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2 Create/register order 
 

2.1 Step 1: order creation 

 
 



 

 

 

 

 

 
 

 
 

 
 

 

 

 

2.2 Step 2: Adding a swatch 
 

2.2.1 Adding swatch 
 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

2.2.2 Importing a sample 
 

 

 

 

 

 

 

 

 

 

Figure 1: Sample file 
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You will then see the following overview. 

 
Name : Give a clear name to the mapping so that you can easily find it in the list of all templates. 

 

Imported column : This is the name of the column from your file 
 

Qlab parameter : This is the name of the corresponding column in Qlab 



 

 

 
 
 
 
 
 

 
 

 

Qlab will already automatically map the majority of the columns together. As a user you can 
choose not to copy certain columns from your file to Qlab, you do this 
by choosing the "Do not import" option. 

 
In order to map your own favorite packages correctly, it is important to select next. 

 

 
When everything is mapped together correctly, this mapping will automatically be saved in the 
form of a template. These templates are a handy way to use an existing template as a user in the future 
when importing samples so that manual mapping only happens 1 time howft . 

 
All your saved import templates can be viewed under "Settings". Here you have the possible 
to consult a detailed view of a template or to delete a specific template. 



 

 

 
 
 
 
 

 
 

 

Figure 2: Detail view import template 



 

 

 
 
 
 
 
 

As a final step, you will then see a preview of the data you want to import. To make the import final, click 
"Ok". 

 

 
After the import, all samples will appear in the steel overview. 

 

If not all mandatory information fields of a sample have been filled in by the import, these lines are 
displayed in orange. The missing fields are shown in the column "Missing fields" so you can see exactly 
which fields still need to be completed. You can supplement it by 
to process the steel via the "pencil". 



 

 

 
 
 

2.2.3 Printing labels 
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2.2.3.1 Printing per sample 
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2.2.3.2 Print per order 

 

 

 

 
 

 

 

Choose the desired label printer, press "print" and stick the printed label on the swatch. More information about 
printing and its settings can be found under Printing per sample at the bottom. 



 

 

 
 

2.2.3.3 Extension: print labels with customer-specific fields 

 

There is also a possibility to print labels with additional self-chosen fields. 
If you have the role of group manager, you do this by navigating to the info fields of a branch. 

 

 
 

Then go to the Add to label column. You can select a maximum of 3 extra fields that you want to see on the label. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
The group manager can set the extra fields per location. 
When printing the labels, you will then see that the extra fields appear at the bottom of the label. 

 



 

 

 

 

2.2.4 Copying a steel 

 

 

 

 

 

 

 

 

 

 



 

 

 

2.3 Step 3: Add an analysis 
 
 

 

 

 

 

 
 



 

 

 

 

 
 

 
 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 
 

 

 

 

 

 



 

 

 

 

 
 

 

 

 

2.4 Step 4: Overview of your order 

 

 

 

 



 

 

 

 
 

 
 

 

 

 

Always provide your temporary reference number with your samples. For 

example, our Steel Input department can make the link between your Qlab request 

and the samples. 

 

 

 

 
 



 

 

 

 
 
 
 

 
2.4.1 Creating templates 

 

 

 
 

 

 



 

 

 

 

 

 
 
 

 

 

3 Results 

 

 

 

 

 

 

 



 

 

 

 

 
 

 

 

 

 

 

 

 

 

4 Data analysis 

 



 

 

 
 

 

 

 

 

 

 

 

 
 



 

 

 

5 Customer 
 

5.1 Company details and employees (group manager) 

 
 

5.1.1 Locations 
 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 
 

 
 



 

 

 
 

 

 

 

 



 

 

 

 

 
 

 

 

 

 

5.1.2 Employees 
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5.1.3 Reporting preferences 

 

5.1.4 Info fields 
 

 

 

 

 

 



 

 

 

 

 

 

5.2 User preferences 

 



 

 

 

6 Institutions 

 

6.1 Favorites 
 

For favorites you can find the parameters and packages indicated as favorite. The own created favorite 
packages with the assignment "own" can also be found here. In addition, as a user you can also create / 
manage your own favorite packages under favorites, you do this by going to 
the tab "Own packages" 

 

 
6.1.1 Create your own favorite package 

 

To add a new own favorite package click on the button "+ Add". Next you come 
right in the following overview, here you as a user have to fill in the following information. 

 

 
Package name: name of your own favorite package so that you can easily find it in the overview of all your 
own favorite packages 

 
Sampletype & Matrix: sample type and matrix for which the own favorite package will be available 

 

Find package(s): package and parameters that will make up your own favorite package 
If you have the role group manager, you will see an extra field "Assign to". Here you have the possibility to 
assign your own favorite package to yourself or to assign it to the group. The group to which you want to 
assign it can then be selected in the "Group" field. 



 

 

 
 
 
 
 
 

 

 
 

 

Then click the "Add" button at the bottom right to save the package. If you have assigned the package to 
yourself, you can see the package under Favorites > Own packages. 

 

If you have assigned the package to a group, you can consult this package under 
Locations > Favorites > Own packages. 

 

 
6.1.2 View your own favorite package 

 

If you want to view the contents of your own favorite package, you can do this by turning on the eye icon 
to click. 

 



 

 

 
 
 
 
 

6.1.3 Edit your own favorite package 
 

If you want to customize your own favorite package, you can do this by clicking on the pencil icon. 
 

 

Then you will see the overview below. You then have the option to adjust your own package to your 
preferences. Then save the changes by clicking "save". 

 

 

6.1.4 Remove own favorite package 
 

If you want to remove your own favorite package, you can do this by clicking on the delete icon. 
 



 

 

 
 
 
 
 

6.1.5 Using your own favorite packages 
 

If you want to use your own favorite package when creating an analysis, you can do this by 
in the list of packages/parameters select 1 of your own favorite packages. 

 

 
 

6.2 Reporting 
 

See User Preferences 
 

6.3 Templates 

 
 

 

 

 

 

 

7 Help 

 

7.1 FAQ 

 
 

7.2 Manual 

 



 

 

 

 

 

 

7.3 Contact 
 
 

 

7.4 Versions 

 
 
 

8 Extras 

 

8.1 Advanced search 

 
 

 
 

 

8.2 Exporting data to Excel/PDF 

 
 
 

8.2.1 Export to Excel 
 



 

 

 
 

 

 

8.2.2 Export to PDF 
 

 

 



 

 

 
 

 

 

 

 

 



 

 

 
 

 
 

 

8.3 Beamer 
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8.4 Request for collection/sampling 
 

Collection can be easily requested directly in Qlab using the form below. After completing the form, you and our 
planning department will receive a confirmation e-mail. 
 

 
 

Requesting a collection can also be done after creating an order. This way, the order is already directly linked to the 

corresponding collection. 

 

 



 

 

 
 

 
8.5 Sampling request 

 

It is easy to request sampling directly in Qlab using the form below. 
After completing the form, you and our planning department will receive a confirmation e-mail. 
 

 
 
 
8.6 Request for delivery 
 

It is easy to request delivery of recipients directly in Qlab using the form below. 
After completing the form, you and our planning department will receive a confirmation e-mail. 
 

 
 

 

 

 

 



 

 

 

 

In the fields below, you can choose to link the request with an already existing QLAB order. 
Via the Requested materials field, you can select the containers you want from a drop-down list + enter the 
number. 
 

 
 

 


