders appears, select the box next to the one you would like to invoice and
click Copy to Invoice:

SRS Y WS

Look Up A Purchase Order

Search Crteria

Buyer: Us001 LAB CORP OF AMERICA HOLDINGS
Suppiier: 0000087754 SAMPLE VENDOR INC
PO Unit: &
PO Number: a,
*PO Date: Mo Date v |
PO Buyer: Q
Item ID: Q
Description: [ a
Search Resuits Display: @ Header O Detail
Search Resuils
Select  POBusinessUnit  Purchase Order PO Date Supplier Supplier Name Gross Invoice Amount  Curr
O  [BURO1 SANMPO00001  |01M62013 0000087764 SAMPLE VENDOR INC 427000 USD
BURD1 SAMPO00O0Z  (01M6/2013 0000087764 SAMPLE VENDOR INC 4,496.48 USD
BURDA SAMFOOD003  01M6/2013 0000087764 SAMPLE VENDORING 4,496 48 USD
O  |BuRo1 SANF000004  (01/6/2013 0000087764 SAMPLE VENDOR INC 225,00 USD
0 |BURD1 SAMFO00005  (01M6/2013  00000BT764 SAMPLE VENDOR INC 210.74/USD
O  |suRot SAMPOOOO0E  |016/2013  0DD00B7764 SAMPLE VENDOR INC 1,328.48|USD
O  [surot SAMPO00007  |01M6/2013 0000087764 SAMPLE VENDOR INC 553108 USD
O |surot TESTAMY13  |01/25/2013 0000087764 SAMPLE VENDOR ING 750.00/USD
Select All O geara




The Invoice Entry screen will appear.

If the entire quantity on a line isn’t being invoiced, you can update the Quantity box.

Important: If aline is not on the invoice, do not enter a quantity of 0. Click the “-“ icon on a line to
completely remove that line from the invoice.

You may enter sales tax, shipping, or miscellaneous charges on this screen.

Note the refresh icon next to the total amount. You may use this to recalculate the amounts if you have
changed quantities, entered tax, etc, but it is not necessary. The invoice will calculate correctly without
clicking refresh.

Click Save and Submit.

User Testing

Search: ENew Window P Help & Cus

Create Invoice

[ Manage Orders

= eSettlements Invoice Entry
[: Supplier Information

- Self-Senvice Invoice ST S R
*supplier: "SAMPLE VENDOR INC Q Voucher ID: MNEXT
Location: [Lagcore > guer [LAB CORP OF AMERICA HOLDINGS |
1000 ANYWHERE ST P.0.BOX 2280
Burlington, NC 27215 USA Burlington, NC 27215 USA
*Invoice ID: [sAMPLE nv# 123458 Currency: UsSD QL uSs Dallar

“Invoice Date: 01/29/2013 [H Requester: [ Q

Copy from a Purchase Order

Addtional Information || PO Dstais || Recsiver Details

Item ID Description Quantity UO! Unit Price  Merchandise Amt Curr
000000000000039725 oo 2135 TESTITEM 2FOR 3.0000 EA 75.00000 225.00 USD

Customize | Fir_. View Al First Kl 15075 I 1 ast

DV061783 TESTITEM 5 FOR

= /
000000000000040057 ESUP 1.0000) CA 85.00000 85.00/USD =
000000000000052496 E;’\LDSQSQS RESTTEM SO 55.0000/ CT 72.00000 3,960.00/USD El
JD091365 TESTITEM 1 FOR
000000000000025496 ESUP 5.0000 PK 25.00000 12500 UsSD =
000000000000058865  poum oo o2 FOR 2.0000 BX 5074000 101.48/USD =
Settlement Information
Payment Terms: MNET 30 Total Amount: 449648 USD K
Payment Method: Systemn Check Sales Tax Amount: 0.00 ygp
Shipping Amount: 0.00| ysD
Misc. Charge Amount: 0.00/ usD
Gross Amount: 449648 UsSD
| Save and Submit |

Return to Self-Senvice Invoice

Note: if the line item you want to invoice is blank, this is a new item and the PO was ordered manually.
The item will be available to be invoiced when LabCorp’s system has been updated with a new item
number. Please email POCustServ@Ilabcorp.com and ask them to check to see when entry will be done
for this PO.
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Click OK when this confirmation screen appears:
;:sl.abcorp User Testing

) ENew Windew  ? Help Blntep

(- Manage Orders
I eSelilements
I> Supplier Infarmation

Selecting OK will Submit the invoice to the Buyer. Cancel will cancel submission to the Buyer. (18052, 744)

Clicking on the Save and Submit button will edit and save the invoice. If the invoice passes all the edits and saves successfully, the invoice can no longer be modified, butit can be viewed.

— Seli-Service Invoice

Only a Buyer who can review Self-service invoices can modify the invoice.
OK | Gancel

You will be back at the Invoice Entry screen. Notice that a Voucher ID number has been created for
LabCorp’s use. You don’t need this number, but it can serve as your confirmation that your invoice was
entered in our system.

To create another invoice, click Return to Self-Service Invoice at the bottom of the screen or click Self-
Service Invoice in the dropdown menu on the left-hand side of the screen.

Once you have invoiced a purchase order in its entirety, it will no longer appear in the list of purchase
orders available for invoicing.

Search: D New Window 9

2 Create Invoice
[» Manage Orders -
I esetilements Invoice Entry

Invoice Header Information

~supplier: [SAMPLE VENDOR INC Q. Voucher ID: 05288717
Location: [LagcoRP ) - [LAETORP OF AMERICA HOLDINGS |,
1000 ANYWHERE ST F.0. BOX 2280
Burlington, NC 27215 USA Burlington, NC 27216 USA
*Invoice ID: |SAMF'LE INV# 123458 Currency: UsD QL US Dallar
*Invoice Date: 01/20/2013 |5 Requester: [ Q
Copy from a Purchase Order |

Invoice Details Customize | Find ; First K1 15075 1 | ast

IR | Additional Information || PO Defails || Receiver Details

Item 1D Description Quantity UOM Unit Price  Merchandise Amt Curr

000000000000039725 ,;[SJ:J%BSQ JSSUETEAES 3.0000) EA 75.00000 22500 USD =

000000000000040057 E\SJB?:,WM TESTITEM 5 FOR 1.0000) CA 85.00000 85.00/USD =

000000000000052496 E\é’\fj&zﬂﬁ SESTIIENREOR 55.0000/ CT 72.00000 3,960.00|USD =

000000000000025496 JEDS?JQF:BBS TESTITEM FOR 5.0000 PK 25.00000 125.00/USD =

5D042397 TEST ITEM 3 FOR

000000000000058865 ESUP 2.0000 BX 50.74000 101.48|USD =

Settlement Information

Payment Terms: MNET 30 Total Amount: 449648 USD ':'

Payment Method: System Check Sales Tax Amount: 0.00 ysp
Shipping Amount: 0.00 uso
Misc. Charge Amount: 0.00 usD
Gross Amount: 449648 USD

I Save and Submit |
Return to Self-Senvice Invoice
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Create an Advance Shipment Notice (ES2 models only)

The ASN process for ES2 userids differs slightly from ES1 and ES3 userids. From the Main Menu, click
Manage Orders > Create ASNs, and click Search.

You will be brought to a screen that looks similar to the one below.
Click on Add Lines:

Menu =
search: Enew window  ? Help [& Customize Page B ntip

‘ @) Advance Shipment Notification
Advance Shipment Creation

~ Manage Orders
ch

> eSettlements SAMPLE VENDOR
Ship No: [ Ship Via: [ e
Carrier ID: [ = Ship Date: [ozi 12013 B

Arrival Date: 02111/2013 ()

Defaults for All New ASHN Lines
Pro Number: ‘ Bill of Lading: |

Invoice No: ‘ Order No:

Customize | Find | B |

First K14 or 4 ' ot

@ET Poinfo | invoice |

Line Item 1D Description Revision Shipped Sg'ﬂ ‘Order No
O E]
Select Lot/Serial ASN History
| submitAsn  AddLines
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Unlike ES1 and ES3 userids, ES2 userids will be required to know the PO Number. Enter it on the screen
here or click the lookup icon for a list of PO numbers and the select the one you are looking for.

Click Search.

Search: & New Window 2 Help I?CustomizePage Dhtlp
‘ ® Advance Shipment Notificaticn

r~ Manage Orders

’7 Purchase Order Schedule Selection enter the PO number or click the lookup
— View ASN History
> eSetlemens ~ SAMPLEVENDOR

Location: PO Number: SAMPO0000Z | @ [ Exclude Received Schedules
From Date: H
To Date: H

Item ID: Q Vendor Item ID: Q

Customize | Find | view 20| B [ B ot B qopq O Last
Sched
POID Line 5% ftem 1D Description Revision POGty UOM Due Date Time Due  Mfg Itm ID
O 0.0000
Select All o Deselect All
| Include in ASN | | Include / View ASN |

Click on Select All to put check marks in the boxes for all lines. Or you can just click the boxes for the
line(s) you want to include on the ASN.

Click Include/View ASN.

User Testing

& New win
Notification

Purchase Order Schedule Selection

SAMPLE VENDOR INC

L PO Number: SAP000002 @, [JExclude Received Schedules

From Date: B

To Date: ]

tem ID: & vendoritem in: Q
| search

POID Line Num Item ID Description Revision POQty UOM Due Date Time Due Mfg itm 1D
SANPOOOO0Z |1 1 AD121359 [T AR 30000[EA 0112612013 75511
SAMP000002 2 1 DV061783 E;Bg‘;ﬁégg:l;‘g%g 5FOR 1.0000 CA 01/26/2013 367985
SAMPODDOOZ 3 1 DWD32328 DS TR JORES 550000/CT 0412612013

ESUPPLIER CT=2500

SAMP000002 4 1 JD091365 JEE;OU?;EIEEFIE?L;;%M 1FOR 50000 PK  01/28/2013

50042397 TESTITEM 3 FOR

SAMPODO0DZ |5 1 SD042397 R e 20000 BX  01/26/2013
Select Al O pesciectan
. ncludeinASN | Include/ViewASN
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On this screen you MUST enter the tracking number (referred to as Ship No). Use the lookups on the
Ship Via and/or Carrier ID fields (these are optional fields) if you wish to enter the shipping method or
carrier.

Other fields are Pro Number, Bill of Lading, Invoice No, and Order No — these are all optional fields and
entry is freeform.

Update the quantity shipped if necessary and delete the line completely if it’s not part of this shipment
(see explanations in the boxes on the screenprint).

Click Submit ASN.

User Testing

& Advance Shipment Notification

[ Process Quotes

i Manage Orders Advance Shipment Creation

— Purchase Orders
— Acknowledge Purchase

Orders SAMPLE VENDOR INC

— Create ASNs . . N ) ’7

_ View ASN History Ship No: [1z 123456789012345] Ship Via: Q : __
Carrier ID: Q Ship Date: 021112013 |5 |change quantity here if itis

|different than what appears
Arrival Date: 021112013

Defaults for All New ASH Lines
Pro Number: ‘ Bill of Lading: |
Invoice No: [ Order No:

use the "-" to remove this

Customize | Find | ~# First BN 43073 1 Last

PO Info e line completely if it won't be
part of this shipment
Line Item ID Description Revision Shipped _gP Order No

AD121359 TEST ITEM 2 FOR

(o] 1 AD121359 ESUPPLIER CA=1GAL [ 3.0000[EA @ | =
DV081783 TEST ITEM § FOR

o] 2 DV0E1783 ESURPLIER CAs1000 [ 1.0000 [ca @ | =
DW032328 TEST ITEM 4 FOR

(o] 3 DW032328 ECURPLIER CT=2500 | 55.0000 [cT @ | =

Select Lot/Serial

| SubmitASN \ | AddLines Return to Purchase Order List

Click OK when the confirmation screen appears.

ZLabGCorp

User Testing

& Advance Shipment Notification

[> Process Quotes -
[ Manage Orders Save Confirmation

— Purchase Orders

— Acknowledge Purchase 4 g
Orders The Save was successiul

— Create ASNs
— View ASN History [:
B oK
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Section 4: eSupplier Password Self Service

The first time you login, you will see the following screen containing a message that your account has
been validated and you must change your password and enter security questions to complete
registration.

Note: You will get locked out of the system due to repeated attempts to login with an incorrect
password. If you are locked out, you will need to call the phone number for eSupplier Administration
and they will enter a support ticket. It may take an entire business day to have your password reset.
By entering security questions, you will be able to reset your own password without having to call
LabCorp.

al\ Ol

Welcome to the LabCorp eSupplier website

User D |
Password
By signing in, you sgre= to comply with the Confidentislity and Disclsimer ststemant belaw

Your Account is validated successfully.You are the first time user.Use below links to change your
password and enter Security questions to complete registration.

Fargot your

Manual

LsbCorp eSupplier only supports browsess |E version & or higher and Firefox version 17 or higher.

©2013 Laboratory Corporation of America® Holdings. All Rights Reserved. Confidentiality and Disclaimer
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Click on any of the links highlighted here to go to the eSupplier Password Self Service screen (bottom

screen) :

LabCorp

Welcome to the LabCorp eSupplier website.

esupplier@aboom

User ID

Password

By signing in. you agree to comply with the Sonfidentiality and Disclaimes staiement below

Forgot your password

Change your ps g

Ciick here to acoess an eSupplier User Manusl

Click here to enter sacurity ions and complete registration

LabCorp eSupplier anly supperts browsers |E vession 8 or highsr and Firefox vession 17 or highar

©2013 Laboratory Corporation of America® Holdings. All Rights Reserved, Confidentiality and Disclaimer

Click on a link highlighted below to change your password, set up security questions, or reset a forgotten
password:

]

eSupplier Password Self Service

Password Self Service Password Self Service allows you to easily and securely manage your password at LabCorp. By using the Self-Senice

Web site. you can reset and/or change your password.

¥ Change Password

= S To start using Password Self Service, you must create your personal Questions and Answers profile. Q&A profile is a
*  Forqotten Password series of questions that are presented to you later when you reset your forgotten password. To create or update your Q&A
% profile. you must provide your answers to these questions and make sure that you are the only one who knows the correct
“ History

answers.
*  Logout

To begin, click the appropriate link on the left-hand side of this page.

If you need assistance, please contact eSupplier Support at 336-436-2180 and select option 2.
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Enter Security Questions

To start using Password Self Service, you must create your personal Questions and Answers Profile. The
profile is a series of questions that are presented to you later when you want to reset your forgotten
password.

Click on Setup Responses on the eSupplier Password Self Service page:

‘;{:stabBorp eSupplier Password Self Service

Lahominry Corpesation of Amarica

Password Self Service Password Seff Service allows you to easily and securely manage your password at LabCorp. By using the Self-Senvice

i il
o e PR werd Web site. you can reset and/or change your password.

*  Setlp Hesponses To start using Password Self Service. you must create your personal Questions and Answers profile. Q&A profile is a

% Forqotten Password series of questions that are presented to you later when you reset your forgotten password. To create or update your Q&4
. profile, you must provide your answers to these questions and make sure that you are the only one who knows the correct

| History answers.

“  Logout

To begin, click the appropriate link on the left-hand side of this page.

If you need assistance. please contact eSupplier Support at 336-436-2180 and select option 2.

When prompted, enter your Username and Password. Click Login.

;«_?l-ﬂbt:ﬂl’p eSupplier Password Self Service

Lahoratory Corporaion of Amaricz

Password Self Service
Please Log In

* Change Password

Password Self Service

# Setup Responses

* Forgotten Password

3 Username
4 History
% Logout |95353mp |
Password
|........I. |

i Login ] [ Clear ]

Idie Timeout: 4 minutes
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A screen will appear with a series of questions. You are not required to answer all questions, but you
must answer at least four of them:

E‘él-abcorp ie ssword Self Service

Crpoeaion of Amaric

-~
Password Self Service i
_ Setup Password Responses
* Change Password i CAlF Cangic
lloaE s Password Self Service
* Betup Responses
* Forgotien Password
W lg t;:]ie\.'enttnatyou forget your passward, you can recover your password by answering questions known only |
*  Logout
Please choose your questions and answers that can be used to verify your identity in case you forget your
password. Because the answers to these questions can be used to access your account, be sure to supply
answers that are not easy for others to guess or discover,
You are required to answer at least 4 of the following guestions. <
Your favorite color:
s |
The model of your first car:
| |
Your favorite sport or hobby:
] |
The year your mother was bormn:
B | | |
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Use the scrollbar along the side of the page to see more questions and to create your own questions if
you would like. Click Save Responses.

e ——
N |

Change Password The city of your high school:

Setup Responses

Forgotten Password * | |

History Your hometown newspaper's name:

@ | |

Your high school mascot:

@ | |

Question |Enter your own question here: |

Password Self Service

]

 Logout

» |fE.'Sp0-I"ISE! |

Question |Enter a 2nd question here: |

b |resp0nse |

l Save Responses ” Claar ” HideResponses]

The Success screen will appear. Click Continue.

=LahCorp eSupplier Password Self Service

]
== |abomtnry Comoeaion of Amariea

Password Self Service
Success

“  Change Password
*  Setup Responses

Password Self Service

* Forgotten Password

u

Your secret questions and answers have been successfully saved.

Continue

History
*  Logout

Idle Timeout: 4 minutes
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Reset Forgotten Password

In order to use the Password Reset function, you must have already entered security questions. Begin by
clicking on Forgotten Password on the eSupplier Password Self Service page (not shown here; see the
beginning of Section 4: eSupplier Password Self Service to view that page).

The following screen will appear. Enter your Username and click Search.

dLabCorp eSupplier Password Self Service

£ Lahoratory Gorpoeticn of Amaricz:

Password Self Service
Forgotten Password

*  Change Password

Password Self Service

# Setup Responses

“  Forgotten Password
Ifyou have forgotten your password, follow the prompts te reset your passwaord. If you have not setup your

 History ! - :
Hslony password responses previously, you will not be able to complete this process.
*  Logout
To start, please enter your usemame.
Username
|es3samp|

L Search ] [ Clear ]

Idle Timeout: 4 minutes
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Enter the answers to the security questions that appear and click Check Responses:

<LabCorp

= Labaraiory Gorporasn of Americs

Password Self Service

# Change Password
*  Setup Responses
“  Forgotten Password
* History
© Logout

eSupplier Password Self Service

Forgotten Password

Password Self Service

FPlease answer the following questions. If you answer these questions correctly, you will then be able to reset

your password.

The model of your first car:

The city where you were married:

L Check Responses

1 [ Clear ] ’ Show Responses

ldle Timeout: 4 minutes
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Upon successful answering the questions, the screen below will appear. Enter a new password and

confirm password.

“LabGorp

=]
=" | ahominry Corpesation of Americz

eSupplier Password Self Service

Password Self Service

% Change Password
“  Setup Responses

*  Forgotten Password
“  History

*  Logout

Lhange rassworda

Password Self Service

Your password has expired. You must set a new password now.

Flease change your password. Keep your new password secure. After you type your new password, click the
Change Passwaord button If you must write it down, be sure to keep itin a safe place Your new passwaord
must meetthe following requirements:

+ Password is case sensitive.

Must be at least 8 characters long.

Must be no more than 12 characters long.

+ Mustinclude atleast 1 number.

+ Must have atleast 1 lowercase letter

* Must have atleast 1 uppercase letter.

* Must notinclude part of your name or username.

* Must notinclude a common word or commenly used sequence of characters.

.

.

» Auto-generate a new password

Mew password accepted

New Password

Confirm Password .
Paszsword
|....I...I | Strangth

If the password reset process is successful, you will receive the message New Password Accepted. Click
the Logout button on the left, clear your cache, close your browser and then bring up a new browser.
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Change Password

Click on Change Password on the eSupplier Password Self Service page (not shown here; see the
beginning of Section 4: eSupplier Password Self Service to view that page).

When the following screen appears, enter your Username and Password and click Login.

eSupplier Password Self Service

Password Self Service

Please Log In

# Change Password

Password Self Service

# Setup Responses

#  Forgotten Password
#  History
4 Logout |esSsamp |

Username

Password

L Login ” Clear ]

Idle Timeout: 4 minutes
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On the screen below, enter a New Password and then enter the same password for Confirm Password.
If the passwords match you will receive the message New Password Accepted. Click on Change
Password.

"i}_-',l-abcorp eSupplier Password Self Service

Laboratory Compocation of Amanca

Password Self Service Change Password &

Password Self Service

* Change Password

Setim Hesponses Flease change your password. Keep your new password secure. After you type your new password, click the

Forgotten Password Change Password button. If you must write it down, be sure to keep it in a safe place. Your new password

X must meet the following requirements:
“  History

Password is case sensitive.

Must be at least 8 characters long.

» Must be no more than 12 characters lona.

Mustinclude at least 1 number.

Must have at least 1 lowercase letter.

Must have at least 1 uppercase lefter.

Must notinclude part of your name or username,

Must notinclude a common word or commaonly used sequence of characters.

Logout

» Auto-generate a new password

New password accepted

New Password

Confirm Password -
Password T
|aaoa|aaoan| | Strength

L Change Password ” Clear ” Show Pa:.swurd]

|€
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If the password is successfully changed you will get the screen below. Click on Continue, click on the
Logout button on the left, clear your cache, close your browser and then bring up a new browser.

Eél-abcorp eSupplier Password Self Service

P Lahominry Comoeston of Amaricz

Password Self Service
‘ Success
¥ CI‘IﬂnQE Password

# Setup Responzes

Password Self Service

Forgotten Pazsword
Your password has been changed successfully.

History
* Logout

Idie Timeout: 4 minutes
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