
1.	 Click on the LimsView link provided by NEOGEN® to bring you to the login screen. You will have to create a new password after 
logging in.

2.	 You will open with the home page for your account. Click on create order to start the sample login process.

NEOGEN® LimsView Login
Step by Step Guide on How to Log into LimsView and Create Sample Submissions (Orders) for 
Processing in Our LIMS System

Click
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3.	 The order entry page displays the information fields that are needed to log your samples. Samples for testing should be thought of 
as an order or a job. An order number will be assigned a unique number by our LIMS system. An order consists of samples that you 
enter for testing. All samples on this order will contain the test results on one Certificate of Analysis (COA) or results page. If you 
require a separate COA for each sample then samples will have to be enter in separately.

4.	 The order entry form requires the following information for each group of samples:
a.	 Email results to box: Should list any and all email addresses you want the COA sent to for this order. Remember to use a
	 semicolon to separate email addresses. 
b.	 Special instructions box should list any special sampling instructions like compositing of certain samples or any other information 

you feel is relavent to the samples. 
c.	 PO # number box must be filled in.
d.	 The number of samples to be tested must be filled in.
e.	 Once all this information is filled in, click the save button.
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5.	 The screen will show order is saved. From this stage you can either go back to edit the order, cancel the order, or proceed to add 
samples to the order in two ways:
a.	 Manually by clicking on add sample(s) box and you can key in samples.
b.	 Click on the click here to upload samples using a CSV template you download and fill out and upload to LimsView (see add 

samples to order using CSV download section for this process).

6.	 Adding a sample to an order requires the following information:
a.	 Order number or job ID which is assigned by our LIMS system.
b.	 Sample name/description for all the information (up to 250 characters) you want to appear on the COA for the sample. If the 

information is not listed in this box then it will not appear on the COA.
c.	 Comments section is provided for you to give any information about the sample you feel is important but this information will 

not appear on the COA.
d.	 Date that the sample was obtained.
e.	 Then click on the next box to proceed to add tests.

5a
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7.	 Select tests you want the samples to be tested for.

8.	 Allergen testing — Select the sample type of the sample. For allergen testing you will see the sample types
•	 Other than food product, dilution 1.5x surcharge
•	 Other than food product, rinse water, dilution 1.5x surcharge
•	 Rinse water req. dilution, sample, dilution 1.5x surcharge
•	 Sample requiring dilution, and swab. 
If your sample is food product then please choose sample. If your sample is not food based then please choose other than food 
product. If your sample is a rinse water then please choose rinse water. If your sample is a swab please choose swab. If you want 
your allergen sample diluted above the limit of quantitation of the kit (up to 5,000 ppm) then you must choose the dilution option. 
Keep in mind if dilutions are required then a 1.5 x surcharge will be added to the analysis cost.

9.	 Mycotoxin testing — Select the sample type of the sample. For mycotoxin testing you will see the sample types:
•	 Other than food product, dilution 1.5x surcharge
•	 Other than food product, sample, dilution 1.5x surcharge
•	 Sample requiring dilution. 
If your sample is food product then please choose sample. If your sample is not food based then please choose other than food 
product. If you want your mycotoxin sample diluted above the limit of quantitation of the kit then you must choose the dilution 
option. Keep in mind if dilutions are performed then a 1.5 x surcharge will be added to the analysis cost.
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10.	 Priority box is turnaround time for testing. The rush testing option is results by end of one business day from when we receive the 
samples to the lab. The normal testing option is results by end of two business days from when we receive the samples to the lab. 
Click the save button.

11.	 On the view tests for order screen — You can review your order and make any changes if needed. 
a.	 Edit and view the entire order from one screen by clicking the edit and view order at the top left.
b.	 Create sample bar code to create bar code labels and print off and apply labels to the samples.
c.	 Add tests to enter in additional tests.
d.	 Edit sample to make changes to the sample description or add comments.
e.	 Delete sample if you wish to remove this sample from the order.
f.	 Delete test if you need to remove the current and click on add tests to add a different test.
g.	 Add sample if you have additional samples that you want to included in the order.

12.	 The edit order/samples/tests screen gives you the ability to click on the links on the left to allow you to edit the order screen, 
samples screen, or tests screen.

6a and 6b
6c, 6d, and 6e
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13.	 Clicking the order link will bring up the edit order screen for changes.

14.	 Clicking on the first sample box will bring up the edit sample screen for changes.

15.	 Click on tests box under the first sample to change the current test selected or add more tests to the sample. You are also able to 
change the sample type and priority if needed.
a.	 Follow the same procedure to make any edits on any of the other samples in the order.

Click

Click

Click
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16.	 Click on next if you are ready to complete the order.
a.	 Use view order to download the new sample submission form to include with your shipment of samples or create barcode 

labels for samples. Click next when you are ready to complete the order.

17.	 From the view tests from order screen, if no changes are needed then click on the next button.

18.	 Depending on your internet browser, you will be asked to download or save the sample submission excel form or this form will 
be downloaded automatically. This form supplies information about the samples in the job you created. Please print this off and 
include with the shipment. This is a requirement so we know what samples and tests are associated with your shipment. This is an 
example of the sample submission form. It lists the unique NEOGEN sample IDs assigned to two samples, each sample description, 
tests for each sample, sample type, and priority testing option you requested. It also contains the order number and converts that

	 to a barcode providing you have installed Bar-Code 39 Font. If not, you can download this font for free. This barcode can be scanned 
	 in our lab when we receive your samples to pull up your order in our LIMS system.

16a
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19.	 Use the create package screen to complete your order and send it to our LIMS system, by placing a check mark in the box of the 
order ID you wish to submit and click on create package.

20.	 NEOGEN sample testing terms and conditions will appear. Click on the link to view and download. By clicking on submit, you are 
agreeing to our terms and conditions for testing and will be brought to the last screen for the order process.

21.	 On the ship/manage package screen, you will need to click on the ship date box to fill in date you are shipping the order containing 
the samples. Optional boxes are provided so you can provide the shipping company and priority of the shipment by clicking on the 
drop down menus of these boxes. You can also fill in the tracking ID if known. Once all this information is completed then click on 
the ship package button and it will send the order to our LIMS system. You can also save this package to send at a later date, delete 
it, or add other orders to be shipped with it.

Check

Create

Fill in
Click
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Add Samples to Order using CSV Download
22.	 Enter in your email addresses for results, any special instructions, P.O. number, person requesting the testing, and total number 

samples. Click save and the order will be saved. Then click on click here to download CSV template.

23.	 Click on download CSV upload template.

24.	 Find the template in download folder or click open in download task bar.

25.	 Instructions for filling out the CSV template are included at the top of the form. The CSV template allows you to copy and paste sample 
IDs and descriptions (up to 250 characters/sample) from another file onto this template making it easier to add multiple samples.

Click

Click

Click
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26.	 Sample type column produces a drop down menu of different sample types. Once a sample type is selected then that will bring up 
the available tests for the sample type selected in the test 1–12 columns. If dilutions are required then please select the dilution 
1.5 x surcharge option. If dilutions are performed then a 1.5 x surcharge will be added to the analysis cost. Please note that our 
testing turnaround time under the priority column is based on the sample. So if you choose rush option for a sample then all tests 
associated with that sample will have a rush priority. Note: All HPLC/LCMS tests have a five business day turnaround.

27.	 You can select the sample type for the first sample and copy and paste it down if all the samples are same sample type.

28.	 Clicking on the test 1 column brings up the available tests for the sample in the drop down menu. Click the test desired. If more 
additional tests are required then click on test 2 column and add test.

29.	 Make sure the number of samples you add on the template match the number samples you entered in the order in LimsView or an 
error will occur when trying to upload the template to LimsView. This example has 11 samples in the spreadsheet, but 10 samples 
on the order. Once the template is filled out, save the template to a location on your computer that you will be able to browse to 
find it to upload it to LimsView.

30.	 Click on choose file button to search for the CVS template file and double click on the file.

Select

Click

Click
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31.	 Template 20.xlsx is ready to import into LimsView and click on import data into grid button to send the template to LimsView.

32.	 Since 11 samples were on the template but only 10 samples entered in the order, the number of samples in the order do not match 
error appears. You can either change the number of samples on the order by clicking on the click here button or hit the back arrow 
on browser in LimsView and remove the 11th sample and re-upload the template.

33.	 Change the number of samples on the order from 10 to 11 and click save. You must then re-upload the template to LimsView since 
the order was changed. Click on the click here link and upload the template following the steps outlined above.

Click

Click

Change

Click
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34.	 11 samples on the order were sent to the LimsView order for preview. Review your template upload for accuracy. If all the 
information is acceptable then click on the import data into LimsView to finalize the import process.

35.	 Click on the next button or view uploaded tests.

36.	 The view tests for order screen will appear and you are able to edit the order by following the above steps 10–16.

Click

Click
Click
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37.	 If no edits are needed then click on the next button and print off the sample submission form to include with your sample shipment.

38.	 Click on the order ID number you just created and click on create package and follow above steps 19–21 to send the order to our 
LIMS system.

For questions or comments, please contact Lab Services at 800.234.5333 ext 4401 or email at TServices@NEOGEN.com

Click

Click


