
 

SAMPLE SUBMISSION WEBSITE USER GUIDE 

GETTING STARTED  

STEP ONE 

 Visit www.NQACDublin.com and click “Submit Samples” or https://nqacdublin.com/submitsamples/   

 

STEP TWO 

 Create a registered user profile by clicking “Register as New User.” Log in to this profile to            
 begin your submission.  

  *To submit as a registered user, a valid NQAC Dublin Customer ID number is required.         
   If you do not have an ID number yet, please reach out to                                                                       
  nqacdublincustomerservice@us.nestle.com or fill out the New Customer form here.  

ADD SAMPLES & TESTS 

STEP ONE 

 Provide identifiable information for your first sample using the below fields: 
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  *To continue as a guest, click “Start Your Order” under Order as a Guest.  

https://nqacdublin.com/submitsamples/
https://nqacdublin.com/new_customer_info/


 

ADD SAMPLES & TESTS CONTINUED... 

 
*If at any point in time you need assistance while submitting samples use the “Customer Support” button in 

the top right corner of the screen to be directed to NQAC Dublin Customer Service*  

The Supplier field is not required for successful processing. This field will be the supplier of the 

specific submitted samples and will be reflected on the final report.  

The Country of Origin field is not required for successful processing. This field will be the    

country where the submitted samples are from and will be reflected on the final report.  
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The Sample Description field is the only required field for successful processing. This field will 

be the description of the specific submitted samples and will be reflected on the final report. 

The Instructions field is not required for successful processing. This field can be used to provide 

NQAC Dublin with instructions on how to process this specific sample (Ex. Peel before testing). 

This information will not be reflected on the final report.  

A
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IMPORTANT:  The sample information filled out above and the physical samples must match each 

other. We will automatically proceed with the provided information from the Online Submission 

and a notification of a discrepancy will not be sent. If any issues arise, it will need to be resolved 

by an amended report request.  
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The Batch or Lot Number field is not required for successful processing. This field will be the lot 

code or batch of the specific submitted samples and will be reflected on the final report.  

The Client ID field is not required for successful processing. This field will serve as any additional 

identifiable information the submitter may need and will be reflected on the final report.  

The SAP Material ID is not required for successful processing. This field will be the Nestlé       

provided material ID, if applicable, or any additional information the submitter may need and will 

be reflected on the final  report.  

F
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*If at any point in time you need assistance while submitting samples use the “Customer Support” button in 

the top right corner of the screen to be directed to NQAC Dublin Customer Service*  
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STEP TWO 

 Choose your preferred view for adding tests,         or        .  1 2

2

1

STEP THREE 

 Click the “Add Test” button.  

This will open a categorized search window which can be         used to search by category of      

analysis or         filtered by using the search box in the upper right hand corner. You can search 

by analysis name or method number.  

2 

1 

1 

2 



Add Samples & Tests Continued... 

                 Many methods, such as Salmonella, may have multiple variations that can be selected. 

Carefully review all options prior to making your decision.  

Additional information such as Technical Data Sheets, Turnaround Time, and Cost 

can be found to the right of each method. If a Technical Data Sheet is unavailable for 

that analysis, a hover over function may provide additional details.  

 i ii

 i 

ii

To add the testing to your sample, check the                box on your selected analysis, followed by                
(this can be completed either at the top or bottom of the screen). 

 

If the test you are looking for didn’t 

come up in your search, you can click on 

“Can’t Find Test?” for assistance.  
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ADD SAMPLES & TESTS CONTINUED... 

Repeat STEP THREE as needed until all desired analyses are added to your first sample. 

STEP FOUR 

          Provide any pertinent information for each analysis, these are not required fields. 

The “Qty” field will be the number of replicates you want ran for each analysis within this sample.  

The “Instructions” field can be used for test specific instructions (Ex. ID any positive growth).  

The “Limits/Levels” field can be used in conjunction with the “values/unit of measure” field to   
provide NQAC Dublin with expected or required result ranges for each analysis. 

The “Value/Unit of Measure” field can be used in conjunction with the “Limits/Levels” field to    
provide NQAC Dublin with expected or required result ranges for each analysis.   
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*At any time these X’s can be 

used to remove analyses 

from the sample* 
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ADD SAMPLES & TESTS CONTINUED... 

STEP FIVE 

           Add additional samples as needed by selecting  

A popup box will open, allowing any existing sample information to be copied, including all of 
its added tests. Or you may choose to not copy any sample information and start a completely 
new one.  

A 

In addition to the testing, other components can be copied onto the new sample including             

Description, Instructions, Batch or Lot Number, Client ID, SAP Material ID, Supplier and    

Country of Origin. 

The “Number of Copies” field will determine how many times the selected samples and      

components will be copied over to the new sample. Note, the maximum number of samples on 

one submission is 100.  

Once all the information that you need to copy is selected, click  D 
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ADD SAMPLES & TESTS CONTINUED... 

With this example, there will be 20 requested samples all with the same Testing and Description. 

Note, any fields can be edited or updated for each sample before saving.  

Select                        at the bottom right.  

ORDER & RECIPIENT DETAILS  

STEP ONE 

 Fill in the “Submission Information” if applicable.  

The “NQAC Dublin Customer ID” field refers to an already existing number provided by 

NQAC Dublin and is required if submitting samples as a registered user.  

If you have submitted to NQAC Dublin in the past and are familiar with this number, 

please enter your NQAC Dublin Customer ID number here. 

If you are submitting as a guest, the Customer ID field is not required and can be left 

blank. However, if you do have a customer ID and are submitting as a guest, please 

enter it here.  

The “PO or Reference Number” field can be used to supply any information that needs to be  

included on the invoice.  

The “Submission Description” field can be used to provide how the subject line of the final    

report email will be titled for ease of receipt and organization.  
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*If at any point in time you need assistance while submitting samples use the “Customer Support” button in 

the top right corner of the screen to be directed to NQAC Dublin Customer Service*  
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STEP TWO 

           Fill in the “Submission Information” if applicable.  

The “Courier” field should be used to designate what courier your shipment will delivered by 

if known at the time.  

The “Expected Delivery Date” field should be used to indicate when your package will arrive 

at NQAC Dublin.  

  

NOTE: We use these fields to forecast and prepare as much as possible for your samples to   

  arrive at our location.  

A 

B 

A 

 
*If at any point in time you need assistance while submitting samples use the “Customer Support” button in 

the top right corner of the screen to be directed to NQAC Dublin Customer Service*  
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ORDER & RECIPIENT DETAILS CONTINUED... 

B 

STEP THREE 

 Review and toggle “Turnaround Time” section if applicable. 

Note:  

     Rush testing is not available on microbiology analyses. 

      Not all chemistry analyses have guaranteed Rush turnaround times. Contact                          

 nqacdublinccustomerservice@us.nestle.com for additional information. 

     Rush testing will result in double the charge of routine analysis. 



ORDER & RECIPIENT DETAILS CONTINUED... 

STEP FOUR 

 Review and toggle “Full Submission Report” if applicable. 

Note:  

Selecting “Full Submission Report” will provide a single report issued once all testing is complete 

which may result in short turnaround time analyses being delayed. If you select full submission 

report, you will opt out of partial reports and presumptive notifications.  

     “Full Submission Report” and “Rush Order” cannot be selected concurrently. 

STEP FIVE 

 Review and toggle “Proceed as Compromised” if applicable. 

Note:  

Selecting “Proceed as Compromised” will alert our team to automatically proceed with your testing 

even if your samples are received in a compromised state. You will opt out of receiving a sample 

deviation for this issue and the information will be displayed on your automated email sent to all 

report recipients when we register your samples.                                                                                                                           

This will be displayed by the sample condition and temperature (if applicable). 
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*If at any point in time you need assistance while submitting samples use the “Customer Support” button in 

the top right corner of the screen to be directed to NQAC Dublin Customer Service*  



ORDER & RECIPIENT DETAILS CONTINUED... 

 When adding additional recipients, there is an option to copy the information from the previous        
 recipient by selecting the recipient name from the first drop down box. 

STEP SIX 

          Complete “Recipient Information” for each person that will need to receive a copy of the final report. 

 *As the submitter under the registered user, your name will automatically appear as a                

 report recipient. This information can be updated as needed using these 3 dots.              

 *As a guest, all report recipient information will need to be added manually. 

Click on the “Add Recipient” button  

Fill out all required fields indicated  
by the * and hit  

Repeat until all desired recipients are included and hit                     at the bottom right. 
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CONTACT & BILLING INFORMATION  

STEP ONE 

Note:  

     The individual designated in this section will be the main contact for   

 this submission and will receive a copy of the packing list and 

 shipping labels for submission. 

    This individual can be selected from the “Choose Recipient” drop   

 down which consists of a list including all recipients entered 

 and all information will be auto-filled. 

 

STEP TWO 

          Fill out or select information from the drop down for designated invoicing point of contact 

Note: 

      The individual designated in this section will receive the invoice for 

 this submission as well as a copy of the packing list and      

 shipping labels for submission. 

     This individual can be selected from the “Choose Recipient” drop 

 down which consists of a list including all recipients entered, or 

 can be selected by checking “Use Contact Information for    

 Billing”  and all information will be auto-filled. 

STEP THREE 

 Click   

*This information is only needed if submitting as a guest user.  As a registered user the contact and   

billing information will reflect the Customer ID entered for the submission and you will not be prompted 

to complete this section. Skip to “Review and Submit Your Order” step one.   

*If submitting as a guest under a Customer ID number, the contact name and invoice recipient listed in 

 this section will not replace those who are directly associated with this Customer ID number.  

 Additionally, any report recipients directly associated with the ID will also receive the results.  

*If submitting as a guest with no Customer ID number, the contact name and invoice recipient listed in 

 this section will receive the results and invoice respectively. 
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REVIEW & SUBMIT YOUR ORDER 

STEP ONE 

 From this screen, review all entered information for accuracy. 

STEP TWO 

  Update any errors by choosing “Edit Samples”, “Edit Order Details” or “Edit Contact & Billing*” 

 *if submitting as a guest* 

STEP THREE 

 After everything has been reviewed, accept the “Terms & Conditions” and click  

ORDER CONFIRMATION 

STEP ONE 

          The final screen will provide instructions on shipping the samples. 

A.) Print the “Packing List” and include in your shipment, this form will be required for processing. 

 i.) This list will include helpful information such as sample/gram weights needed and          

 requested analyses. Note, when sending your sample weights, make sure that you are  

 sending the gram weight listed times the number of reps for each sample.  Also, review  

 the additional submission instructions for supporting details to process your samples.  

Note:  

      If this page is navigated away from prior to printing, a copy of the packing list, labels and payment 

 terms are emailed to the designated web recipients.   

 
*If at any point in time you need assistance while submitting samples use the “Customer Support” button in 

the top right corner of the screen to be directed to NQAC Dublin Customer Service*  
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ORDER CONFIRMATION CONTINUED... 

B.) The sample labels will be automatically generated and can be used to ease submission and         

 processing once received at NQAC Dublin. 

i.) Use of these labels are not required, however samples must be identifiable upon receipt to 

match information included on the “Packing List”. 

Packing List Example:  

Print on Avery 8163 labels or paper and affix to samples. If you have multiple containers, you may print 

multiple copies of each label as needed for your submission.  
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ORDER CONFIRMATION CONTINUED... 

STEP TWO 

 Thank you for your submission. Use the                    button to create a second request or visit the 

 NQAC Dublin home page by clicking  

 
*If at any point in time you need assistance while submitting samples use the “Customer Support” button in 

the top right corner of the screen to be directed to NQAC Dublin Customer Service*  
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REGISTERED USER ONLY DASHBOARD: 

STEP ONE 

 Sign in to your registered NQAC Dublin submission portal by visiting our website                          
 https://nqacdublin.com/submitsamples/  

STEP TWO 

 Click on “User Dashboard” on selection bar at the top of your screen  

Messages from NQAC Dublin! 

Click the notification to review the information of the message. 

Dismiss the notification once the information is reviewed. 
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https://nqacdublin.com/submitsamples/


REGISTERED USER ONLY DASHBOARD: 

Sample Turnaround 

           Provides a quick view of your average sample transit and average lab turnaround time. 

 Adjustment settings to personalize your view are in the upper right shown below. 
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Data Trending 

           Provides users with the ability to extract web reported data into an excel csv file for data        

 trending between certain date ranges. Note: You must be associated with the project to gain 

 the results. 

 Click on the upper right to begin the process as shown below. 

Opt-Out Web Automated Emails 

            Ability to turn off your web order emails online meaning you will no longer receive your order    

 confirmation emails. 

Order View Tabs 

           Easy filtering of your orders into All, Archived, Drafts and Favorites. Click to view each. 



REGISTERED USER ONLY DASHBOARD: 

All Tab 
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Status Views 

The “All” tab will provide you with a quick view of all your submissions in your dashboard. 

 

Adjust your view settings by clicking the graph in the right corner. 

 

Quick search function to find a submission in your dashboard. 

 

Ability to filter by submission status which allows for quick action to see what is pending. 
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Quick view of your order status. 



REGISTERED USER ONLY DASHBOARD: 

Order Details & Updating Features 
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*If at any 

point in 

Click on the order number to expand to view, copy, edit or cancel. 

Click again to minimize. 

The “Copy Submission” will provide you with a quick way to reorder a previous order and   

update the information. Previously named “Reorder”. 

The “Cancel Submission” will provide you with a way to cancel your order if the samples   

haven’t been registered at NQAC Dublin. A pop-up form will appear for you to fill out if the   

order was already received and you would still like to cancel. 

Access to print your submission packing list and labels for your order. 

The “Download COA” will provide you with direct access to your partial and final laboratory       

reports for the submission after they have been released. 

Fast way to update your order to a Rush Submission, Full Submission, Proceed as                

Compromised, Add to Favorite or Add to Archive if the samples haven’t been received. 

“Project Number” and “Sample Number” will appear after NQAC Dublin receives your   

samples and registered them into our system. 

“Condition” and/or “Temp C” will appear after NQAC Dublin receives your samples as         

normally shared in your automated received notification. 

“Due Date” and/or “Delayed Date” will provide you with a real time view of the estimated      

date of the final report.  
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REGISTERED USER ONLY DASHBOARD: 
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*If at any point in time you need assistance while 

submitting sam- ples use the “Customer Sup-

Order Details & Updating Features Continued 

A 
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“Edit Sample” is hidden but can de done by clicking the sample information. This will provide 

you with a way to edit sample information before the samples are received at our location. A 

pop-up form will appear for you to fill out if the order was already received and you still would 

like to edit. 

If the sample hasn’t been registered in our system, the below pop-up “Edit Sample” screen 

will appear which will allow you to edit your sample information easily. This updated         

information will be applied to your reports.  

You are also able to cancel the sample in this screen if you do not want it processed. 

B 

C 



REGISTERED USER ONLY DASHBOARD: 
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*If at any point in time you need assistance while 

submitting samples use the “Customer Support” but-

Order Details & Updating Features Continued 

Edit Samples continued  After you are finished editing your sample information or if you cancel a 

sample, you are able to re-print your packing list/labels so they match. These updated documents 

should be placed in the package with your samples. If you have already shipped your package, 

please send an updated copy of the packing list and provide your courier tracking number to the 

customer service team to help switch the paperwork when your package is received to limit delays 

in processing. 

A pop-up will come up to selected and name your favorite description. Once completed, it will 

move over to your “Favorites” tab where you will be able to “Copy Submission” as normal. 

Previously named “Reorder”. 

View Test  Hover over test numbers to view the requested analyses requested for the sample.  

Add to Favorite  You are able to add an order to your “Favorites” tab by selecting the below.  



REGISTERED USER ONLY DASHBOARD: 
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*If at any point in time you need assistance while submitting samples use the “Customer Support” button in 

Order Details & Updating Features Continued 

Removal of Favorite   Deselect “Add to Favorite” then submit and it will remove it from the 

Add to Archive  This allows functionally to clear up your “All” tab of the dashboard if you would like to 

do so. Click “Add to Archive” and this will move the order to your “Archive” tab.  

Deselect “Add to Archive” to remove from your “Archive” tab and move back in your “All” tab. 



REGISTERED USER ONLY DASHBOARD: 
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*If at any point in time you need assistance while submitting samples use the “Customer Support” button in 

the top right corner of the screen to be directed to NQAC Dublin customer service*  

Drafts Tab 

You can view your drafts that were created but saved for later when adding samples & tests or at the 

order & recipient details screen in the same location on the screen. 

 
*If at any point in time you need assistance while submitting samples use the “Customer Support” button in 

the top right corner of the screen to be directed to NQAC Dublin Customer Service*  



HELPFUL TIPS: 
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*If at 

any point in time you need assistance while submitting samples use the 

Method numbers are listed in a hover over by the method name. 

The Download COA will be in blue when a new report is available for download viewing. If you have 

multiple reports available, a zip file will download to provide all the reports for your submission. 

If the Download COA is purple, you already viewed the available reports. 



HELPFUL TIPS CONTINUED: 
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*If at any point in time you need assistance while submitting samples use the “Customer Support” button in 

the top right corner of the screen to be directed to NQAC Dublin customer service*  

Auto-fill or auto-remove sample information to multiple samples. 

 
*If at any point in time you need assistance while submitting samples use the “Customer Support” button in 

the top right corner of the screen to be directed to NQAC Dublin Customer Service*  


