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Infroduction

Welcome to Poochon Scientific’s Client Portal!

Poochon Scientific’s Client Portal is a centralized online hub for you to
conveniently:

e Place orders

e Request quotes

e Access results and data

e Track payments and order status
e Review order history

e Add funds to your account balance
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1.0. Getting Started - Create an Account

1) Go to poochonscientific.com and click the Login icon (Figure 1.1). You will be directed
to the login page (Figure 1.2).

2) Click the Create Account button. The Create Account page appears (Figure 1.3).

3) After entering the correct verification code, the Personal Information section appears
(Figure 1.4). Enter the required information and any optional details as needed. Click
Submit to complete the registration. The system returns you to the login page (see Figure
1.5).

P POOCHON Services v Products ¥  Resources ¥ AboutUs v ]

We'll Ensure You
Always Get The Best Result
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Protein Mass

Figure 1.1
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PPOOCHON m
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Figure 1.2

=+ Create Account

EMAIL *

PASSWORD *

CONFIRM PASSWORD *

VERIFY CODE *

Already have an account? Log in

Figure 1.3
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VERIFY CODE *

|§ N1 | \I_,-" J }

Already hawe an account? Log in

© Personal Information

FIRST NAME *

LAST MAME =

PHOMNE NUMBER

ORGAMIZATION MAME *

Figure 1.4
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PASSWORD

| peyye |

&+ Create Account

# Forgot password?

Figure 1.5
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20 Logln

1) Once registration is complete, you can sign in at
order.poochonscientific.com using your registered email and password.

2) Enter your email address and password.

3) Click Login.

4) If you forget your password, click Forgot Password?

5) You may share the same account with your colleagues, however only one
user can be logged in at a time. Additional logins will log out the current
user.

3.0 Home Page Overview

1) After signing in, the account home page appears.
2) Use the left navigation panel to access My Profile, My Orders, My Quotes,
and My Balance (Figure 3).

P POOCHON
Welcome, Poochon B My Orders @ product
My Profile
& Export Data
My Orders >
My Quotes » o
My Balance »
O D )i  Payment Number | Order Date Order Type [ Service Category || O = I Data J}  Invoice I Payment Status | Payment Linl k [ Actien ']
= .
= | .
>
Change Password
Contact Us. N
Figure 3
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Request a Quote

To request a new quote, click + New Quote in the left navigation panel (Figure 4.1).

The quotation page appears, select the service type first, then the service, and the sample
quantity, and add any additional information for us to attention, and click Request Quote
(Figure 4.2).

After submission, you will be directed to the My Quotes page. The quote status will
appear as Pending while our team reviews it (Figure 4.3). Please expect a quote within 2
business days. For urgent requests, please call 301-761-4835.

Once approved, the status will change to Approved, and the quote can be used to place
an order within its validity period (see Section 6.3: Apply Quote to Order). Go to the My
Quotes page and click the Quote No. to view, print, or download the quote (Figure 4.4).

Welcol

My Profile

My Orders

me, Poochon B My Quotes
»
& Export Data
My Quotes > °
My Balance > 8
m I seiveaTypell smberofSamples ]  Swws B creswTime @
.

Figure 4.1
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Service Type *
Service W
Service Category *
Service *
Number of Samples *
Additional Notes
o~
<4 Request Quote
Figure 4.2
& My Quotes
& Export Data
Quote No. |f Expiration Date | Serivee Type | Number of Samples I Status ||
Q260054 G101-A: PCR Genotyping (1 assay) 1 Pending
Q260053 G101-A: PCR Genotyping (1 assay) 1 Pending

Figure 4.3
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Welcome, Poochon B My Quotes

My Profile
My Orders & Export Data

My Quotes

oW W W

My Balance

m Quote No. || Expiration Date || Serivce Type | MNumber of Samples |[ Status |
EE—— ]

Q260055 2026-03-27 G101-A: PCR Genotyping (1 assay) Approved

Figure 4.4

5.0 Add Funds to Your Account

1) You may add funds to your account balance using one of the following methods:

a) Credit Card: You may immediately add funds to your account balance using a
credit card. To add funds using a credit card, follow the instructions below.

b) Purchase Order (PO): To add funds to your account balance using a PO number,
please contact us directly. Our team will review the PO and manually add the
balance to your account. The amount will be available in your account once
approved.

2) Navigate to My Balance on the left navigation panel. On the My Balance page you can:

a) View your current available balance

b) Review recharge and usage history

¢) Add funds to your prepaid account

3) For option A:

a) Click +Add Funds to proceed (Figure 5.1).

b) Enter the recharge amount, then click Confirm & Pay (Figure 5.2).

c) The system will generate a payment button. This may take a few moments. When
the Make Payment button appears, click it to continue (Figures 5.3-5.4).

d) You will be redirected to the payment page. Follow the on-screen instructions to
complete the payment.

e) Once the payment is successful, the balance will be added to your account and
will be available to use when placing orders.
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® My Balance

Order Date Jf Amount(s) Jf Type Jf Remaining Amount(S) If

Orger ID Jf

g

Operate Date Jf

Figure 5.1

® Prepaid Recharge

= Confirm & Pay

% Recharge Amount ($)

Figure 5.2
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The Payment button is being ge@ted and will be displayed below.

Figure 5.3

The Payment button is being generated and will be displayed below.

Make Payment

Figure 5.4
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6.0 Place a Service Order

6.1 Initiate an Order

1) Click + New Order in the left navigation panel (Figure 6.1).

2) The order type selection page appears. Select Service to create a service order (Figure
6.2).

3) Select Service: Select a Service Category (1), then select the corresponding Service (2).
Enter any Notes related to your order, if needed (Figure 6.3).

4) Enter Sample Information: Scroll down to enter the Sample Details. Fields marked with
* are required. Enter the information for each sample. Repeat for additional samples as

needed. Click Next to proceed.

5) Instead of manually entering sample information, you can quickly import it using the
template. Click Download Sample Sheet Template (3) to download the Excel template.
Fill out the template, then click Upload Sample Sheet (4) to import the sample
information and automatically populate the Sample Details table (Figure 6.3).

6) Click Save if you need to exit and finish later; Click Next to proceed to the sample
submission screen.

7) Note: You may Click Sample Submission Guidelines (5) to review details (Figure 6.3).

JroocHoON
'

Welcome, Poochon B My Orders & Produet
¢ Profie

T 8 =2 ® 0

Figure 6.1
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‘
4 -
Service Product
~—
Figure 6.2
" New Order: Sample Information m m

Serck oy @ S @
# Sample Detadls
ot

nnu i

Figure 6.3

6.2  Schedule Sample Submission

1) Choose how you would like to submit your samples: Shipping (Figure 6.4) or Pick Up
Service (Figure 6.5).

2) If Shipping is selected: Enter the Courier and Tracking Number (if available).

3) If Pick Up Service is selected: Select a Pick-Up Date by clicking the Calendar icon
(Figure 6.5). Note: Pick-ups scheduled on holidays will be picked up the next business
day.

4) Select Pick-Up Location: Use the drop-down menu to select your pick-up location.
Ensure the sample is placed in the selected drop box location (Figure 6.6).

5) Click Save if you need to exit and finish later; Click Back to return to the previous step;
Click Next to proceed to the payment screen.
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New Order: Sample Submission

Pick Up Service

Shipping

Courier

Tracking Number

m

Figure 6.4

(4]

New Order: Sample Submission

Pick Up Service

Shipping

Pick-up Date

Drop-off Location™

2026/02/23

Figure 6.5

New Order: Sample Submission

Pick Up Service

Shipping

Pick-up Dato

Drop-off Location®

[Bayview) NIH Buikling | Tst Floor (3:30 PM)

[UMB-SOM) 655 W Baltimare Street | Bressler Research Building | 4th Fioor (3:00 PM)

(UME-S0M) 670 W Ballimare Street | Health Sciences Research Facility 1l | 7th Floor (3:00 PM)

(UME-S0M) 20 Penn 5. | Health Sciences Research Facility | 51035105 (3:00 PM)
[JHU-HW) Carnegle Institution for Science | 1t Floor (4:00 PM)
[JHU-HW) Craft Hall | Geound Flsor | Room G40 (:00 Pu)

[JHU-HW) Craft Hall | Ground Flor | Gutside Front Door (4200 PM}

Figure 6.6
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1) Ifyou do not yet have an approved quote, please first complete the steps in Section 4.0

Request a Quote.

User Guide V1.0

2) When the quote status changes to Approved, you may now place an order using the quote

within its validity period.

3) Follow the normal ordering process and ensure the selected Service Category, Service,
and number of samples entered match the quote (the quantity must be greater than or
equal to the quantity listed in the quote).

4) On the New Order: Payment Method page, enter the Quote Number in field (7) and click

Apply (2). (Figures 6.7-6.8).

5) If successful, a confirmation message “The Quote Number was successfully submitted”
will appear and the pricing will update based on the quote (Figure 6.9).

PPOO_CHON
o= o=

= New Order: Payment Method

Payment Method

@ Pay Now Prepaid Account it Pay with Purchase Order (PO)

Select Payment Method

ACH Transaction

=3 &3

Figure 6.7
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= New Order: Payment Method m n m

-0 o

Figure 6.8

The Quote Number was successfully submitted

Figure 6.9

6.4 Complete Order

1) Choose a payment method: Pay Now, Prepaid Account, or Pay with Purchase Order
(PO).

2) Follow the on-screen instructions to complete the order. Click Review, verify the order
details, and then click Submit to finalize the order (Figures 6.10 - 6.11).
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= New Order: Payment Method m

Quote Number

Payment Method

Pay Mow () Prepaid Account (@) Pay with Purchase Order (PO)

Referance Numbaer, PO Number * Promotion Code

Promation Code

PO_NUMEER

Order Totals
Subtotal $1050
Discourt $0.00
Tax $0.00
Total $10.50

o 3 e

Figure 6.10

Poochen Scientific
G101-A: PCR Genatyping (1 assay)
S2600796
Sample Count:
Payment Method: Pay with Purchase Order (PO}
Additicnal Emall Reciphent for Invoices:
Refersnce Number, PO Number: PO_NUMBER

COURIER

Tracking Mumber: TRACKING_NUMBER

Figure 6.11

Page 19 of 21



PPOOCHON

SCIENTIFIC User Guide V1.0

6.5 Print Order Form

1) After submitting the order, go to My Orders and click the Order ID to open the order
preview. From the preview, print the order form and pack it with your samples (Figure
6.12). Note: Please make sure you drop your samples off at the exact Dropbox you
selected to ensure pickup.

PPDDCHON

‘Welcome, Poochon E My Orders [

My Profile

& Export Data
My Orders

Order|D f  Payment Number |f Order Date Order Type || Service Category || OrderStatus || Data |f  Invoice | Payment Status || Payment Link i Action

VLAZOTOOGAHsB  2028-02-2318:3135  Online Order Genatyping Order Placed ® View * Can

B = O

Change Password

Contact Us Previous u Hext

Figure 6.12

7.0 Access Data & Results

1) When your results are ready, you will receive an email notification.

2) Log in to your account and go to My Orders. Locate the completed order and click the
hyperlink in the Data column (Figure 7).

3) The link will open in a new window, showing all data files available for download.

p POOCHON
‘Welcome, Poochon . My Orders @ Product
My Profile
& Export Data
My Orders
My Quotes ®
My Balance
OroeriD §  Payment Number Grdar Date Jf OrderTyps | ServicaCategery || OcderStatus Jf | Data jf | inwoice I PaymentStatus §  PaymentLik Action 8
e | »
m [ ]
(23
Change Password
Contact Us n o

Figure 7
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8.0 Logout

1) To log out of the system: Move your cursor to the floating sidebar on the right side of the
page.

2) Hover over the icons to expand the menu.

3) Click the Logout icon to sign out of your account (Figure 8).

P POOCHON

Welcome, Poochon E My Orders & Product
Wy Profile >
& Export Data
My Orders >
My Quotes b & wyProfie
My Balance
Order 1D || Payment Number |1 Order Date || Order Type || Service Category J| Order Status | Data | Invoice )]  Payment Status || Payment Link |/ Actiof @ My Ovders
Al 52600796 MvLaZOTO968zHsEa 2026-02-23 18:31:35 Ondire Order Genotyping Results Deliverad Data @ View n My Quotes
8 1y Balance
Change Password
Contact Us Previous - Next
Figure 8

9.0 Help & Support

If you have any questions about the portal, please contact us and our support team will assist
you as soon as possible.

Phone: 301-761-4835
Email: support@poochonscientific.com
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