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OST User Guide – OST Portal Login Instructions 

Section 1. Overview 

1.1. Purpose of the User Guide 
This guide provides Online Specimen Tracking (OST) users with instructions on how to log in to the 
OST Portal. 

Target Audience: OST Portal Users 

Section 2. Instructions 

2.1. Logging In 
1. Navigate to https://sis2-prod.powerappsportals.us/homepage/.
2. On the CDPH Sign-In screen, enter your credentials.
3. Click Sign in.
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4. On the CDPH Dashboard, navigate to the Online Specimen Tracking tile. 
5. Click Track Specimens. 

 

 
 

6. Click Register/Sign In. 
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7. Read the acknowledgement, then click Proceed.

8. If your account is linked to multiple facilities, select a Facility from the dropdown menu.
Click Continue.
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9. The landing page displays the Received TRFs tab, which displays a list of unconfirmed
specimens.

Section 3. Support & Resources 

 In the OST portal, select the Resources tab (top of page) to find support resources, guides,
and documentation.

 This guide reflects the system configuration at the time of publication. Screens or steps may
change slightly as system updates and enhancements are released.



OST User Guide – Specimen Confirmation & Management 

Section 1. Overview 

1.1. Purpose of the User Guide 
This guide provides Online Specimen Tracking (OST) users with instructions on confirming and 
managing specimens in the OST Portal. 

Target Audience: OST Portal Users 

Key Points: 

• OST is the process for tracking specimens from collection to testing to ensure
the timely testing and identification of babies with genetic and congenital disorders. It
helps identify babies whose newborn screens are missing or whose newborn screens have not 
reached a state laboratory.

• OST is required by California Code of Regulations 17 CCR § 6506.

• The Screening Information System (SIS) enables efficient tracking of submitted NBS specimen 
samples and ensures timely delivery of them for testing.

• Facilities/Out of Hospital (OH) Providers are required to complete and submit a California 
Newborn Screening Test Request Form (NBS-TRF) for all babies.

• All NBS-TRFs (screened specimens and ‘specimen not obtained’ including Urgent Transfer, 
Newborn Expired, Test Refusal and Other) must be submitted by a facility or OH provider to the 
assigned newborn screening laboratory and confirmed/verified within 7 days of the baby’s 
birth.

• A missing specimen report shall be submitted if the NBS-TRF has not reached the laboratory 
within 7 days of the baby’s birth.

• The facility or midwife will compare their consensus or admission report/birth record
to the ‘Received TRFs’ list in SIS to confirm NBS-TRFs are received by the laboratory.

• A ‘Report as Not Our Patient’ must be submitted immediately if the NBS-TRF was not 
generated at your facility so the child’s results and personal information are not sent to the 
wrong facility. This prevents HIPAA law violations. If a Report as ‘Not Our
Patient’ was submitted in error, it will be sent back to your facility for confirmation. It must be 
confirmed within 7 days of the baby’s birth.

In summary, NBS-TRFs must be either confirmed, filed as a ‘Missing Specimen’ or ‘Not Our Patient’ 
within 7 days of birth to be compliant.  
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Section 2. Instructions 

1.2. Confirm a Specimen 
1. After logging into the OST Portal, the default screen displays the Received TRFs tab,  

which displays a list of unconfirmed specimens. 
 

 
 

2. Select the one or more items you would like to confirm. Then click Mark As Confirmed.  
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3. Once the items are confirmed, a confirmation box will appear. 

 

            
 

4. The items will now be shown on the ‘Confirmed’ view list. 
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5. After confirming your items, you may realize you need to undo the action. Once the 
confirmation box pops up, click Undo. 

 
 
 
 
 
 
 
 
 
 

6. After you click Undo, you will see the items have returned to the ‘Unconfirmed’ list.  
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2.1 Unconfirm a Specimen 
1. From the Received TRFs tab, click Show Search. 

 

             
 

2. Select the Confirmed box in the ‘Filter Confirmation Status’ section.  
3. Click Search. 
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4. The ‘Confirmed’ list view will be displayed. 
 

  
 

5. Select one or more items you would like to unconfirm. Click Unconfirm. 
 

  
 

6. Read the confirmation and click OK. 
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7. Once you unconfirm the specimens, you will see the items have returned to the 
‘Unconfirmed’ list. 
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2.2 Report as ‘Not Our Patient’ 

1. On the Received TRFs tab, the default view shows unconfirmed items. 

 

2. Select the item you would like to report as ‘Not Our Patient’. Click Report As Not Our 
Patient. You can only select one unconfirmed specimen at a time to mark as ‘Not Our 
Patient.’ 
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3. Click Confirm As Not Our Patient. 
 

 
 

4. You will see a confirmation message appear. The Received TRFs list will show the item 
has been removed. 
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Section 3. Support & Resources 

 In the OST portal, select the Resources tab (top of page) to find support resources, guides, 
and documentation. 

 This guide reflects the system configuration at the time of publication. Screens or steps may 
change slightly as system updates and enhancements are released.  
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Section 1. Overview 

1.1. Purpose of the User Guide:  
This guide provides Online Specimen Tracking (OST) users with instructions on creating a missing 
specimen report in the OST Portal. 

Target Audience: OST Portal Users 

Key Points: 

 Timely reporting of missing specimens helps ensure all newborns are screened and have the 
best possible start in life.  

 Perinatal licensed health facility staff and out of hospital (OH) newborn screening providers 
(hospitals and midwives) check the Department Screening Information System (SIS) within 7 
days after the date of birth to verify that the newborn screening specimen has been received 
by the newborn screening laboratory.  

 Specimens are considered missing if they are listed on your facility’s Census or 
Admission Report/Birth Record but are not received by the newborn screening laboratory and 
do not appear on the OST ‘Received TRFs’ list.   

 Filing a missing specimen report is required by California Code of Regulations 17 CCR § 
6506.   

 A missing specimen report must be filed if a specimen has not been received by the 
newborn screening laboratory and if a copy of the NBS-TRF is not present in the newborn’s 
medical record.   

 Missing specimens must be filed in SIS no later than 7 days of life. 

 Area Service Centers (ASC) assist with the investigation of missing specimens.  
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Section 2. Instructions 

2.1 Creating a Missing Specimen Report 
1. From the Received TRFs by NAPS Lab screen, select the Missing Specimens tab. 

 
 

 
 
 
 
 

 
 
 
 

 
2. The Missing Specimens tab displays a list view of missing specimens that the  

facility has initiated. To create a new missing specimen report, click  
+ New Missing Specimen Report. 
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3. In the TRF Information section, select whether your facility completed and shipped 
the NBS TRF. 
 

  
 

4. If your facility completed and shipped the NBS TRF and obtained an NBS Specimen for the 
TRF, select Yes for both questions.  

5. Add the TRF # and upload a copy of the TRF (optional). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Indicates 
required field 
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6. If your facility completed and shipped the NBS TRF, select Yes for the first question.  
7. If your facility did not obtain an NBS Specimen for the TRF, select No for the second 

question. You will then be prompted to add a Reason Specimen Not Obtained and a 
required comment. 

8. Enter the TRF# and upload a copy of the TRF (optional). 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 

9. If your facility did not complete and ship this NBS TRF, select No.  
10. Select the Reason TRF Not Obtained and add a required comment.  
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11. The Newborn Information, Mother’s Information, and Hospital/Provider Information 
sections are required to be completed regardless of whether the TRF was completed 
and shipped. Complete the required fields in each section. Then click Submit. 
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12. Read the information in the ‘Submit Missing Specimen Report’ box. Then click Submit. 
 

            
 

13. You will now see the report on the Missing Specimen List. 
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2.2  Searching for Missing Specimens 
1. To search for a missing specimen, select the Missing Specimens tab. 
 
 
 
 
 
     
 
 
 
 
 
 
2. Click Show Filters. 
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3. To narrow your search, input information in one or more fields. For example,  
you can filter by Reason for Delay.  
 

 
 

4. These are examples of reasons for delay. 
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5. You can search for missing specimens by filtering by Status. 
 

 
 

6. You can choose to filter by these status options. 
 

 
 

7. You can also search by entering the Report ID, TRF #, MRN, Newborn’s Last  
Name, Date of Birth or Reported Date. 

8. Once you have entered/chosen the appropriate filters, click Apply Filters. 
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9. Your search results will appear. 
 

 

Section 3. Support & Resources 

 In the OST portal, select the Resources tab (top of page) to find support resources, guides, 
and documentation. 

 This guide reflects the system configuration at the time of publication. Screens or steps may 
change slightly as system updates and enhancements are released.  

 

 

 

 

 

 

 

 

 

 

 

 



 

OST User Guide – User Management for OST Leads 

Section 1. Overview 

1.1. Purpose of the User Guide 
This guide provides Online Specimen Tracking (OST) Leads with instructions on managing user 
access in the OST Portal.  

Target Audience: OST Leads 

Key Points: 

 OST leads are responsible for adding, deleting and extending users to the OST portal and 
editing user information.  

 OST leads are responsible for adhering to the Health Insurance Portability and Accountability 
Act (HIPAA) law and ensure each OST understands they must adhere to the requirements of 
the law.  

 OST leads will notify the Program at NBS.OST@cdph.ca.gov for any issues related to the 
CalGenetic OST Portal. 

Section 2. Instructions 

2.1. Navigating to the ‘Manage OST Users’ Screen 
1. If your account is linked to multiple facilities, select a Facility from the dropdown menu. 

Click Continue.  
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2. The landing page displays the ‘Received TRFs’ tab, which displays a list of unconfirmed 

specimens. Only OST Leads have the ‘Manage OST Users’ option.  
3. Click Manage OST Users. 
 
 

 
 
 
 
 
 
 
 

 
 
 

2.2. Adding a New User 
1. Within the ‘Manage OST Users’ screen, click + Add New User. 
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2. Complete the required fields (*) in the user profile. Click Save. 

 

 
3. Return to the ‘Manage OST User’ screen to confirm the user has been added.  

There will be a confirmation message at the top right of the screen. The user’s 
access will expire after 180 days. 
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2.3 Updating Existing User Information 
 

1. From the OST Users list view, click the user you would like to update. 

 

2. Update the applicable information in the user profile. Click Submit. 
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3. Return to the ‘Manage OST User’ screen to confirm the information has been updated.  
There will be a confirmation message at the top right of the screen. 

 

2.4 Extending User Access 
1. On the ‘Manage OST Users’ screen, select one or more user(s) you would like to extend 

access. 
2. Click Extend Access.  
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3. Read the confirmation message. Access will be extended to 180 days from today’s date. 
4. Click OK.  
 

 
 

5. Return to the ‘Manage OST User’ screen to confirm access has been extended for the user. 
There will be a confirmation message at the top right of the screen. 
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2.5 Removing User Access 
1. On the ‘Manage OST Users’ screen, select one or more user(s) to which you would like to 

remove access.  
2. Click Remove Selected.  
 

 
 
2. Read the confirmation message. Click OK. 
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3. Return to the ‘Manage OST User’ screen to confirm the user access has been removed. 
There will be a confirmation message at the top right of the screen. 

 

 
 

4. Below are a few reminders about OST Portal access. 

 Default access for a new user is 180 days for OST staff. 

 Access can only be extended by the OST lead. 
 Default for an extension is for 180 days. 

 There is no limit to the number of times access is extended. 

 If a user’s access expires, their name stays on the list as ‘Inactive.’ 
 Email notifications are sent to OST lead and OST staff for extension. 

Section 3. Support & Resources 

 In the OST portal, select the Resources tab (top of page) to find support resources, guides, 
and documentation. 

 This guide reflects the system configuration at the time of publication. Screens or steps may 
change slightly as system updates and enhancements are released. 
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Section 1. Overview 

1.1. Purpose of the User Guide 
This guide provides Online Specimen Tracking (OST) users with instructions on how to access 
compliance metrics in the OST Portal. 

Target Audience: OST Portal Users 

Key Points: 

 The California Newborn Screening Program (NBS) is a mandatory public health initiative that 
screens babies born in the state for serious genetic disorders. Many of the disorders may 
cause serious or irreversible harm if they are not identified and treated early.   

 Online Specimen Tracking (OST) is required by California law 17 CCR § 6506 to track NBS-
TRFs to ensure babies are screened and tested right away. Timely confirmation supports 
prompt follow-up testing, diagnosis, and treatment, which can significantly improve health 
outcomes for newborns.   

 Confirming each specimen within seven calendar days of birth is critical.  

 An ‘out of compliance’ specimen is a newborn specimen not confirmed within seven days of 
birth. This compliance timeframe is mandated by California law and public health guidelines.  

 OST users will receive a non-compliance email if an NBS TRF is not confirmed within seven 
days of birth.  

 The compliance rate is the number of specimens confirmed in time divided by the total number 
of specimens.  

 GDSP’s goal is for each facility and Out of Hospital provider to have a 100% compliance rate.  

 OST users will be notified if the compliance rate falls below 91%.  
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Section 2. Instructions 

2.1 Compliance Metrics for OST Staff 

1. After logging in to the OST Portal, you will land on the ‘Received TRFs By NAPS Lab’ screen. 

Click the Compliance tab. 
 

 
 
2. On the Compliance tab, you’ll see the list of out of compliance specimens from the past six 

months. 
 

 
 
 
 
 
 
 



 

OST User Guide – OST Compliance Standards 

3. To download the compliance report, click Download Compliance Report. 
4. Read the notification that tells you the report has been generated and that you may have to 

approve pop-ups to enable the download. 
5. Click OK. 

 

 
 
6. The ‘Out of Compliance Specimen Report’ provides the list view of specimens that were 

confirmed late or not confirmed at all within seven days of birth. Use this information to plan 
follow-up actions. 
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7. The ‘Compliant Specimen Report’ provides the list view of compliant specimens confirmed within 

seven days of birth. Use this information to plan follow-up actions. 
 

 

Section 3. Support & Resources 

 In the OST portal, select the Resources tab (top of page) to find support resources, guides, 
and documentation. 

 This guide reflects the system configuration at the time of publication. Screens or steps may 
change slightly as system updates and enhancements are released.  

 

 

 

 

 

 

 

 

 



 

OST User Guide – Downloading Results in the OST Portal 

Section 1. Overview 

1.1. Purpose of the User Guide 
This guide provides Online Specimen Tracking (OST) users with instructions on how to utilize the 
download feature to access newborn screening results. 

Target Audience: OST Portal Users 

Key Points: 

 The download function in the NBS OST Portal is an enhancement that gives facilities and Out 
of Hospital (OH) providers access to result mailers right away.  

 Users can download, save a PDF and print results on the spot.  

 Users can find and retrieve results that are missing from medical records without contacting 
the program. 

 This download feature does not replace the current processes for obtaining results.  The 
Newborn Screening Program will continue sending result mailers as usual.    

Section 2. Instructions 

2.1. Searching Newborn Screening Results 
1. From the ‘Received TRFs By NAPS Lab’ screen, select Show Search. 
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2. To help narrow your search, you will see the ‘Filter Confirmation Status’ section. This 
section defaults to the ‘Unconfirmed’ checkbox being selected because the primary task of 
OST users is to confirm specimens.  

 
Notes on selecting other ‘Filter Confirmation Status’ checkboxes: 

 The ‘Results Available’ checkbox, when checked and searched using the ‘Search’ 
button by itself, will show all specimens that have ‘Results Available’ for the facility the 
user is logged into, whether confirmed or unconfirmed. Hence, the data shown will 
either have download icons if it was confirmed or no icon if it was not confirmed. 

 Selecting the ‘Results Available’ checkbox and the ‘Confirmed’ checkbox will show only 
data that has a download icon available. This subset of data has been confirmed by the 
OST user in the portal, and each of these specimens has a ‘Sent’ status mailer that has 
been sent to the collection facility that the user is logged into. This collection facility is 
the recipient of the mailer. 

 Selecting the ‘Results Available’ checkbox and the ‘Unconfirmed’ checkbox will only 
show data that has no download icon available. This subset of data has not been 
confirmed by the OST user but does have a ‘Sent’ mailer which is sent to the recipient 
of this collection facility. 

 Selecting ‘Confirmed’ and ‘Unconfirmed’ will show both types of data. 
 Selecting all three checkboxes will show a combination of all three data types. 
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3. You can also enter information into any of these fields to help narrow your search. 
4. Then click Search.  

 

 
 

5. The list of results will appear. The PDF will typically be available for download 
14 days after birth.  

6. Click the Download icon.  
 
 
 
 
 
 
 
   
 
 
 
 
 
 
 
 

 
 

These icons 
indicate 

results are 
available for 
download. 

There may be multiple pages of results. 
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Section 3. Support & Resources 

 In the OST portal, select the Resources tab (top of page) to find support resources, guides, 
and documentation. 

 This guide reflects the system configuration at the time of publication. Screens or steps may 
change slightly as system updates and enhancements are released.  
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