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Introduction to Bookings(formerly ECOM) 

Capabilities

“E-Commerce Solution should support commerce related transactions from order

capture to payment tracking and Bookings(formerly ECOM) a channel of choice and

convenience for BV Customers”.

Vision

Bookings 

(formerly 

ECOM) 

A web based application embedded into the BVOS

Offer a platform for vendors/suppliers to fill out and 
submit Test Request information online and to keep track 
of the latest status of their submissions

 Test Request Forms will be varied from client to client

Single login ID to multiple clients forms
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System Requirement

General Notice:

To optimize the performance, the following setting should be in place:

 Browsers:

• Google Chrome

• Mozilla Firefox 

• Microsoft Edge

• Internet Explorer (IE 10 /11)

• Safari
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General Application Workflow

Process Workflow
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Login to the Bookings(formerly ECOM) 

 Launch your web browser and 
go to the following URL

https://www.bvonesource.com/wp
s/portal

 Type in your User ID and 
Password then press the Login 
button

* In case you have forgotten your 
password, you can retrieve it 
back by clicking the Forgot 
Password button. Simply type in 
your User ID and the login details 
will be sent to you in a few 
minutes
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Bookings(formerly ECOM) – Home Page

•Profile and Password Update

Quick Links

•Functional Button

•Menu Option
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1) Click Service 
Requests, then 
select Testing 
Services.

2) Select appropriate 
options for Form 
Type, Lab Location, 
Program Client, 
Production Line and 
Form Name.

When selecting the 
form type - Specific 
Form of the Client,
additional options will 
be available.

3) Press Next to 
process OR Cancel
to return.

Issuing New Test Request – Step 1

Step 1: TRF Form Selection

2.

3.
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Issuing New Test Request – Step 2

4) Please provide as much 
information as you can. At a 
minimum, please fill out those 
fields with the asterisk (*) 
signs. They are mandatory 
fields. 

In case the information you 
have provided did not meet 
the requirement, error 
message will be prompted.

5) Click the Back button if you 
would like to go back to the 
previous page

6) Once the form  is completed, 
click the Save and Continue
button to proceed 

Step 2: Input Details
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Issuing New Test Request – Step 3

7) Verify the information you 
have inputted. 

8) If you would like to modify the 
content, click the Edit button 
to go back

9) Once everything confirmed, 
click the Confirm button to 
proceed

** Please be reminded that 
once TRF submitted, no 
modification will be allowed

Step 3: Data Verification

8 & 9

7.
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Issuing New Test Request – Step 4

10) Read through the terms and conditions carefully. Check “I agree the Terms and 
conditions” once you are done. Press the Accept button to proceed

Step 4: Service Agreement
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Issuing New Test Request – Step 5

Step 5: TRF Confirmation 11) To preview and print the 
TRF, click the Print TRF
button. A pop up window 
will be prompted 
accordingly. 

Press Open if you would 
like to review the form. 
Or press Save if you 
would like to save the 
copy

12) To keep track of your 
submissions, please click 
the Go to Dashboard 
button.

*** Please note that you will 
NOT be able to modify 
the content once the form 
submitted. You can 
however use the copy 
form function to replicate 
any previously done 
submissions and make 
changes in the new form.

11.

12.
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Bookings (formerly ECOM) – Save as Template

Introduction:

To reduce the rework, a new function “Save as Template” is introduced which will allow

users to save the information as Template which can be reused later.
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Create Template – Step 1

Step 1: TRF Form Selection

1) Click Service 
Requests, then 
select Testing 
Services.

2) Select appropriate 
options for Form 
Type, Lab Location, 
Program Client, 
Production Line and 
Form Name.

When selecting the 
form type - Specific 
Form of the Client,
additional options will 
be available.

3) Press Next to 
process.
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Create Template – Step 2

Step 2: Fill invariant information

4) User fills the same information repetitively in every order which is very time 
consuming and affects the user experience. (such as Vendor information, 
Billing information…) 
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Create Template – Step 3

Step 3: Save as Template 
5) After completed 

information filling, press 
“Save as Template”.

6) User can name and save 
the template in pop-up 
window, and press “Save”.

7) Successful notification will 
appear at the bottom of 
web page.
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Template Use – Step 1

Step 1: Find the saved template

1) Press menu option “Template” to enter saved template interface.

2) Select the desired client name from “Select Client” dropdown list, and press 
“View” to enter specific client template list.

3) Find the saved template which you want to use.
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Template Use – Step 2

Step 2: Copy/Delete the saved template

4) Press “Copy Template       ” button, the saved information of template will be 
copied to the new submission and will allow to users to move further with the 
submission.

5) If the saved template is not valid, user can press “Delete Template      ” 
button to delete it.
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Issuing New Test Request – Supplementary

 TRF ID will be used for the following purposes: 

 Keep track of the submission status

 Populate information from Bookings(formerly ECOM) to our LIMS system

 In order for us to proceed, the following items need to be presented 
when the submission is received:

 Printed TRF form(s) with Booking ID

 Testing Sample(s)
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Keeping track of the Status

 Dashboard contains all the submissions that have been created under this 
particular user account

Download TRF

Copy Order

Click the header for sorting
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 Click on the column header to sort your result in either descending or 
ascending order.

  Sort by descending order 

  Sort by ascending order

 Click       icon to download the TRF form 

 Click       icon to replicate any previously done submissions to a new 
form with all the inputted data. Please note that you can only replicate 
the data to the same form 

 Click            if you are looking for a specific data

Keeping track of the Status (Con’t)
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Order and Sample Statuses

Available statuses for each of the fields:

 Order Status

 Sample Received

 Pending

 Test Completed

 Sample Status

 Active Pending 

 On Hold Off Hold

 Cancel Void

 Omit Logged Out
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Keeping track of the Status (Con’t)

 After pressing the               button, the following page will be prompted forthwith. Input or 
select your criteria then press the search button to proceed
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Changing Password

I. Click on the Edit Profile

II. Press the Change 
Password button

III. Type in your existing 
password and the new 
password. Press the 
Change Password
button to confirm.
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Logout

 Click Sign out button 
to logout
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FAQ 

► Q1: What should I do if I found the data in submitted Test Request 
Form (TRF) is incorrect?

► A1: Once the TRF is submitted, nothing can be changed.

 Before sample submitted,
• To save time and effort, you can go to the Dashboard, search the 

submitted TRF records and use the COPY ORDER feature to replicate 
the existing TRF. 

• Cancel the incorrect record 

 After sample submitted,
• you need to contact customer service representative to notify 

about the incorrect information in the online TRF

► Q2: How can I check the status of the submission? 
► A2: Under Dashboard (refer to slide 13), you can use the ‘Order Status’ 

to check whether the samples have been received by laboratory.
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FAQ 

► Q3: Can the vendor information be stored on Bookings 
TRF form?

► A3: Yes, some of the vendor information can be populated on 
Bookings(formerly ECOM) form so that users do not have to enter the 
vendor information again. Note: Not all vendor information can be 
populated and it depends on the requirement.

► Q4: How can I save the information on Bookings TRF so  
that I can edit it later? 

► A4: There is ‘Save as Draft’ button that helps to save the form in Draft 
mode. User can edit it later on. All such submissions are available on 
Dashboard page of Testing Services with Status as DRAFT.
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