*Attach User Guide to the email

Hi,

I hope this email finds you well. Your username has been approved and COVID-19 samples can be submitted to the portal at this time. 

A few reminders for submitting orders through the IL ETOR Portal: 

1. Please review the User Guide and videos in the “HELP” section of the portal before submitting orders
1. Use ONLY CAPITAL LETTERS to fill out the order forms
1. ONLY complete “order tests/ batch upload” AFTER samples have been collected
1. The Contact Person on the order form is: ETOR, COVID19
1. Make sure the correct collection date and time are recorded
1. Please review all the fields and check for any errors before an order is submitted 
1. Please print out the order forms to accompany the samples- please do not submit the hand written requisition forms, ONLY the printed requisition forms should be submitted with the samples
1. DO NOT HAND WRITE on the printed forms as the handwritten information will NOT be updated to our data system. If there are handwritten information on the order forms, this will delay the results
1. If there needs to be any revisions on a requisition form or in the circumstance an order needs to be cancelled, the changes can only be completed on my end. Please notify me and send me a fax at 312-793-8152 with Attention to: Praveena and include a copy of the requisition form with the details of what needs to be changed. In addition, please include the full name and title of the person requesting the changes along with the correction date.  
1. Please write “ETOR” on the box with samples that are sent to the IDPH labs

Please feel free to reach out for any further assistance. 


Best Regards,
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