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Welcome

Quick Instructions:

This course will provide an overview of the WuXi Order System (WOS) for completion of specific tasks within the 

system.  

Users can view the full course content using the “Click here to proceed” option in the lower right corner of each

slide.  Users can also move back to previous slides with the “Previous Slide” button in the lower left corner of 

each slide.

Try this option now to proceed to the next slide.

(Click here to proceed)(Previous Slide)



Main Menu

Quick Instructions:

Alternatively, users can select specific topics from the 

list below for review.  “Main Menu” will be shown in the 

upper right corner of a slide section to return to this

screen after viewing the content related to a specific 

topic.

What is WOS? Reprinting Packing Lists

Requesting Access to WOS Viewing an Order

Logging Into and Out of WOS Ordering via the “Reorder” Option

Navigating the WOS Home Page  Cancelling a Submitted Order

Creating a New Order in WOS System Maintenance & Downtime 

- Saving in-progress work Client Support Resources

- Test Selection Tab

- Samples and Lots Tab

- Assignments Tab

- Q&A Tab

- Review Tab

- View/Print Packing List

Editing an order in Draft status

(Click here to proceed)

Example:  

Click here to return to the Main Menu 

page.  This option will be present on 

the last slide for each topic. 

Select a specific item from the list to the left OR 

use the Click here to proceed option in the 

lower right.

(Previous Slide)



What is WOS?

The WuXi Order System (WOS) is an online portal which allows clients to:

• Place orders for testing

• Print/Re-print Packing Slips for shipments

• Check order status (draft/sent/received/completed/on hold)

• View past orders

• Review sample requirements 

• View final (and amended) reports from recent years

(Click here to proceed)

WOS 3.0 replaces manual Test Request Forms (TRFs) and other client portal options.

(Main Menu)
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Requesting Access to WOS

Before a new client or user can place an order, they will need access to the WOS 

portal.  Access can be granted via the following options:

• Send an email to the WuXi AppTec Client Support Group Admin 

MDTest.ClientSupport@wuxiapptec.com

• Send an email to your specific WuXi AppTec Business Development (BD) Manager

Requests are typically fulfilled within ~2 days.

(Click here to proceed)(Previous Slide)

mailto:MDTest.ClientSupport@wuxiapptec.com


Requesting Access to WOS

(Click here to proceed)

AFTER a new user account has been set up, the user will receive an email to set 

their password.  Click the link option within the email to set a password.

Email Example:

(Previous Slide)



Requesting Access to WOS

(Click here to proceed)

The system provides 

information for 

password 

complexity/strength 

requirements.

Click “Set a New 

Password” to complete 

the password setup.

Users will complete the 

fields for New 

Password and 

confirmation of the new 

password. 

(Previous Slide)



Requesting Access to WOS

(Click here to proceed)

Users will receive confirmation of a successful password update on the next screen. 

(Main Menu)
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Logging Into and Out of WOS

(Click here to proceed)

The WOS portal is accessed via https://wos.wuxiapptec.com/

Logging into WOS

• Complete the Email and 

Password fields, and then 

select Sign In to access the 

web portal.

• Use the Forgot Your 

Password? option if you 

cannot remember or need to 

reset your password.    

(Previous Slide)

https://wos.wuxiapptec.com/


Logging Into and Out of WOS

(Click here to proceed)

After logging in, users will see the main/home page.  

Logging out of WOS

• First, select the username 

section to expand the 

dropdown list. 

• Then, click Sign Out

Note: Closing the browser window does not guarantee 

user sign out.  The Sign Out option should always be used 

to ensure proper exit from the portal.

(Previous Slide)



Logging Into and Out of WOS

(Click here to proceed)

(Main Menu)

Users will receive confirmation of successful sign out on the next screen.

(Previous Slide)



Navigating the WOS Home Page

(Click here to proceed)

An example of the WOS Home Page is 

shown on the right.  The next few slides 

will outline the features of this Home 

page. 

(Previous Slide)



Navigating the WOS Home Page

(Click here to proceed)

Clicking Orders will navigate users to the 

orders page for their company.  (The 

results are not specific to each user, so 

users will be able to see orders submitted 

by others within their company).

The image to the right shows an example 

of an Orders page for a company.

(Previous Slide)



Navigating the WOS Home Page

(Click here to proceed)

Within the Orders page, users can filter results by 

order status.  

• Draft: Order started but not submitted

• Submitted: Order submitted electronically via the portal

• Received: Order & sample(s) physically received by WuXi 

AppTec

• Cancelled: Order cancelled by client

• Fulfilled: Testing completed & final report(s) available

To filter results, select the desired status from the menu of 

options.

(Previous Slide)



Navigating the WOS Home Page

(Click here to proceed)

Users can search for specific items with the 

search feature bar.  Searches can be 

conducted via specific: 

Order number

Folder number

Account number

Purchase Order (PO) number

Test Article Description

Click the magnifying glass icon to launch the search.

(Previous Slide)



Navigating the WOS Home Page

(Click here to proceed)

Note that folders numbers are only available 

AFTER items have been received by WuXi 

AppTec.  Items with Draft or Submitted status 

will not have a folder number.

Users can search for specific items with the 

search feature bar.  Searches can be 

conducted via specific: 

Order number

Folder number

Account number

Purchase Order (PO) number

Test Article Description

(Previous Slide)



Navigating the WOS Home Page

(Click here to proceed)

The ribbon at the bottom of the page 

shows information about the total number 

of items in the search.  

It also provides options for users to jump 

between pages and to choose the 

number of results displayed on each 

page.

(Previous Slide)



Navigating the WOS Home Page

(Click here to proceed)

The “View History” button allows users to 

see current records for orders placed in 

WOS and historical records for orders not 

placed within the WOS system.

(Previous Slide)



Navigating the WOS Home Page

(Click here to proceed)

When the “View History” button is 

selected, results for older testing (not 

ordered in WOS) will populate on a new 

page.  Data may be available as far back as 2008.

Clicking on a Project/Sample # result 

which is highlighted in blue, will open a 

new page with additional information 

about the Project/Sample.

(Previous Slide)



Navigating the WOS Home Page

(Click here to proceed)

When the “View History” button is 

selected, results for older testing (not 

ordered in WOS) will populate on a new 

page.  Data may be available as far back as 2008.

Clicking on a Project/Sample # result 

which is highlighted in blue, will open a 

new page with additional information 

about the Project/Sample.

194789

(Previous Slide)



Navigating the WOS Home Page

(Click here to proceed)

Users can search or filter results with the 

available fields on the page.

Click the Select dropdown to choose the 

type of search.

(Previous Slide)



Navigating the WOS Home Page

(Click here to proceed)

Then, enter the specific search criteria in 

the search field and click “Search”.

PO Number 12345

(Previous Slide)



Navigating the WOS Home Page

(Click here to proceed)

You can also add Sample Receipt date 

ranges to your search, sort by various 

categories, and export results to Excel.

PO Number 12345

(Previous Slide)



Navigating the WOS Home Page

(Click here to proceed)

Clicking Quotes on the home page will 

navigate users to a list of their company’s

quotes.

Active quotes will be listed on this page 

and can be viewed by clicking on the 

blue hyperlinked Quote #.  

If an active quote cannot be opened, 

contact your Business Development 

Manager or email 

MDTest.ClientSupport@wuxiapptec.com.

When quotes expire, they will disappear 

from the list of options.

(Previous Slide)
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Navigating the WOS Home Page

(Click here to proceed)

Clicking Reports will navigate users to a 

list of their company’s reports.

This list will ONLY show report info for 

test orders placed within the WOS 3.0 

system.

Click the report number to download the 

final report.

Reports will be maintained in WOS for 10 

years.

Reports will no longer be emailed as 

attachments and will be downloaded directly 

from WOS in the Reports tab.

Example

Example

Example

Example

Example

Example

Example

Example

Example

Example

(Previous Slide)



Navigating the WOS Home Page

(Click here to proceed)

Clicking Help will navigate users to the 

help screen.  

This tab is currently under construction 

and updated content will be added with 

future version releases.

The current content contains a tutorial video for the 

WOS 2.1 software version, which may be helpful for 

providing a brief overview of the main functionality of 

the WOS 3.0 software system.  (Some screens 

contain slightly different formatting. However, the 

overall ordering process remains relatively 

unchanged).

(Main Menu)

(Previous Slide)



Creating a New Order in WOS

(Click here to proceed)

Users will create new orders by selecting 

the CREATE NEW ORDER option from 

the Orders page.

(Previous Slide)



Creating a New Order in WOS (Saving in-progress work)

(Click here to proceed)

WARNING!!!

While creating orders, data will not automatically save within the order tabs.  

There are 2 options to save your in-progress work in the system. 

Option #1 - Click here to save!

This option is found at the top AND 

bottom of each order tab section.

(Previous Slide)



Creating a New Order in WOS (Saving in-progress work)

(Click here to proceed)

Option #2 - Click on a different order tab

For example, if you are currently working in the “Test Selection” tab, as shown below, clicking 

on any of the other order tab options will save your in-progress work.

Click these!

Do NOT click your internet browser’s back button to transition back to a previous 

tab, as you will lose any data entered into the tab, if not already saved.

(Main Menu)

(Previous Slide)



Creating a New Order in WOS (Test Selection Tab)

(Click here to proceed)

Use the Select Account 

dropdown to choose the 

appropriate client account 

number. 

If the user is only assigned to one 

account, this step will not be 

necessary, as the account number 

will be automatically populated 

when logging in.

(Previous Slide)

4002999 – Test Account – St. Paul

4002984 – Test Account – Mendota Heights 



Creating a New Order in WOS (Test Selection Tab)

(Click here to proceed)

All active Quotes for the client 

account will appear.

New Quote requests must be 

submitted to your Business 

Development (BD) Manager, and 

will be added to the Client portal 

after creation. 

(Previous Slide)



Creating a New Order in WOS (Test Selection Tab)

(Click here to proceed)

The search bar may be used 

to sort or filter by:

• Test Code

• Test Description

• Test Type

(Previous Slide)



Creating a New Order in WOS (Test Selection Tab)

(Click here to proceed)

Click the Quote Number to 

expand the list of test codes 

for each quote.

Note: Multiple Quote Number 

sections can be expanded at 

once, if necessary, to add 

appropriate testing for your 

order.

Click the Quote Number 

again to collapse the list, if 

needed.

(Previous Slide)



Creating a New Order in WOS (Test Selection Tab)

(Click here to proceed)

The expanded Test Code list provides clients with the essential 

information for each test within the Quote.

Test Code Number 

Expected 

Turnaround 

Time (TAT) Test TypeTest Description

Copy of the Protocol

(Previous Slide)



Creating a New Order in WOS (Test Selection Tab)

(Click here to proceed)

Add testing to your order by 

selecting the appropriate add 

options:

• Use the “Add All Tests” button, 

if all tests within the expanded 

Quote Number section should 

be added to your order.

(Previous Slide)



Creating a New Order in WOS (Test Selection Tab)

(Click here to proceed)

• Use the individual “Add” 

buttons to add test codes on 

an individual basis.

If an Add button is not available for an 

item within your quote, contact your 

BD to discuss activation.

(Previous Slide)



Creating a New Order in WOS (Test Selection Tab)

(Click here to proceed)

When tests are added to your 

order, they will display in the 

“Tests on Order” field.

(Previous Slide)



Creating a New Order in WOS (Test Selection Tab)

(Click here to proceed)

Remove options will also become 

available and can be used, as 

needed, to remove individual or 

complete lists of tests from the 

order.

(Previous Slide)



Creating a New Order in WOS (Test Selection Tab)

(Click here to proceed)

After all tests have been added to 

the order, the user has 3 options 

to save the data and move 

forward with the order.

#1 – Select “Next Step: Add Samples/Lots” 

from the top of the page

#2 – Select “Next Step: Add Samples/Lots” 

from the bottom of the page

#3 – Select ANY of the other tab options 

from the top of the Order page.

Warning – Data will NOT automatically 

save.  Use one of the options above to 

save in-progress work.

(Main Menu)

(Previous Slide)



Creating a New Order in WOS (Samples And Lots Tab)

(Click here to proceed)

Sample and Lot information will now be 

added for any items you wish to submit 

for testing.

All fields colored blue are REQUIRED. 

If a required field is left blank, a warning 

symbol      will appear on the order tab 

to alert the user.

Example:

Users can click the “What’s Missing” button to 

highlight the area(s) with missing information, if 

needed.  Orders cannot be submitted to WuXi 

AppTec until all required fields have been 

completed.

(Previous Slide)



Creating a New Order in WOS (Samples And Lots Tab)

(Click here to proceed)

• Document the Test Article 

name in the appropriate field.

(Previous Slide)



Creating a New Order in WOS (Samples And Lots Tab)

(Click here to proceed)

• Answer the safety consideration 

question.  

This is frequently overlooked by 

users.

(Previous Slide)



Creating a New Order in WOS (Samples And Lots Tab)

(Click here to proceed)

If “Yes” is selected, an additional field 

will appear for further 

documentation.  

• Record all appropriate information 

in this field.

A Safety Data Sheet (SDS) can be 

added as an attachment on the final 

Review tab, if needed.

(Previous Slide)



Creating a New Order in WOS (Samples And Lots Tab)

(Click here to proceed)

• Document the Lot Number, 

Code or Batch in the 

appropriate field.

Additional Descriptions may be 

added as well.

(Previous Slide)



Creating a New Order in WOS (Samples And Lots Tab)

(Click here to proceed)

• Update the Expiration Date field.

If “Not applicable” is selected, the user 

must provide a reason for the selection.

Example: 

If “Other” is selected, an explanation 

must be provided.

(Previous Slide)



Creating a New Order in WOS (Samples And Lots Tab)

(Click here to proceed)

• Select the appropriate option 

for Lot Disposition from the 

drop-down menu.

If “Return Unused” or “Return All” are 

selected, the user will be required to 

provide a courier name and account 

number, and to verify the return 

address information.

Example: 

(Previous Slide)



Creating a New Order in WOS (Samples And Lots Tab)

(Click here to proceed)

• Select the appropriate option 

for Storage Conditions prior to 

testing.

Options include:

Room Temperature

Refrigerated (2°C to 8°C)

Frozen (-10°C to -40°C

Ultracold ( < -60°C)

(Previous Slide)



Creating a New Order in WOS (Samples And Lots Tab)

(Click here to proceed)

If a client chooses refrigerated, 

frozen or ultracold storage 

conditions, they will be asked if 

they would like their shipping 

container back. (Yes or No)

If they choose Yes, the user will be 

required to provide a courier name 

and account number, and to verify 

the return address information.

Example:

Yes

(Previous Slide)



Creating a New Order in WOS (Samples And Lots Tab)

(Click here to proceed)

This entry example will result in one

test article being tested & one or 

many final reports being produced 

depending on how many assays are 

ordered by the client.

Testing can also be ordered for 

multiple lots/components with one 

final report OR for multiple

lot/components all on separate final 

reports.  

If multiple lots/components are 

ordered for the same test code, 

clients will need to designate whether 

items should be interchanged, 

combined, or tested separately on the 

“Assignments” tab.

(Previous Slide)



Creating a New Order in WOS (Samples And Lots Tab)

(Click here to proceed)

• If you need to add a second 

Lot or Component to this test 

article order, use the “Add 

New Lot/Component” button.

This option is very useful if 1 

product is made up of multiple 

components which all need to be 

tested as 1 (whole) item with 1 

final report. 

(Previous Slide)



Creating a New Order in WOS (Samples And Lots Tab)

(Click here to proceed)

This option will create another Lot/ 

Component within this Test Article 

with entries defaulted to the existing 

entries.  The values can be updated, 

if needed.

(Previous Slide)



Creating a New Order in WOS (Samples And Lots Tab)

(Click here to proceed)

Example: 

The item entered to the left is for 1 device, 

with 2 parts that will be tested together as 1 

unit.  

The client will need to choose one of the 3 

options below on the Assignments tab to 

complete the order for testing the components 

as 1 unit:  

• Lots can be used interchangeably

• Combine lots to create test article* 

OR 

Multiple components submitted to be 

combined as one test article*

• Test and report lots separately

*Options vary based on test code(s) selected.

(Previous Slide)



Creating a New Order in WOS (Samples And Lots Tab)

(Click here to proceed)

• Additional Test Articles can also be 

added to the order, as needed, via the 

“Add New Sample” button.

Note: Control Articles, Comparison Articles and 

Supplies are NOT added on this order tab.  

Those items are added under the “Q&A” order 

tab.

(Previous Slide)



Creating a New Order in WOS (Samples And Lots Tab)

(Click here to proceed)

Selecting “Add New Sample” causes the 

previous Test Article fields to condense.  

This section can be expanded again by 

clicking on it.

(Previous Slide)



Creating a New Order in WOS (Samples And Lots Tab)

(Click here to proceed)

Complete each required field for the 

newly added Test Article, following 

the same instructions shown on the 

previous slides.

Note the options to Remove Sample 

and to Copy responses from the 

previously entered Test Article.

If the Copy option is selected, most information 

from the previously entered item will be 

transferred to the new item. The user will be 

required to update/complete any fields which 

did not copy over. (Example: Lot Number, Code 

or Batch info)

(Previous Slide)



Creating a New Order in WOS (Samples And Lots Tab)

(Click here to proceed)

After all data has been added to the order, 

the user has 3 options to save the data and 

move forward with the order.

#1 – Select “Next Step: Assignments” from 

the top of the page

#2 – Select “Next Step: Assignments” from 

the bottom of the page

#3 – Select ANY of the other tab options 

from the top of the Order page.

Warning – Data will NOT automatically 

save.  Use one of the options above to 

save in-progress work.

(Main Menu)

(Previous Slide)



Creating a New Order in WOS (Assignments Tab)

(Click here to proceed)

Clients will now assign the appropriate testing 

(chosen in the “Test Selection” order tab) to 

each of the Test Article Samples and/or Lots 

(created within the “Samples And Lots” order 

tab).

Tests are listed under the Tests column.  Users 

will drag & drop test codes from the Tests 

column to the Samples column, as appropriate.

Drag & Drop

(Previous Slide)



Creating a New Order in WOS (Assignments Tab)

(Click here to proceed)

Tests can be added individually to specific 

samples, or the entire list of tests can be added 

to the sample all at once.  

Each test listed under the Tests column must be assigned to at 

least one sample in the Samples Column

(Previous Slide)



Creating a New Order in WOS (Assignments Tab)

(Click here to proceed)

Individual Test Code Assignment:
1) Left click the desired test code

2) Drag the highlighted test code to the Samples column and 

drop the test code on top of the appropriate Sample or Lot

3) Repeat steps 1-2 for each individual test code assignment

Click Here   then Drag & Drop Here

(Previous Slide)



Creating a New Order in WOS (Assignments Tab)

(Click here to proceed)

Individual Test Code Assignment:

Assigning ALL tests to a Sample:
1) Select the blue button indicating, “To drag all Tests, click 

and drag here”

2) Drag the list of test codes to the Samples column and 

drop the test code on top of the appropriate Sample or Lot

3) Repeat steps 1-2 for each Sample or Lot requiring all 

listed tests.

Click Here   then Drag & Drop Here

(Previous Slide)



Creating a New Order in WOS (Assignments Tab)

(Click here to proceed)

Note that Tests can be added to entire Test 

Article/Sample groups (with multiple lots) or to 

specific lots within the Test Article Sample list.

The example on the left shows a Test 

Article/Sample group with 2 different lots.
Sample

Lot: ABC

Lot: DEF

(Previous Slide)



Creating a New Order in WOS (Assignments Tab)

(Click here to proceed)

To add testing to the entire group (i.e. – multiple 

lots), the user will drag and drop the test code to 

the Sample box outlined in orange. 

Example:

To add testing to only 1 of the 2 lots within the 

group, the user would drag and drop the test 

code(s) to the appropriate Lot box for the 

sample (outlined in yellow) 

Sample

Lot: ABC

Lot: DEF

(Previous Slide)



Creating a New Order in WOS (Assignments Tab)

(Click here to proceed)

When testing is added to an entire Sample 

group (i.e. – both lots), follow-up questions will 

be presented to the user.

Users will select the appropriate response for 

each test code added to the Sample group.

“Combine lots to create test article” OR “Multiple 

components submitted to be combined as one test 

article” (not shown in image) should be selected when 

multiple items are being tested as a whole device.

Sample

Lots: ABC & DEF

(Previous Slide)



Creating a New Order in WOS (Assignments Tab)

(Click here to proceed)

Some test codes may ask about pooling 

samples/lots for testing.  

The user will choose the appropriate response 

from the dropdown menu.

If “Yes” is selected, a follow-up question will 

be required to indicate the level at which 

pooling should occur.

Select the appropriate response.

(Previous Slide)



Creating a New Order in WOS (Assignments Tab)

(Click here to proceed)

This example shows a Test Article/Sample group 

with only one lot.  

In this instance, the test code can be dropped 

onto either the Sample or Lot box.

Example: 

Sample

Lot: Hrewr

(Previous Slide)



Creating a New Order in WOS (Assignments Tab)

(Click here to proceed)

To add ALL Tests to ALL Samples and Lots, use 

the associated button.

To clear all assignments on the page, use the 

“Reset Form” button.

(Previous Slide)



Creating a New Order in WOS (Assignments Tab)

(Click here to proceed)

When Tests are added to a Sample/Lot, they will 

display underneath the associated Sample/Lot.

Each sample/lot listed under the Samples column must have 

at least one test assigned.

Use the “Remove All” option to remove all listed 

tests from a Sample/Lot.  

Use the trash can icon to remove individual tests 

from a Sample/Lot.

(Previous Slide)



Creating a New Order in WOS (Assignments Tab)

(Click here to proceed)

After all test codes have been added to the 

appropriate samples, the user has 3 options to 

save the data and move forward with the order.

#1 – Select “Next Step: Q & A” from the top of the page

#2 – Select “Next Step: Q & A” from the bottom of the page

#3 – Select ANY of the other tab options from the top of the Order 

page.

Warning – Data will NOT automatically save.  Use 

one of the options above to save in-progress work.

(Main Menu)
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Creating a New Order in WOS (Q & A Tab)

(Click here to proceed)

Users will now answer test-specific and 

item-specific questions related to each 

Sample and/or Lot on the order.

All boxes shaded with blue are required. 

Content can also be added as an 

Attachment under the Review tab, if a large 

amount of information needs to be 

provided. (If additional information is added 

as an attachment, please include a note in 

the applicable field.)

The sample, lot(s) associated with the 

sample, and the test code will be indicated 

for each set of test code questions.

(Previous Slide)



Creating a New Order in WOS (Q & A Tab)

(Click here to proceed)

Use the Reset Answers button to clear all

fields, if needed.

Each test code has a list of appropriate 

questions for the Sample(s)/Lot(s) on the 

order, and some fields will contain 

dropdown options.

Use the “Apply answers to all Tests for this 

Sample” if information entered into the 

fields applies to every test ordered for the 

Sample.  (This option will carry forward all 

appropriate information to other fields within the form.  

However, the user must still double check each test 

code field to verify accuracy of the entries and to 

complete any additional fields added with other test 

code question lines).

(Previous Slide)



Creating a New Order in WOS (Q & A Tab)

(Click here to proceed)

Important Note: 

When documenting Surface 

Area for a device, keep in mind 

that the surface area 

documented must be the 

surface area for the entire 

device to be tested.  Therefore, 

if multiple components or lots 

are being tested as ONE 

device, the surface area 

documented must account for 

each component.

(Previous Slide)



Creating a New Order in WOS (Q & A Tab)

(Click here to proceed)

Some questions will indicate 

when WuXi AppTec desires 

specific attachments to aid in 

testing. Please submit the 

requested documents whenever 

possible to avoid delays. These 

can be uploaded on the Review 

tab. 
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Creating a New Order in WOS (Q & A Tab)

(Click here to proceed)

Sample Test Instruction (STI) # info 

is specific to WuXi AppTec Atlanta 

testing.  If unsure about what 

information goes into this field, 

contact your 

BD manager.

The Additional Comments field can 

be used to include any additional 

notes. 

For Example: If another individual should 

be contacted for questions about sample 

preparation, add this info and the 

individual’s contact information here.  

(Previous Slide)



Creating a New Order in WOS (Q & A Tab)

(Click here to proceed)

Some test codes will require the 

client to document aliquot 

information for the submission.  

Users can view the sample requirements for testing via the associated button on the screen, 

if unsure about how much sample is needed for testing. 
(The most up-to-date list for Sample Requirements is available via the WuXi AppTec website).
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Creating a New Order in WOS (Q & A Tab)

(Click here to proceed)

If you need to add comparison articles, 

control articles or supplies to the testing for 

the Sample/Lot order, use the associated 

button at the bottom of the appropriate test 

code question section.

These items can be tested as individual 

items, multiple items can be added to be 

combined for testing as 1 unit, or multiple 

items can be added to be tested 

individually.
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Creating a New Order in WOS (Q & A Tab)

(Click here to proceed)

• Select the appropriate 

drop-down option from the 

“Type” field.

(Previous Slide)



Creating a New Order in WOS (Q & A Tab)

(Click here to proceed)

• Add a description

• Add Lot #, Batch or Code info

• Select an Expiration Date, if 

applicable. (If not provided, the user 

will need to document why).

Example: 

(Previous Slide)



Creating a New Order in WOS (Q & A Tab)

(Click here to proceed)

• Add Storage Conditions

(Previous Slide)



Creating a New Order in WOS (Q & A Tab)

(Click here to proceed)

• Choose a Disposition Option

If “Return Unused” or “Return All” are selected, 

please provide a courier name and account 

number, and document the return address 

information in the “Additional Comments” section 

for the item on the Q & A tab page.  (Additional 

clarification in subsequent slide)
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Creating a New Order in WOS (Q & A Tab)

(Click here to proceed)

• Answer the safety consideration 

question.  If “Yes”, provide the 

necessary details in the 

subsequent pop-up screen.  
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Creating a New Order in WOS (Q & A Tab)

(Click here to proceed)

Clients may need to add multiple 

lots/components if their comparison or 

control article is a device made up of 

multiple components/parts, which is being 

tested as one unit.

• If a new lot or component needs to be 

added to the currently displayed article, 

use the “Add New Lot/Component” 

button and complete each field for the 

newly added item(s).
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Creating a New Order in WOS (Q & A Tab)

(Click here to proceed)

Example: 

Three Lots/Components were added to the 

example on the left.  These components make 

up ONE device, with 3 parts, and will be tested 

together as ONE unit for the comparison/control 

article.  
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Creating a New Order in WOS (Q & A Tab)

(Click here to proceed)

• If a separate, new article (Supply/ 

Comparison/Control) is needed, use the 

“Add New” button and complete each field 

for the newly added item(s).

• “Click Save and Close” after all items 

have been added.
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Creating a New Order in WOS (Q & A Tab)

(Click here to proceed)

Comparison articles, control articles, 

and supplies added to test codes will be 

displayed at the bottom of the 

associated test code question section.

These can be edited, if needed.
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Creating a New Order in WOS (Q & A Tab)

(Click here to proceed)

Additional questions may be added to 

the test code question section, which 

are specific to the comparison/control/ 

supply item(s) added to the order.  

• Answer each question related to the 

comparison/control/supply item(s). 

If “Return Unused” or “Return All” was selected for 

disposition when adding the comparison/control/  

supply item, please provide a courier name and 

account number, and document the return address 

information in the additional comments section.
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Creating a New Order in WOS (Q & A Tab)

(Click here to proceed)

(Main Menu)

After all questions have been answered, the 

user has 3 options to save the data and move 

forward with the order.

#1 – Select “Next Step: Review” from the top of the page

#2 – Select “Next Step: Review” from the bottom of the page

#3 – Select ANY of the other tab options from the top of the 

Order page.

Warning – Data will NOT automatically save.  

Use one of the options above to save in-

progress work.
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Creating a New Order in WOS (Review Tab)

(Click here to proceed)

Clients will review all order data on the 

Review tab before submitting the order 

to WuXi AppTec in the WOS portal.  

Review includes:

• Order Information

• Contact Information

• Sample Information

• Test Information

• Attachments 
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Creating a New Order in WOS (Review Tab)

(Click here to proceed)

Order Information Verification:

Order numbers are automatically 

generated by WOS when a user 

creates a new order.

• Verify Account info (If this is incorrect, 

return to the “Test Selection” tab to update the 

information).

• Add a Purchase Order (PO) number

• Select the appropriate response for 

the MDR question
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Creating a New Order in WOS (Review Tab)

(Click here to proceed)

Contact Information Verification:

• Add the Primary Contact info from 

the dropdown list. (This list is populated 

with personnel names associated with the 

selected client account).

Note: All questions related to the order/testing will 

be sent to the person listed as the primary contact 

on the order.

• After the Primary Contact is 

selected, verify the email address 

which populates in the associated 

field.  Update, if needed.
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Creating a New Order in WOS (Review Tab)

(Click here to proceed)

• After a Primary Contact name is 

selected, the “Address for Final 

Report” section will update. Verify 

information populated in this 

section.  Update, if needed.

Example: 

Optional Fields: 

• Additional contacts to receive 

reports + email addresses
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Creating a New Order in WOS (Review Tab)

(Click here to proceed)

Sample Information Verification:

• Review entered information for each 

Sample ordered including:

- Test Article Description/Name

- Safety Precaution (Yes/No)

- Additional Description, if applicable     

- Lot #, Batch or Code

- Storage Conditions

- Sample Disposition

- Ship to Site(s)

If errors are discovered upon review, return to 

the Sample And Lots tab to make corrections.
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Creating a New Order in WOS (Review Tab)

(Click here to proceed)

• Update the Sample Information section 

with the quantity of items that will be 

submitted for testing AND use the 

dropdown menu to select the 

appropriate units. 
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Creating a New Order in WOS (Review Tab)

(Click here to proceed)

• Update the Sample Information section 

with the quantity of items that will be 

submitted for testing AND use the 

dropdown menu to select the 

appropriate units. 

Note that items may need to be shipped 

to more than one location.  Quantity of 

items submitted must be appropriate to 

complete testing at each site.
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Creating a New Order in WOS (Review Tab)

(Click here to proceed)

• GLP Studies: Review the Test Article 

Characterization statement for each 

test and select the appropriate 

response.

• Repeat the review steps for EACH 

additional Sample and for each 

Control/Comparison/Supply item on 

the order.
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Creating a New Order in WOS (Review Tab)

(Click here to proceed)

Test Information Verification:

• Some tests may be ordered as STAT 

testing.  If the option is available, and you’d 

like STAT testing, be sure to check the STAT 

box.  Additional fees will apply.

• For Samples with more than one lot, review 

the information entered regarding lot use.  

If errors are discovered upon review, return to the 

Assignments tab to make corrections.

• Review the information entered on the Q&A 

tab.  

If errors are discovered upon review, return to the 

Q&A tab to make corrections.

$$$$$

$$$$$
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Creating a New Order in WOS (Review Tab)

(Click here to proceed)

• Total test price and Unit test price will be 

displayed for each test code.  

$$$$$

$$$$$
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Creating a New Order in WOS (Review Tab)

(Click here to proceed)

Some questions on the Q&A tab will 

indicate when WuXi AppTec desires 

specific attachments to aid in our testing. 

Please submit the requested documents 

whenever possible to avoid delays.

Attachments may be added using the 

“Upload File” option. 

Multiple attachments can be added, but 

EACH attachment is limited in size to 

10MB. 

Examples of typical attachments:

-Preparation diagrams / instructions

-Characterization information

-Safety info (SDS)
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Creating a New Order in WOS (Review Tab)

(Click here to proceed)

Review the Agreement at the bottom 

of the order Review tab and check 

the box to acknowledge agreement.

You may also review the protocol(s) 

associated with the order via the 

associated button.
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Creating a New Order in WOS (Review Tab)

(Click here to proceed)

AFTER the user checks the box to 

acknowledge agreement, a “Save as 

Draft” and “Submit Order” option will 

appear.  
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Creating a New Order in WOS (Review Tab)

(Click here to proceed)

Warning – Data will NOT automatically 

save.  If the user is NOT ready to Submit 

the Order, they must choose one of the 

options below to save their in-progress 

work.

#1 – Select “Save as Draft” from the bottom of 

the page

#2 – Select ANY of the other tab options from 

the top of the Order page.
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Creating a New Order in WOS (Review Tab)

(Click here to proceed)

If the user IS ready to submit the 

order, click “Submit Order”.

Note: Once you click Submit Order, you will NOT 

be able to edit your order in the WOS system.  

An Electronic Signature & Password 

box will appear. Complete the required 

information and then click “Submit”.

(Main Menu)
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Creating a New Order in WOS (View/Print Packing List)

(Click here to proceed)

User0001

The user receives a pop-up 

confirmation of successful submission.  

This pop-up includes the ability to view 

and print the Packing List(s) for the 

order.

Click the “View/Print Packing List” 

button.
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Creating a New Order in WOS (View/Print Packing List)

(Click here to proceed)

A pop-up dialog may appear at the bottom 

of your screen asking you to Open, Save 

or Cancel.  Click “Open” to view the 

Packing List.

Print the Packing List and submit to WuXi 

AppTec with your sample(s) for testing.
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Creating a New Order in WOS (View/Print Packing List)

(Click here to proceed)

Important: Failure to include the Packing List with your order will result in processing and testing delays.

WOS order submission does NOT trigger testing to enter the queue for testing at WuXi AppTec. Samples must be 

received on site with the Packing Slip in order for them to enter the testing queue. Once they enter the queue, they 

must be reviewed before being initiated.  

If samples are already on site, contact the BD manager and email MDTest.ClientSupport@wuxiapptec.com to 

discuss testing details. 

(Previous Slide)
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Creating a New Order in WOS (View/Print Packing List)

(Click here to proceed)

If testing is ordered at more than one WuXi AppTec testing site 

(Example: St. Paul & Atlanta), one packing slip for each site will 

be created and will need to be appropriately included with the 

respective shipments for the testing sites. 

Each Packing List indicates the “Ship To” information, as well as 

the list of items that must be sent to each site for testing.

Shipping sites:

St. Paul (Biocompatibility/Custom Studies)*
2540 Executive Drive

Saint Paul, MN 55120

St. Paul (Chemistry)*
2520 Pilot Knob Road

Saint Paul, MN 55120

Atlanta

1265 Kennestone Circle

Atlanta, GA 30066

*Note that Saint Paul has 2 

separate receiving docks and 

items will need to be packed & 

shipped separately.
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Creating a New Order in WOS (View/Print Packing List)

(Click here to proceed)

AFTER Orders are submitted, the person listed as the 

Primary Contact for the order will receive an email 

notification of the order confirmation.

This will include a list of all items on the order and pricing 

info for testing.  It also provides another option to view the 

packing slip(s) for the order.

(Main Menu)

(Previous Slide)



Editing an Order in “Draft” Status

(Click here to proceed)

Users can edit orders in “Draft” status ONLY. 
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Editing an Order in “Draft” Status

(Click here to proceed)

• Click the arrow for the Select drop-

down menu. 

Users can edit orders in “Draft” status ONLY. 
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Editing an Order in “Draft” Status

(Click here to proceed)

• Click the arrow for the Select drop-

down menu. 

• Choose “Edit Order” to make 

changes to your in-progress order.

This option will open your order page 

where changes can be made to any 

data within the order number selected.

Users can edit orders in “Draft” status ONLY. 
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Editing an Order in “Draft” Status

(Click here to proceed)

OR

• Choose “Delete Order” to 

completely remove your order from 

the WOS system. 

Deleted orders cannot be recovered 

and must be recreated by the user.

(Main Menu)
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Reprinting Packing Lists

(Click here to proceed)

After an order has been Submitted in the 

WOS system, users can reprint packing 

lists, as needed.

• Click the arrow for the Select drop-

down menu. 
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Reprinting Packing Lists

(Click here to proceed)

After an order has been Submitted in the 

WOS system, users can reprint packing 

lists, as needed.

• Click the arrow for the Select drop-

down menu. 

• Choose “Reprint Packing List” from 

the menu options.
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Reprinting Packing Lists

(Click here to proceed)

After an order has been Submitted in the 

WOS system, users can reprint packing 

lists, as needed.

• Click the arrow for the Select drop-

down menu. 

• Choose “Reprint Packing List” from 

the menu options.

• Open the PDF.

(Main Menu)
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Viewing an Order

(Click here to proceed)

Users can view order details for orders 

with a status of: 

- Submitted

- Received

- Fulfilled 

- Cancelled
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Viewing an Order

(Click here to proceed)

• To view the order details, click the 

arrow for the Select drop-down 

menu. 
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Viewing an Order

(Click here to proceed)

• To view the order details, click the 

arrow for the Select drop-down 

menu. 

• Choose “View Order” from the 

menu options.
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Viewing an Order

(Click here to proceed)

The “Status” tab of View Order shows the 

user all test codes in the order and the 

current status of each test.

The Estimated Report Date section will 

provide estimated timelines for final 

reporting results based on when the testing 

was initiated at the lab. (Items “Pending 

initiation” have been received, but testing 

has not been started).

The test code status will update to reflect:

-Submitted

-In process

-Reported
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Viewing an Order

(Click here to proceed)

The “Details” tab of View Order 

shows the user a view-only 

version of the Review tab 

containing all information entered 

by the client for their order. 
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Viewing an Order

(Click here to proceed)

The “Reports” tab of View Order 

shows the user the final report(s) 

for their order.  

If testing is still in progress, no 

report data will be available.

Click the blue hyperlinked Report # to 

access a PDF of the final report.

(Main Menu)

Example

Example
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Ordering via the “Reorder” Option

(Click here to proceed)

Clients can access the Reorder option on 

orders with a status of: 

- Submitted

- Received

- Fulfilled 

- Cancelled

After an order has been initially submitted 

in the WOS system, clients can use a 

“Reorder” feature to replicate the order 

for a new sample submission.

This will recreate most details from a previous 

order, but will leave specific fields blank for 

new input from the client related to the new 

submission.
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Ordering via the “Reorder” Option

(Click here to proceed)

• To access the Reorder option, click 

the arrow for the Select drop-down 

menu. 
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Ordering via the “Reorder” Option

(Click here to proceed)

• To access the Reorder option, click 

the arrow for the Select drop-down 

menu. 

• Choose “Reorder” from the menu 

options.

A new exact copy of your order will 

populate in Draft status.  This new 

order can then be edited, as needed, 

prior to being submitted to WuXi 

AppTec for a new sample/lot for 

testing. 

(Main Menu)
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Cancelling a Submitted Order

(Click here to proceed)

After an order has been Submitted in the 

WOS system, and before it has been received 

by WuXi AppTec, users can cancel the order 

in WOS.
• Click the arrow for the Select drop-

down menu. 
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Cancelling a Submitted Order

(Click here to proceed)

After an order has been Submitted in the 

WOS system, and before it has been received 

by WuXi AppTec, users can cancel the order 

in WOS.

If an order has already been “Received” by 

WuXi AppTec, contact your account manager 

to discuss options for cancellation.

• Click the arrow for the Select drop-

down menu. 

• Choose “Cancel Order” from the 

menu options.

(Main Menu)
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System Maintenance & Downtime

(Click here to proceed)

WuXi AppTec will always communicate planned downtime to clients in advance of any potential 

maintenance activities needed.  

If the system becomes inaccessible due to unexpected issues, clients should contact their BD 

manager and should email Client Support at MDTest.ClientSupport@wuxiapptec.com to discuss 

assistance with the required element(s).

For example: 

- Final reports can (in most cases) be emailed or mailed

- New orders can be placed via manual submission of a paper Test Request Form

(Main Menu)
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Client Support Resources

Frequently Asked Question (FAQ) resource guide

• Email MDTest.ClientSupport@wuxiapptec.com for the most up-to-date version of this document

Client Support

• Phone: 888-794-0077

• Email: MDTest.ClientSupport@wuxiapptec.com

• Requests are monitored by the Client Support Team 

8:00 a.m. – 5:00 p.m. (CST) Monday-Friday

• Requests will be triaged appropriately

• To support prompt request processing, please include specific details via phone or email. 

Examples: 

Problem accessing the system

New User Account Needed

Password reset (See Forgot Your Password? instructions here)

Problem ordering a test

(Main Menu)
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