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Accessing mylab  

To access Hill Labs’ mylab, visit https://portal.hill-laboratories.com/ On the mylab homepage, there are three options to choose 
from. “Laboratory Tests”, “Sampling Supplies” and “My Jobs”. 

 

Laboratory Tests  

Within “Laboratory Tests”, you can order tests ahead of time to speed up the lab process and receive results faster. You can 
view test prices and our test catalogue. 

If you are a first time user of mylab you will be presented with the Persona selection screen. Each persona contains tests which 
relate to its title.  
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If the test you require cannot be found in the list, you may need to change the test persona. To change the test persona, select 
“Change”. A list of personas will pop up; select the persona where your test is likely to sit. If the required test still cannot be 
found please email the team at cx@hill-labs.co.nz. 

 

If you select the ellipsis on the right-hand side of the test list price, you are given two options, “+, Add to all samples” or “ , 

Show test info”. 

The “+ Add to all samples” function will add that test to all samples you have ordered on the left-hand side of the page.  

The “  Show test info” function will pop up a box with more info about the test. You will find typical turnaround time and the 
measurands reported. 

 

 

 

If you cannot see the test you require in the test list, you may need scroll down using the scroll bar.  
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You can search for test types by name or analyte name, using the search bar function. 

 

 

Samples 

The field under the heading “Sample Name” is where you add a name to identify your sample. This should be a name that is 
meaningful to you, and it will show on your report. 

o If you have samples with more than one name, you can add this further through the sample submission 
process.  

The sample type field is where you select the type of sample you are submitting for testing. You can type the sample type you 
are submitting or scroll and search for the sample type. 

 

When you select a sample type you may be given the option if you would like us to add any recommended testing, you can 
select yes or no. If you choose to add the recommended testing, you will be able to remove this later if you wish to. 

 

Once you have your first sample you can add more samples if you wish. There are multiple ways to do so. The ellipses on the 
right hand side of the sample type will give you options. If you select “+ Duplicate Sample” the sample type and any tests you 

have chosen will be duplicated below. 
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Bulk Samples 

To add more than one sample at a time you can enter the number of samples in the grey field at the bottom of the page and 
click “Add More Samples”. 

 

Clicking the clipboard icon next to the “Sample Name” heading will open a “Paste Sample Names: clipboard. Each new line 
named or numbered will result in that amount of samples being added to your order. 
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Sampling Supplies 

In the Order Sampling Supplies menu, you can browse through various categories of supplies. These include containers, 

sampling kits, and other necessary materials. 
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Click on the drop-down arrow to expand and show the items within the category listed. You can see descriptions, quantities, and 

any special instructions for use by clicking the More Information button. 

 

 

 

 

Select the quantity you need by clicking the + or – symbols, then add the item(s) to your cart by clicking the Add to Cart button.  

After adding all necessary items, click the yellow Place Order button under the Order Summary heading.  
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Ensure you have the correct quantities and items. Also check your contact details and your delivery address are correct. 

When you are ready to order, click the yellow,” Place Order” button under the Order Summary heading. When your order has 

been successfully placed you will be presented with the pop-up message below. 

 

You can track the status of your order through the My Jobs section of mylab. Your sampling supplies order will be categised by 

job type “Supplies". You can also access links to the courier services to track delivery of your parcels. 

 

My Jobs 
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The My Jobs menu is where you can track progress of your testing, view reports, invoices and job details. This includes 
historical jobs which may have been submitted manually using paper submission forms. You can track the progress of you 
supplied item orders and access links to the courier services delivering your parcels. 

 

You will have access to two or three tabs within My Jobs. If you are part of an organisation, you will see Jobs, All Jobs and 
Search Jobs. If you are registered as an individual contact with Hill Labs, you will see Jobs and Search Jobs. 

Within Jobs you can access any jobs you have submitted. The most recent 200 jobs will be displayed over two pages. Any jobs 
not showing can be accessed within the Search Jobs tab.  

In the All Jobs section, you can view any jobs submitted by others in your organisation, provided they have opted to share their 
jobs within the organisation. If you cannot see jobs submitted by others in your organisation, please contact the team at cx@hill-
labs.co.nz. 

Within Search Jobs you can use search parameters to filter jobs  

 

Support 

If you encounter any issues, you can contact Hill Labs for assistance 

 Customer Experience Team: cx@hill-labs.co.nz 

 Business Support: mail@hill-labs.co.nz or call 0508 44 555 22 (07 858 2000) 
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