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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. 

 

 

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”):  

• 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) 

• 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.  

• 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. 

  



4 

 

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.  
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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. 

 

 

Click on either the     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  : 

 

This is the view when clicking the words Manage Orders: 
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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. 
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On the Purchase Order List screen, click on the word New for the PO you would like to acknowledge as 

shown below. 
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You will see the line detail for PO SAMPLE0005. 

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: 
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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.  

 

 

 

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

Acknowledgement Summary screen. 

 

 

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. 
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You will be returned to the Purchase Order List where you will see that the SAMPLE0005 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. 

 

 

Below is the line detail for PO SAMPLE0003. For demonstration purposes, we will make a price change 

on this PO. Click on line 1 as highlighted: 
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To change the price for this line, click on the Price tab as highlighted below. 

 

 

Once on the Price tab, you’ll be able to change the price: 
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Enter a new price as shown below and click Return. 

 

 

 

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

 

 

You will be returned to the Purchase Order List where you will see that the SAMPLE0003 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.   
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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. 

  

 

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

Status column: 
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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:  
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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.  
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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.  
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Click OK when the confirmation screen appears.  

 

 

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:  
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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. ) 

 

 

Click on either the     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  : 

 

 

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.  
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Create an Invoice 

 

Click on the Create Invoice icon: 

 

 

You will be on the Invoice Entry screen: 
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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. 

 

 

When the following screen appears, click Search. 

 

  



23 

 

When the list of Purchase Orders appears, select the box next to the one you would like to invoice and 

click Copy to Invoice: 
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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 a line 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. 

 

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@labcorp.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:

 

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.  
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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:  
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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. 

 

 

 

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. 
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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. 

 

 

Click OK when the confirmation screen appears.  
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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.  
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Click on any of the links highlighted here to go to the eSupplier Password Self Service screen (bottom 

screen) : 

 

 

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

password: 
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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: 

 

 

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

 

 

The Success screen will appear. Click Continue. 

 

 

  



34 

 

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.  
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Enter the answers to the security questions that appear and click Check Responses:  
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Upon successful answering the questions, the screen below will appear. Enter a new password and 

confirm password.  

 

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.  

 

 

  



38 

 

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. 
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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.    

 

  


