
QUICK START GUIDE

PRINTING & EMAILING REPORTS

Learn How To:

1. Print and Download Multiple Reports

2. Email Reports



PRINTING REPORTS

To Print one or more reports from the SAMPLES

tab, select the check boxes next to the samples 

and click the PRINT REPORT(S) button.



PRINTING REPORTS

A new tab will open with the report PDF. To Print, 

simply select the printer icon or using your 

keyboard – click the ‘CTRL’ button + the letter P.

To Download, simply select the download icon. 



PRINTING REPORTS

To Export one or more samples to an Excel file from the 

SAMPLES tab, select the check boxes next to the samples 

and click the EXPORT XLS button.



PRINTING REPORTS

The Excel file will create and automatically 

download; it will appear at the bottom or top    

of your page depending on your browser.



PRINTING REPORTS

To Print or Download a report from the 

Details screen, click on the DOWNLOAD PDF

button. 



PRINTING REPORTS

When checked, Graphs, Attachments, 

Comments, and Actions will be included in the 

PDF. Your selection will be retained for future 

printing.



PRINTING REPORTS

A new tab will open with the report PDF. To Print, 

simply select the printer icon or using your 

keyboard – click the ‘CTRL’ button + the letter P.

To Download, simply select the download icon. 



PRINTING REPORTS

To Email a report from the Details screen, 

click on the SEND EMAIL button. 



PRINTING REPORTS

A new window will open. Click on the Search icon to 

find and add recipients from your Address Book or type 

the recipient’s email and click enter. Add a message 

and click the SEND button.



CASTROL LABCHECK SUPPORT DESK:

Phone: 866-LABCHECK (522-2432)

Labchecksupport@bureauveritas.com

https://www.labcheckresources.com/

mailto:Labchecksupport@bureauveritas.com
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