
 
 

MySPL Portal: Getting Started 
 

Need help? 
Email support@specialpathogenslab.com and enter MySPL in the subject line of your email or click Support  in 
the left navigation menu in MySPL.   
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Setting up your account 

 
• Check your inbox for an email from  clientservices@specialpathogenslab.com (Please add to your 

contacts to ensure delivery).  This email contains your registration link.  
 

• Create your password, accept the terms of agreement, set up and confirm your billing information and 
company profile.   
 

• Invite your team! 
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Dashboard 

 

The Dashboard is the first screen to display after logging on to your account. Here you can: 

• Order bottles 
• Create Chains of Custody   
• Check report status 
• Make a payment 

• See announcements from SPL 
• View your recent activity 
• Manage users 
• Update company profile 
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Inviting and managing users  

 

In User Management, admins can invite users, assign roles, and set permissions. Roles and permissions are 
indicated by a checkmark; an “x” indicates access and permissions not granted.   

The following roles are visible in the portal when assigned by the admin user. Roles can be restricted to the data 
a user creates (Owner) or expanded to include all information in the portal (All).  
 

• Active portal: The admin can change the status of an active user to inactive when a user no longer 
requires portal access. 

• Billing: Users with access to billing can update information and pay invoices. 
• Report Access: Users with Owner permissions can access reports linked to Chains of Custody they 

submitted. Users with All permissions can access all reports.  
• Bottle orders: Users with access to bottle orders can submit bottle orders. Users with Owner permissions 

can view and edit their bottle orders. Users with All permissions can view and edit all bottle orders in the 
portal. 

• Chain of Custody: Users can create and submit Chains of Custody. Users with Owner permissions are 
restricted to their chains of custody. Users with All permissions can view and edit all Chains of Custody. 
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• To invite a user, click the New User button in the top righthand side of the page. Enter the user’s 
information and choose permissions.  

• Users will receive an email with a registration link. View pending invitations by clicking Show pending 
invitations. 
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Viewing, editing, and creating bottle orders 

 

View, edit, and create bottle orders by clicking Bottle Orders in the sidebar. Orders in draft status can be edited; 
orders that have been submitted cannot be changed. Also displayed is Order Date, Bottles (number and size), 
Swabs, the submission status (Draft, Submitted, Shipped), and the FedEx or UPS tracking number. 

• To update, click the Order Number. To edit a bottle order draft, click the name of the order you would like 
to edit and follow the steps.  

• To order bottles, click the Order Bottles button under Quick Links on your dashboard and enter your 
information.  

• Choose Bottles:  Click the green Add Bottles button. Use the dropdown box to select the appropriate 
bottle size and type the desired quantity of bottles in the Quantity box. To add bottles of another size, just 
click Add Bottles again and select a different size. To delete a row, click the trashcan icon. 

• Order Other Supplies: To order swabs, type the number of swabs you need in the Select Number of 
Swabs box. To order testing supplies (e.g. boxes, liners, cold packs, etc.), list the supplies and quantities 
in the Other Supplies box. 

• Select Tests: Click the Select Tests button and using the checkboxes to check the appropriate tests. 
Once you have selected your tests, click Done. To add or remove tests, simply click the Edit Tests 
button. 

mailto:support@specialpathogenslab.com


 
 

MySPL Portal: Getting Started 
 

Need help? 
Email support@specialpathogenslab.com and enter MySPL in the subject line of your email or click Support  in 
the left navigation menu in MySPL.   

©2019 Special Pathogens Laboratory, LLC     121819 
7 of 10 

• Enter Shipping Information: Your company name, first name, last name, and phone number will be 
prepopulated with the information provided during registration.  

• You can designate a different shipping contact and address by entering the address, city, state, and 
postal code of the location where the bottles should be shipped. Save your bottle order as a draft or 
submit.  

• Submitted orders cannot be edited.  

Viewing, editing, and creating chains of custody 

 

View, edit, and create chains of custody by clicking Chain of Custody in the sidebar. Only Chains of Custody in 
draft status can be edited; Chains of Custody cannot be edited after submission. The Project ID, Date Created, 
Submission Status (draft, submitted, received), and Report Progress are displayed.  

• To view and edit Chains of Custody, click the Chain of Custody link in the Name column. To create a new 
Chain of Custody, on the Dashboard, click Start Chain of Custody under Quick Links and enter your 
data.  

• Account Information: Your account name and number will be prepopulated from your company profile. 
• Collection Information: Enter the name of the person that collected samples. 
• Sample Information: Select Yes or No and additional information if prompted (required). 
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• Type of Water Collected: Select Yes, No, or Not Applicable (required). 
• Optional Information: Optional information includes: Project Identifier, PO Number, Tracking ID, General 

Comments, and Tracking ID. 
• Add Samples: Enter the total number of samples collected. This populates the number of rows to enter 

sample information. For each sample, enter a Description, select a Sample Type, Water System sampled, 
Date Collected, Time Collected (if applicable), Tests for that sample, and Notes.  

• For each category, you can add your selection to the current sample or to all samples. You can also add 
more rows of samples by typing how many additional rows you need and clicking Add Rows. 

 

• Save your Chain of Custody by clicking Save Draft or Save and Submit. After you confirm your 
submission the Chain of Custody cannot be edited.  

• Add the confirmation number to your shipping container: After your submission is confirmed, a 
confirmation number is displayed. Write this number on the sticker provided with your bottle order and 
place the sticker on your box before shipping your samples. This is the identifier that matches your 
submission to samples.  
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Checking report status 

 

The Lab Reports table includes your report and the Chain of Custody linked to that report.  

• Check the status of your lab report by clicking Check Report Status under Quick Links on your 
dashboard, or by clicking Lab Reports in the sidebar.  

• Filter the lab reports by the name of the Chain of Custody or by the Date Created. Choose a filter from the 
Select Filter box. 
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Making a payment 

 

View invoices and make payments online by clicking Make a Payment under Quick Links on the dashboard or by 
clicking Invoices in the sidebar.  

• To sort your invoices by Chain of Custody, bottle order, unpaid, or paid by choose a filter from the Select 
Filter box 

• To make a payment, click the invoice number. In the View Payment window, click Make Payment.  

 

. 
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