
Website Tutorial
A STEP-BY-STEP GUIDE TO THE WEBSITE







Logging In

When you send in an oil analysis for the first time, you will receive a link with your username and 
password.  Enter it in the following screen.



Dashboard – Navigate from here.



Online Results – Select Oil or Fuel Reports to access analysis.



Oil Reports



Oil Reports
This page allows you to view the reports that have posted in the last two weeks.

Using the filter box at the top of the page allows you to search for particular 
features of units such as unit makes, models, lube type or viscosity grade.  

Leaving everything blank and hitting “Search” will return all reports posted for the 
last five years for the account you are logged in as.

Selecting a customer and hitting search will return all reports for that customer. 

Select the radio buttons and scroll to “View Selected” to view multiple reports. A pdf 
will download.  To view one report, select “View” by that single report.

Each heading can be selected to sort.



Sample Tracking

This screen shows 
the process of the 
sample through the 
laboratory.

Green indicates 
complete.

Red indicates 
incomplete. 



Management Reports
How to create the five oil and four fuel reports.



Getting started
When you login you will see the dashboard.  Select management reports right 
below the Online Results bar.



Getting started
Select either oil or fuel reports.



Choose a location, date filter or enter a date range.

To review information about each management report, click the More Info tab 
under “Management Reports”



Here you see the drop-down box with multiple locations and where 
you select the filter or enter the date range. 



Next pick the type of report. (oil)



Next pick the type of report. (fuel)



We’ve chosen the component by location report. Your report may take time to create 
depending on the criteria you select. 
When the report is finished you may see a box appear at the top or bottom of your 
screen. Click the “open” when it appears. 



Components per location report

This report allows you to download an Excel spreadsheet of your test results.

Results can be sorted by location if you have multiple sites or customers.

Results can also be sorted by unit type such as diesel engine, hydraulic, 
transmission, final drive.

Results can be sorted by make such as Cummins, Cat, Ford, International.

Results can be sorted by lubricant such as Shell, Mobil, Schaeffer, Valvoline.



Components per location (cont.)

This report is useful for making purchasing decisions or performance 
evaluations based on manufacturer, make, model.

Also, useful when comparing lubricant performance by supplier.

Evaluate maintenance quality and longevity by location.  For example, if 
maintenance and operation at one location results in poor component life, 
corrective action can take place.



All test data report

This report allows you do download an excel spreadsheet that contains all test 
results in a selected date range.  

You can select multiple filters such as units associated with location(s).

Select by unit types such as diesel engine, hydraulic, transmission.

Select by severity code. For example, all critical test results.



You may get a security message.  Click “allow”



You are provided with an excel 
spreadsheet that you can save or share. 



After you’ve viewed the report, close it and you are 
returned to this screen where you may select another 
report to generate.



Samples per location report

This is a very simple report that generates a pie chart which allows you to see at 
a glance the sample volume per selected locations.  

The Samples per location report is a useful tool to discover locations or 
customers that are not submitting samples and may be falling behind on their 
maintenance schedule. 



Samples due report

This report generates an acrobat reader file of the units that are due to be 
sampled based on the sample period that you select. 

Generating this report requires a little effort on your part because you must 
designate the sample period for your equipment, but this is a very quick way to 
see what units are due or overdue for sampling.



Severity Code report

This report has multiple configurations.  

Generates a pie chart and table based on multiple filters you select. Such as:

Units – unit numbers 

Unit types – engine, hydraulic, gearbox, final drive, transmission, etc. 

Severity code – caution, critical, severe, all

When no filters are selected, the chart shows the number of units that fall into 
each severity range.



Severity Code report (cont.)

The severity code report is easily fine tunable.  

For example, you can find all the engines that are critical or severe and require 
immediate attention.  

You can also find the units that are consistently normal and may be candidates 
for extended oil drain intervals. 

Once the report is generated, you can click on any unit displayed to see the 
actual oil analysis report.



Here we selected the severity code report
Click on any unit ID in blue and view the analysis report for that unit.  



Submit Samples Online



Submit Samples Online (cont.)
Select Add New Sample



Submit Samples Online (cont.)



Submit Samples Online (cont.)

Enter the barcode on the bottom of the data slip.
◦ If you do not have a barcode, one will be generated for you.

Use the lookup button to select the unit for submission.  There is an option to add a new unit.

Fill in the Hours/Miles on the Oil and Unit

Note if the oil was changed

Fill in the make up oil if applicable

Add any notes.  For example, suspect fuel contamination, new engine installed, etc.

Hit Submit



Submit Samples Online (cont.)



Submit Samples Online (cont.)

This can either be printed on an Avery label or on a piece of paper and taped to the data slip.

Please do not affix the label to the bottle.  The label goes on the data slip. 



Print Unit Sample Labels
Select the units to send to the laboratory.

Add pertinent information.  

Print the labels on an Avery label or on a piece of paper and cut 
them out.

Stick the label on the DATA SLIP not the bottle and send to the lab.

Note: If there are changes such as lubricant type or viscosity grade, 
make the changes under the “My Units” tab before proceeding. 



Print Unit Sample Labels (cont.)
Select the units to print and hit “Next”.  



Print Unit Sample Labels (cont.)
The unit information automatically populates. Fill out the labels, including any changes and select 
“Generate PDF”.  Notice notes on the 2007 Honda Odyssey and the 2019 Ford F150 Raptor.



Print Unit Sample Labels (cont.)
A PDF file will download to the computer.  Open it and print the labels.  



Place an Order
Fill out the form and hit submit.  Someone will reach out with questions.



View a Demo
Click on any video for information.



Contact Us
This is generally for new customers or if you need changes that you’re unable to do.



Customer/Location List
This tab shows your customer information complete with username, password and email.



My Units

From this screen you can add or edit units, print 
sample labels, and sample tracking.



My Units (cont.)
Search units by make, model, etc. Or scroll down to see all current units. 
You can also select units and set a sample schedule or select the same time frame for all units. 



My Account

• Update your personal information.
• Let the lab know ahead of time if 

you have a new customer sending in 
samples by clicking on add new 
customer/location.

• Place an order or request a quote.
• Request changes to a unit or account 

that you are unable to make yourself.
• Add a secondary account user that 

you can assign privileges to. 



Help

The help screen is basically 
where you find everything 
from the home page.



Thank you!  If you have any 
questions, please contact us at

support@theoillab.com


