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VDH COVID-19 Point of Care (POC) Test Reporting User Guide 

 

Welcome User! 

You have been granted access to the Virginia Department of Health COVID-19 POC portal. The portal 

allows health care professionals, who are unable to report electronically via HL7 or flat file, the ability to 

submit rapid COVID-19 test results through this portal to meet the COVID-19 reporting requirements. 

The POC portal is divided into five tabs (1- Registration, 2- COVID-19 Reporting, 3- COVID-19 Bulk 

Reporting, and 4- Multiple Facility Registration) as shown below: 

 

 

1- Registration Tab 

 

When clicking the “Registration” tab, the Facility/Practice Information submitted at the time of 

registration will be displayed. 

 

To edit “Facility/Practice Information”, please click on the Edit icon (highlighted in yellow). 
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As the new COVID Reporting User for the facility, you will be allowed to edit the registration, including 

updating Facility/Practice Information, COVID Testing Information, and entering additional COVID Data 

Entry users.  

Please note that once your registration is approved, you may not edit your Facility Type. You must 

contact POCReporting@vdh.virginia.gov to have it changed.  

To edit your COVID Testing Information and add new tests to your registration click on the 

“Manufacturer/Model” drop-down box. Scroll down and select the new test you are trying to add. Once 

you select the test you will see a small blue check mark next to the test name.  

 

Please note that you cannot remove tests no longer performed at your facility, as this information is 

associated with the data already reported. You can only add new tests.  

The VDH POC Reporting Portal is configured to accept COVID-19 results for these tests only.  
 

To enter additional COVID DATA ENTRY USERS that will assist in data entry of POC results, click on the 

“Add User” button. 

 

The following window prompt will appear: 

 

mailto:POCReporting@vdh.virginia.gov
https://apps.vdh.virginia.gov/POCreporting/Documents/PDF/VDH%20COVID%20Configured%20Test%20Results%20List.pdf
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Please fill out the information and click “Save”. The user will then appear in the COVID DATA ENTRY 

USER section. 

To save the new changes in your registration you will need to press  (see below): 

 

Both the additional user(s) and the VDH POC Portal Support team will be notified of the request via 

email. The VDH POC Portal Support team will review and verify requests for approval. Please note that 

the user will not be able to log into the POC portal until access and the Data Entry User role have been 

granted and assigned. Once access has been granted, the user will receive a temporary password via 

email for account login. After logging in with their temporary password, they will be required to create a 

new password before continuing. Please note that those new added users can edit patient level results 

and aggregate level results only. They will be unable to edit the facility registration information.  

 

Note: To request a temporary password, please email POCReporting@vdh.virginia.gov. 

To add a new Facility/Practice, click on the “Registration” tab and then click on the “Add 

Facility/Practice Information” button as shown below: 

  

mailto:POCReporting@vdh.virginia.gov


December 13, 2023 

You will arrive at a screen similar to the initial registration screen where you will fill out your new 

facility/practice’s information.  

Please note that Facility Type is required. Click here to view all facility types. 

When all fields have been filled out and the desired test machines have been selected, please be sure to 

hit “Submit” at the bottom of the page. The VDH POC Portal Support team will review and verify the 

new registration. Once access has been granted, you may start reporting from the new facility. 

 

2- COVID-19 Reporting Tab 

 

When clicking the “COVID-19 Reporting” tab, the COVID-19 Manual Reporting of Patient Information 

will be displayed. 

 

 

Users will be able to add new patient level data on behalf of their POC facility by clicking on the “Add 

Patient Information” button. 

 

After clicking on the “Add Patient Information” button, a new window will appear, and user will be able 

to enter: 

• Patient Information 

• Test Information 

https://apps.vdh.virginia.gov/pocreporting/Documents/PDF/Facility%20Types%20and%20Definitions.pdf
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• Supplemental Information, If Known 

 

Patient Information Section 

 

Note: For patients with an out of country address, please select "XX" in the state drop-down.  

Note: If patient is a minor, please use parent or legal guardian’s email address.  

Note: Physicians and directors of medical care facilities must provide medical record number.  

Please note that when selecting patient race, “Unknown” and “Refused to Answer” cannot be chosen 

with other race selections.    

 

 

Test Information Section 

 

Note: Specimen ID is automatically generated after the test result is saved. 

 

Supplemental Information, If Known Section 
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Note: Users will not be able to “Save” or “Save & Add New” until all required fields are populated. 

“Save & Add New” will save the existing patient record and open a new screen to enter a new patient 

level lab result. “Save” will save the existing patient record and return user to the COVID-19 Manual 

Reporting-Patient Information section. Users will also be able to search submitted patient level results 

using the “Search” button and edit patient level information by clicking on the “Edit” icon 

(highlighted in yellow below). 

 

Status of record is initially set to “Pending”. Once the record has been processed, the status will update 

to “Processed”, as shown above.  

For corrections to previously submitted data, please click on the “Edit” icon to edit and save 

changes. Only records with status of “Pending” can be edited. Once the status has been set to 

“Processed” no edits will be allowed. Messages are scheduled to process at 9am, 12pm, 4pm, and 

10pm. 

Users can search patient level results with any of the following fields: 

• Test Date From: select from provided calendar function. 

• Test Date To: select from provided calendar function. 

• Facility Name: can search like terms. 

• Created By: can search like terms. 

• Patient First Name: can search like terms. 

• Patient Last Name: can search like terms. 

• Specimen ID: can search like terms. 

• Created Date: select from provided calendar function. 
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• Manufacturer/Model: select from drop-down. 

• Qualitative Result: select from drop-down. 

• Specimen Type: select from drop-down.  

• Facility Type: select from drop-down. 

• Status: select from drop-down. 

 

3- COVID-19 Bulk Reporting Tab 

 
The COVID Reporting User must request access to this functionality for select users.  

 

The intent of “COVID-19 Bulk Reporting” is to provide facilities a quicker method to report positive test 

results. Unlike our previous reporting feature, you will be able to report more than one result at a time. 

When clicking on the “COVID-19 Bulk Reporting” tab the following screen will appear. 

 

When you click search, “No records to display” will show until you complete your first bulk upload. 

To begin a new bulk upload, make sure you click on the “Manual Bulk Upload” icon (highlighted below). 

 

This will take you to a different screen where you are required to select an option from each of the 

following fields: 

• Select a Facility  
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• Select Manufacturer/Model of test performed. 

• Qualitative Result 

• Specimen Type 

 

 

When you click on (download template) a CSV file will automatically start downloading to your 

computer. Use this template to fill out the patient information along with specimen collection date and 

Supplemental Information, If Known that you would like to report based on the 4 options selected from 

the four fields mentioned above. Click on the triangle and double click between the A and B columns to 

expand the first row. 

 

After filling out the desired test results in the Excel document, save it in your computer and return to the 

portal. Please ensure that the information entered meets the data requirements set forth in the Bulk 

Reporting Value Chart located in the bottom part of the Manual Bulk Upload screen. 

To enter multiple patient races in the bulk upload Excel document, you must use the tilde symbol (~) to 

separate each race. For example, A~B~W. Please note that you may not pair “Unknown” or “Refused to 

Answer” with other races.  

*If you have been granted Multi-facility User access you can click on the drop-down arrow under “Select 

a facility” and select the facility you would like to report for. Otherwise, you will only have one option to 

select from under the drop-down arrow. It is very important to separate the test results you are trying to 

report by facility, manufacturer/model, qualitative result, and specimen type. This functionality is set to 

report at this level.* 

Click the “Choose File” icon in the portal to select the file for submission that meets the required 

template for upload. 
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You will get a pop-up screen that allows you to locate and select the file for upload. After making your 

selection, the CSV file (shown by the red circle below) name will appear beside “File name” on the 

bottom left corner of the pop-up screen. Finalize your selection by clicking “Open” (shown by the red 

arrow below). 

 

The new “____.csv” file you have just selected will appear next to Choose File. To complete your bulk 

reporting, click blue “Upload” icon (shown by the red circle below).  

 

The following message will pop up after you click “Upload”. If everything is correct with your CSV file 

click “Yes”, then it will display your “Upload Stats”. If not, click “No” and reselect the correct CSV file you 

would like to upload.  
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The portal will indicate if there are any formatting errors or duplicate records with your CSV file in the 

“Upload Stats” below. Modify the file to address any formatting errors before uploading it again. 

Duplicate records do not cause upload errors; however, they are displayed in the interface and have a 

status of “Duplicate” for your view.   

 

Successful Upload Stats 

 

 

Duplicate Upload Stats 

 

 

Invalid Upload Status 

 

 

Once you successfully complete a new bulk upload for your facility, click on the “COVID-19 Bulk 

Reporting” tab to display the bulk uploads you have previously uploaded.  

An email will be triggered with a summary of your recent file Bulk Upload submission.  
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If results have been reported incorrectly, please contact IMMEDIATELY the POC Portal Support team at 

POCReporting@vdh.virginia.gov and call the hotline at (804) 864-8141 and ask for the Point of Care 

Portal Specialist on call. Results should be accurate because they affect COVID Case counts. 

Users can search bulk results with any of the following fields: 

• Test Date From:  select from provided calendar function. 

• Test Date To: select from provided calendar function. 

• Facility Name: can search like terms. 

• Uploaded By:  can search like terms. 

• Patient First Name: can search like terms. 

• Patient Last Name: can search like terms.  

• Specimen ID:  can search like terms. 

• File Uploaded Date:  select from provided calendar function. 

• Manufacturer/Model: select from drop-down. 

• Qualitative Result: select from drop-down. 

• Specimen Type: select from drop-down.  

• Facility Type: select from drop-down. 

• Status: select from drop-down. 

*For corrections to previously submitted data, please click on the “Edit” icon to edit and save 

changes. Only records with status of “Pending” can be edited. Once the status has been set to 

“Processed” NO edits will be allowed. 
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Bulk upload messages are scheduled to process at 10am, 1pm, 5pm, and 11pm.* 

 

4- Multiple Facility Registration 

 

COVID Reporting Users may register multiple facilities to their own account. If you are a COVID Data 

Entry User, additional facilities must be manually added by the VDH POC Portal Support team.  

To associate multiple facilities with a COVID Data Entry User, the COVID Reporting User must email this 

request to POCReporting@vdh.virginia.gov and include the data entry user’s name, email address, 

and the facilities (name and CLIA #) you want to associate the user with. 

It is the COVID Reporting User’s responsibility to manage the users and their role(s) for their respective 

facilities. The current User Role(s) will apply to all facilities they have access to. Users will be notified via 

email regarding changes in their role(s). See screenshot of email template below: 

 

Once access has been granted to multiple facilities, the data entry user will be able to select from the 

drop-down menu the facility they wish to report test results on. The data entry user will be able to 

submit facility level COVID-19 lab results in the COVID-19 Reporting and Bulk Reporting tabs. You must 

select facility first so that the tests registered for the facility appears for your selection. See screenshots 

in the next page. 

 

• In the COVID-19 Reporting Tab, click on “Add Patient Information”  

 

o On the next screen, click on the drop-down arrow below “Facility/Practice” to 

select the desired facility. Enter patient and test information as usual and click 

submit. 
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• In the COVID-19 Bulk Reporting tab, click on “Manual Bulk Upload” 

 
o On the next screen, click on the dropdown arrow next to “Select Facility” to 

select the desired facility. Upload the bulk upload Excel sheet and test 

information as usual.  Click submit. 

 

 

 

 

 

 

 

 

 

 

 

 

Auto Fill Issues? Please see below. 

If you are noticing patients’ names or test counts are changing/auto filling in the POC Portal, please 

make sure your browser Autofill Data is cleared out to solve this issue.  

1. Go to the top right corner of your browser, click on the Customize and Control feature three 

(this will show as three little dots). Click on Settings, you will be brought to a new screen.  



December 13, 2023 

 

 

 

2. Go to the left side of your screen, click on Autofill. 

Scroll 

down until you find Privacy and Security then select Clear browsing data.  

 

3. You will have two options Basic and Advance, click on Advance. Click on the drop-down box to 

change the Time Range to All time. Select Autofill form data and finally click the Clear Data to 

delete all your saved autofill data. This will stop your browser from making Autofill Data changes 

to your results. 
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Questions? please contact:  

POCReporting@vdh.virginia.gov 
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