
RBC Client Portal 

• Creating an Account 

In order to utilize the client portal, a user must first make an account utilizing the email they 

have received/wish to receive their reports in.  

Steps to Creating an Account 

1. When the user first opens the portal, they will be greeted with the home screen. To begin 

creating an account the user will need to select the “New? Create Account” link located 

under the log in prompt: 

 

 

2. Once selected, the user will be navigated to a page where they will be prompted to enter 

an email address. Here they should input the email they would like to/or already use to 

receive RBC reports and then hit “Submit”: 

 

 

3. The user will then receive an email containing a verification code (make sure to include 

the dashes when re-typing). Once this is input into the verification page, the user will be 

navigated to an agreement page: 



 
4. Once at the agreement page, the user will be asked to read and agree to an “Online Report 

Access Agreement”. Once the agreement has been read, the user must hit “I Accept” to 

continue. 

 
5. Once accepted, the user will be taken to the password creation page and asked to create a 

password for their new account. Upon completion and selecting the “Create” button, the 

user will be taken back to the home page, and they are ready to login to their account 

portal.  



 

 

• Main Window 

This page allows users to view RBC Malvern’s compound shipping information, their order 

history, any reports sent to them, and create new orders. The main window contains two sections: 

Assay Service Orders, where a user can create or view their RBC assay service orders, and 

Reports, where a user can access all the reports sent to the email associated with their account.  

Assay Service Orders 

In this section of the client portal a user can access the required information and programs to 

create a new assay service order as well as access their order history.  

Compound Preparation: 

 



• By selecting this link, a user can view compound preparation guidelines as well as safety 

guidelines for shipping a compound that requires specific handling precautions. It is 

important that these guidelines be followed for accurate and efficient processing as well 

as to ensure the safety of RBC employees:  

 

 

  



Compound Shipping and Storage: 

 

• By selecting this link, a user may view RBC Malvern location’s shipping and contact 

information as well as assay condition form and storage guidelines/information. It is 

important that these be read and understood as improper storage of compounds may 

affect testing accuracy: 

 



 

  



Order History: 

 

• By selecting this link, a user may view all their previous orders with RBC, including their 

order name and the date they were ordered:  

 

• The user may search for a specific order by name using the “Search” bar and can alter 

how may reports they view per page by clicking the “Show___entries” drop down menu 

• If a user selects the order name, they will be taken to the Assay Condition Form page of a 

duplicate of that order: 



  
a. Any changes or alterations a user makes when selecting the “Duplicate”, “Edit”, 

or “Delete” will be applied to the new order. (See the Create New Order section 

below on how to complete a new order). If the new order is not submitted, it will 

not be saved: 

 

  



Create New Order: 

 

• By selecting this link, a user may place a new order by entering in the required 

information in the provided digital forms: 

1. To begin a new order, the user must first add the compound condition forms of all 

the compounds they wish to have testing in this order. To add a compound 

condition form to an order, the user must select “Add to Form”: 

 
2. Once selected, the user will be navigated to the Assay Condition form page where 

they will be asked to enter their compound information as well as the conditions 



they would like that compound to be tested under and the RBC target(s) they 

would like to test with: 

 

3. As the user selects their conditions from the provided drop down menus, they will 

be prompted to select more conditions or enter more information depending on 

what they have entered or selected thus far:  

 



 

4. Once the compound information and conditions have been filled in, the user can 

select their targets from a list of all of RBC’s Targets. Directions on how to add 

and remove targets can be found below the boxes but are written below as well: 

a. To add a target, the user must click the desired target from the “All RBC 

Targets” list and it will then populate in the “Selected Target(s) box.  

b. In order to remove a target from the selected list, a user must click the 

target they wish to remove from their “Selected Target(s)” list, and it will 

be removed.  

 

5. Once the appropriate information has been added to the form, the user can select 

the “Save” button to complete the compound condition form. Once selected, the 

user will be taken to the Create New Order home page where they will be able to 

view their completed compound condition form: 



 

 

• If a user wants to add additional compounds to the order, they can do so by selecting the 

“Add to Form” button below any previously added compound condition forms:  



 
a. This will take them to an Add Assay Condition page, where they may enter the 

information for the new compound:  

 
• If a user would like to create a similar or the same compound test condition form as one, 

they have previously made, they may select the “Duplicate” link in the leftmost column 

of the condition form they wish to duplicate:  



 

a. Once “Duplicate” is selected, the duplicate condition form will populate in the 

form list: 

 

• To edit a condition form, the user can select the “Edit” link in the leftmost column of the 

order they wish to modify: 



 
a. Once the “Edit” link is clicked, the user will be navigated to the Assay Condition 

Form page of the condition form they wish to alter. Here they can alter the 

conditions in whatever way they see fit. To complete and save the changes to the 

form, the user must select the “Save” button at the bottom of the page: 

 



 

b. Once the “Save” button has been clicked, the user will be navigated back to the 

Create New Order homepage where they can view the changes to the edited 

condition form: 

 



• If a user needs to remove a compound form, they can do so by selecting the “Delete” link 

in the leftmost column of the form they wish to delete: 

 

a. Once “Delete” has been selected, the form will be removed from the order list on 

the Create New Order homepage: 

 

 



• Once the forms for all of the compounds being tested have been complete, the user can 

click “Continue” to proceed to the next step in the ordering process. Selecting “Continue” 

takes the user to the “Additional Information” page where they will be prompted to add 

an RBC quote number (if applicable), the email address(es) of anyone they want the final 

data report to be sent to, and any special requests or notes that may be relevant to this 

order. Once this information has been entered, the user will select “Submit New Order” 

to complete the order. 

a. Some things to make a note of in this section include: desired report formatting, 

need by date range, etc.:  

 

b. Once “Submit New Order” has been selected, the user will be taken to a new page 

to confirm the completion of the order and a confirmation email will be sent. To 

return to the Client Portal home, the user can either hit “Client Portal” in the top 

right of the page, or “Portal Home” in the top left of the page: 

 

c. To confirm the completion of the order, the user can select the “Order History” 

link to be taken to a page where they can view the order in a list alongside any 

previous orders: 



 

  



Reports 

In this section of the client portal a user can access all of the reports that have been sent to the 

email associated with their portal account.  

View reports: 

 

• By selecting this link, a user will be shown a list of reports in order from oldest to 

newest: 

 



a. When looking for a particular report/reports a user can utilize the search bar, or 

select the column headers to sort the reports. Please note that you can only sort the 

reports by one filter at a time. 

i. The search bar can be used to look up a report by any of the three 

categories represented on the screen (Date Sent, Report Name, Assay 

Class): 

 

ii. Selecting “Date Sent” will sort the reports by sent date, and selecting it 

twice will switch to the opposing order: 

    

x2 



 

iii.  Selecting “Report Name” will order the reports in alphabetical order by 

report name, and selecting it twice will switch to the opposing order: 

   

 

iv. Selecting “Assay Class” will group the reports by assay class type and 

then order them alphabetically, and selecting it twice will order them in 

opposing alphabetical order: 

                                

x2 

x2 



 

 

v. A user may adjust how many reports they would like to see per page by 

modifying the “Show___entries” drop down menu:  

 

b. If a user would like to view a report, selecting the report name will download a 

copy of the report to the browser:  

 

 



 


