
IDR Spreadsheet Upload
Access IDR or COVID 

Upload Screen

Upload an IDR or COVID 
Spreadsheet Note: If user has multiple 

facilities, they must select 
one to work with

Select File

Facility Selection

Note: Users can upload IDR  
spreadsheets or legacy COVID 

spreadsheets version from 9 to 13

Get blank 
Template

View IDR 
User Guide
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Note: Uploaded file will 
be validated with results 

displayed in grid
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Search tool can filter results in grid, 
record count will display filtered count

Pagination controls allow selecting 
number of records per page to show

Special Instructions include 
shipping instructions and 

requirement of Pre-Approval

Collapse/Expand 
Special Instructions

Results displayed for 
uploaded IDR or COVID 

spreadsheet

Fields with incorrect or 
missing data highlighted

Selecting icon 
shows details of all 

errors in row

6
Uploaded spreadsheet 

displays in grid for review
Display only 

rows with errors

Fields with incorrect or 
missing data highlighted

Selecting icon 
shows details of all 

errors in row
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Uploaded spreadsheet 

displays in grid for review
Display only 

rows with errors



Detail Window

Blank Suspected Agent 
values will be auto-

populated on import

Blank Suspected 
Agent with no 

default will be left 
blank on import

Export allows 
user to download 
current data into 

an Excel file

Displays detail 
window for 

selected record

Blank Suspected Agent 
values will be auto-

populated on import

Blank Suspected 
Agent with no 

default will be left 
blank on import

Export allows 
user to download 
current data into 

an Excel file

Displays detail 
window for 

selected record

Accordion sections 
with individual 
record’s data

Note: records with errors 
will automatically expand 

accordion sections 
containing errors

Errors indicated 
with red text

Expand or collapse all 
accordion sections

Required items 
indicated with 

red astrisk

Retain changes 
and return to 

results grid

Discard changes 
and return to 

results grid
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Users can update 
values directly in the 

grid or via the 
details window
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Returns to 
Remote Order 
Menu screen

Returns to 
CLIMS Home 

screen

Enabled when 
no errors exist

Returns to 
Remote Order 
Menu screen

Returns to 
CLIMS Home 

screen

Enabled when 
no errors exist

Submit displays shipping 
manifest for non-

Precollection orders
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Shipping manifest 
displays for orders 
not Pre-Collection
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Submitting Order

Comments 
print on 
Shipping 
Manifest

Opens Print window 
allowing printing or 

saving as PDF



Help Page

Current version 
of the full IDR 

Template

Opens the 
user guide

View the Test Catalog

Help Page can be 
accessed from the 

Remote Order Entry 
menu for additional 

information

Opens the Upload 
IDR or COVID 

Spreadsheet screen
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