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Introduction 

The Notifications functionality on MayoClinicLabs.com lets you send notifications to specified email 
addresses when test results are available or orders are transmitted, and to specify the conditions 
under which you want notifications sent. 

Each email contains a link that will, after the recipient logs into MayoClinicLabs.com, bring up the 
results report PDF or order details for the relevant order. Below is a sample email. 

 
Important Note: To view the results report or order details from the notification email, a user must (a) 
be registered on MayoClinicLabs.com and (b) have the Email Notifications Results - View 
permission, which authorizes the user to view results for this account. 

If at any time you need additional assistance in using Notifications, please contact your Regional 
Service Representative/Specialist. 

Registration 

For instructions on how to register on MayoClinicLabs.com, see our Frequently Asked Questions 
page. 

To request permission to access Notifications, contact Customer Service. 

Note: Acceptable browsers include Chrome, Edge, Firefox, and Safari. 

Notifications User Roles 
There are two roles associated with the Notifications functionality, each with its own permission: 

• Managing notification rules. If you have the Notification Rules Access permission, you can 
create and edit the rules that generate notification emails. 

https://mayocliniclabs.com/
https://mayocliniclabs.com/
https://mayocliniclabs.com/
https://mayocliniclabs.com/
https://www.mayocliniclabs.com/customer-service/FAQ
https://www.mayocliniclabs.com/customer-service/contacts
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• Viewing PDF result reports or order details. If you have the Email Notifications Results – 
View permission, you can click the link in a notification email to view the associated report or 
order details in PDF form. 

A user can have one or both roles; each role is specific to an account number. To have one or both of 
the above-mentioned permissions granted to a user, contact Customer Service. 

Accessing Notifications 

There are two ways to access the Notifications functionality once you have completed registration and 
been given permissions: 

Via MayoACCESS 
You can access Notifications from within the MayoACCESS application by clicking the Notifications 
link in the Resources section of the extended frameset. 

 

Via My Dashboard 
1. On MayoClinicLabs.com, at top right, click My Dashboard.` 

 

https://www.mayocliniclabs.com/customer-service/contacts
https://mayocliniclabs.com/
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If you have not already logged in, the login window appears. 

 
2. Enter your Professional Username (email address) and Password. 

Notes: 

• Passwords are case sensitive. 
To help ensure you type your password correctly, you can click the SHOW link at the 
right end of the Password field. Your password becomes fully visible, and the link text 
changes to HIDE. 

 
To hide your password again, click the HIDE link. Your password is represented again 
by a series of dots, and the link text reverts to SHOW. 

 
3. Click the Log in button. 
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Your Dashboard appears. 

 

4. Click the NOTIFICATIONS icon. 

Selecting accounts 

To use Notifications, you must select at least one of the Mayo Clinic Laboratories accounts you have 
access to in the application. The first page you will see depends on: 

• How many accounts you have access to. 

• Whether this is your first time logging into Notifications. 

• If this is not your first time logging into the application, how many accounts were selected when 
you last logged out. 

The example screenshots on the next several pages are of a user with access to eight accounts. 
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First login 
If this is your first time logging into Notifications, you will be asked to select at least one account. 

 
1. Do one of the following: 

• From the Account Number drop-down menu, check the box  to the left of each 
account you want to select. Once an account is selected, its name and number appear 
in the Account Number field. 

 



Selecting accounts 

Page 10 7/2/2024 Notifications User’s Guide 

• In the Account Number field, begin to type either an account number or name, and 
then select it from the autopopulated list below. 

  

• To select all accounts to which you have access, below the Account Number field, 
click the SELECT ALL link. 

 
2. Once you have selected the desired account(s), click on the screen anywhere outside of the 

Account Number field. 

Subsequent login 
If this is not your first time logging into Notifications, the application displays the account(s) that were 
selected when you logged out of your last session: 

• If not all of your accounts are selected: 

o Below the field, the words “x of y accounts selected” appear, in which x is the number 
of accounts you have selected and y is your total number of accounts. 

o To the right, a rectangular tile for each selected account appears, displaying the number 
and as much of the name as possible, followed by an ellipsis (…) if the name is long. 
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 Tip: Hover over any account tile, which will turn blue, to bring up a 
tooltip displaying the complete account name and number (left). 

 

• If all of your accounts are selected: 

o The Account Number field displays the words “x items selected” appear, in which x is 
your total number of accounts. 

o Below the field, the All accounts selected message  appears. 

o To the right, a tile for each of your accounts is displayed. 

 
To change your account selection, do one of the following: 

• Select additional accounts using one of the methods described above. 

• Deselect accounts as desired by unchecking their boxes  in the Account Number 
drop-down menu. 

 

• Deselect an individual account by clicking the circled X 
at the right end of its tile (right).  
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When at least one account is selected, the full NOTIFICATION RULES landing page appears. 

 

Note: At top right, the Help icon  links to the Notifications page on MayoClinicLabs.com. 

The Notification Rules List, a list of all rules that have been set for the selected account, 
appears at the bottom of the page in table form. 

 
In this list, you can see: 

a. The names of all rules that have been set for the account. 

b. What Account Number the rule is applicable to. 

c. The Rule ID of each rule. Rule IDs are auto-assigned by the system. 

https://news.mayocliniclabs.com/mcl-notifications-updates/


Selecting accounts 

Notifications User’s Guide  7/2/2024 Page 13 

d. Who last modified each rule. 

e. When each rule was last modified (right). 

f. How many notification emails have been sent per rule. 

g. Whether any rule is Active (indicated with a green 
check mark ). 

 

Above the Global Filter field, you can adjust the slider  to Only 
Display Active Rules (left). 

 
You can sort the Notification Rules List by any column except Actions in one of two ways: 

• Click the bold column header. The default sort order is ascending. Clicking the header 
again toggles the order to descending. 

• Click to the right of the column header. A blue up-arrow  appears, indicating the 
default ascending sort order. Click the arrow to toggle back and forth between sorting 
the list in ascending (right) or descending (far right) order. 

In the columns under Actions, you can: 

 
a. View and edit the DETAILS of any rule. 

b. CLONE, or copy, a rule to create a template for a new rule. 

c. TEST a rule to see if it is sending notifications as specified. 

d. View the HISTORY of changes to a rule. 

Using the controls at the bottom of the Notification Rules List, you can: 

 
a. See how many rules there are in total for this account. 
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b. Go to the first page of rules for this account. 

c. Go to the previous page of rules. 

d. See which page of rules you are on. 

e. Go to the next page of rules. 

f. Go to the last page of rules. 

g. Select how many rules per page you wish to view. 

Notes: 

• The numbers of rules and pages you see depend on your filtering selections. 

• If there are not enough pages to display, the ellipses (three dots) that allow you to jump 
five pages ahead or back do not appear. 

Finding a Notification Rule using the Global Filter 

The Global Filter field (right) appears at top left of the Notification Rules List. 
Text entered into this field brings up results if it matches: 

• Text included in the rule’s Name, Rule ID, Modified By, or Modified At 
parameters. 

• Rules with at least one Value (as described in step 5 of Creating a Notification Rule) that 
includes the string of characters you entered. 

To find a rule in the Notification Rules List using the Global Filter: 

1. In the Global Filter field, enter a Rule ID, keyword, key phrase, name of the person who last 
modified the rule, or string of characters within any Value for that rule. 

For example, suppose you want to find results for tests ordered by Dr. Smith. You might try 
entering any string of letters within that name, such as smit, in the Global Filter field. 

The Notification Rules List will automatically be filtered to show all rules for which any value 
contains that string. 
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For the rule shown in the screenshot above, if you click the DETAILS link under Actions at 
right, you see on the NOTIFICATION RULE DETAILS page that in one of the Conditions set 
for the rule, the Value set for Physician Name is “Smith.” 

 
For a second example, suppose you want to find results for tests for dog dander. You might try 
entering the corresponding Mayo Test ID, DOGD, in the Global Filter field. 

The Notification Rules List will automatically be filtered to show any rule with one or more 
Values that include “DOGD”. 

 
“DOGD rule” in the above screenshot includes that string of letters in its name. “Physician’s 
Rule” does not, but if you click its DETAILS link, the NOTIFICATION RULE DETAILS page 
shows that one of the rule’s Conditions is a Mayo Test ID of DOGD. 
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Notes: 

• The Rule ID(s) in the email notification, which indicate which rules triggered the 
notification, can help you find the rule in Notifications. 

 

• In Global Filter search results, you can sort columns in ascending or descending order 
by clicking the column header or the blue up-arrow  that appears when you click to 
the right of a header, as discussed above. 

Creating a Notification Rule 

To create a new notification rule: 

1. On the NOTIFICATION RULES 
page, at top left below the 
Account Number field, click the 
CREATE button  (right). 
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The NOTIFICATION RULE DETAILS page appears. 

 
Note: On the NOTIFICATION RULE DETAILS page, you can have 
only one account selected at a time. The tile for that account therefore 
does not have a circled X at its right end (right). 
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2. If you have access to more than one account and want to select a different one, then do so 
from the Account Number drop-down menu. 

 
3. Enter a unique Name for the rule. 

 
Notes: 

• You cannot use the same name for more than one rule. 

• A rule is automatically set to Active when it is created (right). To 
inactivate the rule, move the Active slider  to the left . You 
can change Active status at any time. 

 

4. Under GET NOTIFIED, from the When drop-down menu (left), select 
either Results are available (default) or Order is transmitted. 
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5. Under CONDITIONS, select the desired option from the Data Field drop-down menu. 

Note: To the right of the words “Data Field”, you can click the Help icon  to open 
Appendix A: Notification Rule Conditions in a new window for guidance. 

 
Once you have selected a Data Field value, the Condition to Match field (available or 
unavailable) and/or the Values (optional) field may appear. A few example scenarios are 
below. 
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Notes: 

• If you selected Order is transmitted in step 4, your Data Field choices are limited to 
Physician Name, Medical Record Number, Patient First Name, Patient Last Name, 
or All Orders under Order; or Mayo Test ID under Test. 

 

• The Condition to Match field value is dependent on the Data Field selection, and the 
Values field value is dependent on the Condition to Match selection. 

• For the Data Field values Mayo Test ID, Test Status, Report Type, Mayo Result ID, 
and Flag, the Condition to Match value defaults to Matches exactly and cannot be 
changed. 

• For the Data Field values All Orders, Manual through Ordering Application, 
Unsolicited Order, and Unsolicited Test, the Condition to Match and Values fields 
are not needed and do not appear. 

• Values text is not case sensitive. 

• If you are creating a rule for which Data Field is set to Value and Condition to Match 
is set to Matches exactly, be sure to test the rule. For email notifications to be sent, 
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the entry in the Values field must exactly match the reported value, including the 
placement of the decimal point and any digits that follow it. 

 

• When Mayo Test ID is selected as a Data Field value, as you enter a Test ID into the 
Values field, a drop-down menu of possible matches appears. Select the correct one. 
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Suppose you want to create a rule to send notifications when your organization has ordered a 
specific test. This requires selecting Order is transmitted from the When drop-down menu 
(see step 4). Then, under Conditions: 

 
a. From the Data Field drop-down menu, select Mayo Test ID. 

For Mayo Test ID, the Condition to Match value is automatically set to Matches 
exactly. 

b. In the Values text field, enter a Test ID, such as HIVDR. 

Notes: 

• If you are not certain of the Test ID, you can begin to enter the test name or 
possible characters from the ID, then select the correct result below the field. 
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• Once you have entered or selected a Test ID, you can also click the Open in 
New Browser Window icon  to the right of the Values field to open the 
relevant Mayo Clinic Laboratories Test Catalog page in a new browser tab. 

 

• If the Test ID you enter is obsolete: 

o The text field is bordered in red. 

o The words Obsolete Test ID appear below it. 

o A link to the TEST UPDATE page on MayoClinicLabs.com appears to 
the right of the Values area of the screen. See step 4 of Managing 
Notification Rules with obsolete Mayo Test IDs for instructions on using 
this link. 

o A bold red border appears to the right of the TEST UPDATE link. 

 
To create your rule, you must enter a valid Test ID. 

https://www.mayocliniclabs.com/test-catalog/
https://www.mayocliniclabs.com/test-notifications/index.html
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6. Once you have entered a valid term in the Values field, you can add multiple alternative terms 
if needed. For each, click the + OR button  and, in the new Values text field that 
appears, enter the alternative term. 

 
Note: When multiple “+ OR” Values have been set, a notification email is sent when any 
Values of the applicable rule are matched. 

To delete an additional Values text field, click the red X to its right. 

7. If needed, add more Conditions to the rule by adding a new Data Field section and repeating 
all sub-steps of steps 5 and 6 for each. 

Suppose you want to send notifications when results are available for either of two different 
tests, ordered by either of two different ordering physicians. Do the following: 

  
a. Below the Conditions fields, click the ADD CONDITION button. 

b. From the Data Field drop-down menu, select Physician Name. 

The Condition to Match and Values fields appear. 
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c. From the Condition to Match drop-down menu, select either Matches exactly or 
Includes text. 

d. In the Values text field, enter the name of the first physician. 

e. Click the + OR button.  

 
f. In the new Values text field, enter the name of the second physician. 

 
g. Below, click the ADD CONDITION button again.  

h. From the Data Field drop-down menu for the new Condition, select Mayo Test ID. 

The Condition to Match drop-down menu defaults to Matches exactly. 

i. In the Values text field, enter the first Test ID. 

j. Click the + OR button.  

k. In the new Values text field, enter the second Test ID. 
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Note: When multiple “AND” Conditions have been set, a notification email is sent only when all 
Conditions of the applicable rule are satisfied. 

8. In the EMAIL RECIPIENTS field, enter each of the email addresses you want notifications sent 
to. You can enter multiple addresses, including one for a distribution list. 

As you ADD each Email Recipient address, it will be listed on the right under Selected Email 
Recipients. To remove an address from this list, click the red X to its left. 

 
Once a rule is created and made Active, notifications based on that rule will be sent to all 
listed Email Recipients. 

Notes: 

• Important: In the Email Recipients section, you can add any valid email address. 
However, to view the results report from the notification email, a user must be (a) able 
to log into MayoClinicLabs.com and (b) authorized to view results for the account in 
question. 

If the user associated with an email address you enter is not registered or does not 
have such authorization, the email address is highlighted in pink, and Notifications 
displays the Permission Required warning.  

 
To the right of the warning, you can click the Information  icon to bring up an 
explanatory pop-up above the Selected Email Recipients section. The pop-up reads 
in part, “This user must register and/or contact the site administrator for permission to 
view results.” 

• If you enter the email address for a distribution list, each individual user in the list must 
be granted permission to view reports. Do not give this permission to the distribution 
email address. Include only the distribution email address, not the component email 
addresses for individual users, in the rule. 

Every address on the distribution list will receive an email, even if the distribution list 
address itself appears under Selected Email Recipients highlighted in pink and with 
the Permission Required warning. Be aware, however, that policies set by your 
organization may affect distribution list recipients’ ability to receive Notifications emails. 

https://mayocliniclabs.com/
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9. After entering each address, click the ADD button. 

 
10. After you have set all Details for the rule, at bottom left, click the 

CREATE button. If you do not want to set the rule, click the CANCEL 
button. 

The new rule appears in the Notification Rules List on the NOTIFICATION RULES page. At the 
bottom of the screen, a pop-up appears indicating that the rule has been created successfully. 

 
 

Editing a Notification Rule 

To edit a rule: 

1. Go to the NOTIFICATION RULES page. 

2. In the Notification Rules List, under Actions, click the DETAILS link for that rule. 

 
The NOTIFICATION RULE DETAILS page for that rule appears. 

3. Edit the rule’s Name, Active status, Conditions, and/or Email Recipients as needed. 

Note: The When drop-down menu selection cannot be changed. 

4. To save your changes, at bottom left, click the UPDATE button. 
(To cancel your changes, click the CANCEL button.) 

Managing Notification Rules with obsolete Mayo Test IDs 

A Mayo Test ID included in an existing Notification Rule may become obsolete. In this event, it is 
recommended that you duplicate, or clone, the rule and replace the obsolete Test ID with a 
replacement Test ID (if available) in the cloned rule. This ensures that the original rule with the 
obsolete Test ID will continue to send notification emails until all orders for the obsolete test are 
complete, and that notification emails will be sent for the replacement Test ID. 
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If the selected account has Notification Rules with obsolete Test IDs: 

• A pink banner message with a bold red left border appears below the Account Number drop-
down menu, warning you of this and recommending you clone each such rule and enter a 
replacement Test ID. 

• In the Notifications Rules List, those rules are highlighted in pink with a red left border. 

 
When a Test ID in a rule for any account to which you have access becomes obsolete, you will receive 
an email notification. 
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Cloning a rule with an obsolete Test ID 
To clone a Notification Rule with an obsolete Mayo Test ID. 

1. Use one of the following four options: 

a. Click the link (right) in the email notification shown above. 

b. In the Notification Rules List, under Actions, click the 
DETAILS link for the original rule. 

 
If you use either option a or b, the NOTIFICATION RULE DETAILS page for the 
original rule appears. 
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c. In the pink banner message above the Conditions section, click the CLONE link. 

 
d. In the Notification Rules List, under Actions, click the CLONE link for the original 

rule. 

 
e. On the NOTIFICATION RULES page, under Actions, click the CLONE link for the 

original rule. Then, at the top of the NOTIFICATION RULE DETAILS page, click the 
CLONE link. 
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The NOTIFICATION RULE DETAILS page for a clone of the rule appears. 

 
Note: On the NOTIFICATION RULE DETAILS page for the cloned rule: 

o The HISTORY, TEST, and CLONE links do not appear at the top. 

o The Name field is blank. 
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o The When drop-down menu selection cannot be changed. 

o The Values field is highlighted in pink. 

o The TEST UPDATE link appears to the right of the Values field. 

o A bold red border appears to the right of the TEST UPDATE link. 

o The words Obsolete Test ID appear below the Values field. 

2. Enter a unique Name for the rule. For detailed instructions, see step 2 of Creating a 
Notification Rule. 

3. Under Conditions, in the Values field, enter the replacement Test ID. 

4. To find information about the obsolete test, including any recommended alternative tests: 

a. Click the TEST UPDATE link. 

The TEST UPDATES page on MayoClinicLabs.com opens in a new browser tab. 

b. In the search results, at the end of the table row, click the Notice link. 

 

https://www.mayocliniclabs.com/test-notifications/index.html
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An attachment opens that contains more information, including any recommendations 
on alternative tests for the obsolete Test ID, if appropriate.  

 
5. On the NOTIFICATION RULE DETAILS page, to save your 

changes, click the CREATE button at bottom left. (To cancel your 
changes, click the CANCEL button.)  

Note: The original rule with the obsolete Test ID will continue to send notification emails until all orders 
for the test in question are complete. Once all notifications have been received, the rule with the 
obsolete Test ID should be inactivated, as described in the next section. 

Inactivating a rule with an obsolete Test ID 
To inactivate a Notification Rule with an obsolete Mayo Test ID: 

1. In the Notification Rules List, under Actions, click the DETAILS link for that rule. 
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The NOTIFICATION RULE DETAILS page for that rule appears. 

 

2. Toward the top of the page, below the Active slider, click the INACTIVATE button.  

You are returned to the NOTIFICATION RULES landing page. At bottom right, a message 
appears, indicating that the rule has been 
successfully inactivated (right). 
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Notes: 

• The INACTIVATE button appears only on NOTIFICATION RULE DETAILS pages of 
rules with obsolete Test IDs. 

• You cannot use the Active slider (right) to inactivate rules with 
obsolete Test IDs. If you adjust the slider, that creates a change 
that requires saving the page, but you cannot save changes to the 
NOTIFICATION RULE DETAILS when a Test ID for the rule is 
obsolete. Note that the UPDATE button at bottom right of the page 
is greyed out.  

Reactivating a rule with an obsolete Test ID 
If the rule is inadvertently inactivated, you will be able to reactivate it. To do so: 

1. In the Notification Rules List, under Actions, click the DETAILS link for that rule. 

 

 Tip: Make sure the Only Display Active Rules filter on the 
landing page is turned off (left). 

The NOTIFICATION RULE DETAILS page for that rule appears. 

2. Toward the top of the page, below the Active slider, click the ACTIVATE button.  

 

You are returned to the NOTIFICATION RULES 
landing page. At bottom right, a message 
appears, indicating that the rule has been 
successfully activated (right). 

Note: You will not be able to save any other changes to the rule without changing the Test ID.  
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Changing a Notification Rule’s status 

You can make a notification rule Active or disable it at any time. 

To change a rule’s status: 

1. In the Notification Rules List, under Actions, click the DETAILS link for that rule. 

 

The NOTIFICATION RULE DETAILS page for that rule appears. 

2. Move the Active slider  to the right to make the rule Active (right), or 
to the left to inactivate it . 

 

3. To save your changes, at bottom left, click the UPDATE button (right). 
(To cancel your changes, click the CANCEL button.) 

Cloning a Notification Rule 

Use the Clone function to create a template for a new rule based on an existing one. Do not use it to 
edit an existing rule. 

To Clone a rule: 

1. In the Notification Rules List, under Actions, do one of the following: 

• Click the DETAILS link for the original rule. 

 
Then, at the top of the NOTIFICATION RULE DETAILS page for that rule, click the 
CLONE link. 

 

• Click the CLONE link for the original rule. 

 



Cloning a Notification Rule 

Notifications User’s Guide  7/2/2024 Page 37 

The NOTIFICATION RULE DETAILS page for a clone of that rule appears. 

 
Note: The Name field is blank, no links appear at the top of the page, and the When drop-
down menu selection cannot be changed. 

2. In the Name field, enter a unique name for the cloned rule. 

Important Note: It is recommended that rule names clearly indicate the Test ID and 
notification type so that rules can be easily found using the Global Filter. See Finding a 
Notification Rule using the Global Filter above on how rule names affect Global Filter searches. 
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3. Edit the cloned rule’s Conditions as appropriate. 

4. Add Email Recipients for the cloned rule by entering each email address into the field and 
then clicking the ADD button after each. For detailed instructions, see Creating a new 
Notification Rule, step 5. 

5. After you have set all Details for the cloned rule, click the 
CREATE button. (To cancel the cloned rule, click the CANCEL 
button.) 

The cloned rule appears in the Notification Rules List on the NOTIFICATION RULES page. At 
the bottom of the screen, a pop-up appears indicating that the cloned rule has been created 
successfully (right). 

 

Testing a Notification Rule 

To test whether a rule is sending notifications as specified: 

1. Go to the NOTIFICATION RULES page. 

2. In the Notification Rules List, under Actions, click the TEST link for that rule. 

 
The TEST NOTIFICATION RULE page appears. On this page, you can view the Conditions 
that were set for this rule. 

You can also search for orders that would have triggered email notifications based on the rule, 
using the parameter fields below the Conditions section. 
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3. Test the rule as needed. 

When the TEST NOTIFICATION RULE 
page initially loads, the Orders List at the 
bottom displays orders from the last 90 days 
for the selected account that match the 
rule’s Conditions. However, you can also 
test a rule against: 

• The last 30 days. 

• Any 365-day range of orders within 
the last 5 years. 

• The last 180 days. 

• The last year (rolling 12 months). 

To test whether the rule would have sent 
notifications for orders within a certain date 
range, at the top of the page (right): 

a. In the Order Date section, click each 
of the calendar icons  and, from 
the pop-up calendar, select the start and end dates of the desired range. 

b. At the bottom of the page, click the SEARCH  button. 

To test whether the rule would have sent notifications for a specific order:  

a. In the appropriate text field(s), enter 
any of the following (right): 

• Patient Name (Last Name, 
First Name, and/or Middle 
Name [or] Initial) 

• Medical Record Number 
• Order Number 
• Test name or ID 
• Physician Name 

b. At the bottom of the page, click the 
SEARCH button. 

  



Testing a Notification Rule 

Page 40 7/2/2024 Notifications User’s Guide 

At the bottom of the page, the Orders List displays all orders that match both your search 
parameters and the rule’s Conditions. The parameter section at the top is collapsed. 

 
The Only Display Matching Orders slider is toggled on by default. If you did not toggle it off 
before clicking the SEARCH button, then immediately above the Orders List, a message 
appears, instructing you to search all orders or change the date range if the search results do 
not contain the orders you are looking for. 

 
When Only Display Matching Orders is toggled on, the Orders List shows all orders 
matching your search criteria, distinguishing those that match your rule Conditions from those 
that do not as described on the next page. 

If you click the OPEN bar above the Orders List, the section containing the parameter text 
fields is expanded again, and the OPEN bar becomes the CLOSE bar. 
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Orders List 
Matches 
In the Matches column: 

• Orders with a green check mark  met all Conditions of the rule and would have triggered 
email notifications. 

 

• If there is no check mark, not all of the rule’s Conditions were met, and therefore no 
notifications would have been sent. 

If applicable, when shown, the Matching Conditions column 
indicates the rule Conditions that are met for that order (right). 

If applicable, when shown, the Not Matching Conditions 
column indicates the rule Conditions that are not met for that 
order (right). 

The screenshot below, in which both the Matching Conditions and Not Matching Conditions 
columns are displayed, shows three orders that do not meet both the Conditions set for a rule that 
governs notifications for canceled tests (Mayo Test ID — Matches Exactly: ACE and Value — Less 
than: 15), and two orders that do meet both Conditions. 
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Report column 
At far right of the Orders List, the Report column displays a PDF icon  (right) if the 
corresponding order has a results report. Click the icon to open the report. 

 

 

 

 

 

Only Display Matching Orders 
At top left of the Orders List below the OPEN bar, the Only 
Display Matching Orders toggle (left) by default hides all orders. 
You can slide the toggle to the left  to display all orders 
matching your search parameters. 

Hide/Show Columns 
At top left of the Orders List is the Hide/Show Columns drop-down 
menu, which displays check boxes for most columns in the list (right). 
Check or uncheck boxes depending on which columns you want to view. 
The columns will then appear or disappear automatically. 

Notes: 

• The Matches column cannot be hidden and so does not have a 
check box. 

• Column preferences are not saved when you leave the TEST 
NOTIFICATION RULE page. 

• If you have all columns displayed, you must either scroll to the 
right or zoom out in your brows Tests er to view them all. 

Export to CSV 
You can download all data from the Orders List by clicking the EXPORT TO CSV button  at 
top right of the list. See Exporting data for more details. 

Column sorting 
To sort orders by any column, click the bold column header or, if applicable, the double-arrow icon  
to the right of the column title.  
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The entire header turns blue to indicate that the Orders List has been sorted by 
that column, and the double arrows are replaced by the Descending Order  or 
Ascending Order  icon (right). 

The default sort order is ascending. Clicking the header again toggles the order to 
descending. 

Page controls 
At the bottom of the Orders List, you can: 

 
a. See the total number of orders for this account and which range of pages you are viewing. 

Note: The numbers of orders and pages you see depend on your filtering selections. 

b. Go to the first page of orders in the list. 

c. Go to the previous page of orders. 

d. See which page of orders you are on. 

e. Go to the next page of orders. 

f. Go to the last page of orders. 

g. Select the number of orders per page you want to view. Notifications remembers and saves 
your selection. 

Viewing Notification Rule History 

To view the history for a notification rule: 

1. Go to the NOTIFICATION RULES page. 

2. In the Notification Rules List, under Actions, click the HISTORY link for that rule. 

 



Viewing Notification Rule History 

Page 44 7/2/2024 Notifications User’s Guide 

The RULE HISTORY page appears. It displays the Account Number, rule Name, and all 
versions of the rule in descending order. 

 
One version of the rule exists for each time that changes have been made to the rule and 
saved. On the RULE HISTORY page, each version lists the date of creation, the name of the 
creator, and what aspects of the rule were and were not changed. 

 

3. To review all Details for each version of a rule, click the VIEW 
DETAILS link (right) for that version. 
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The RULE VERSION DETAILS page for that version of the rule appears. It displays all Details 
for the version, as well as any orders submitted during the last 90 days for which that version 
would have sent email notifications. 

 
Just above the Orders List, you can modify the date range to view more or fewer orders. For 
detailed instructions, see Testing a Notification Rule, step 2. 

If no orders are displayed, this version of the rule did not trigger any email notifications during 
the selected date range. 
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Accessing test results or order details from an email notification 

Sample notification emails are shown below. 

 
If Results are available was chosen from the 

When drop-down menu 

 
If Order was transmitted was chosen from the 

When drop-down menu 

Each email is sent from “noreply@notify.mayocliniclabs.com”. 
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When you click the order number link in a Test Results Available email message, the PDF of the 
results report appears in a new browser tab. 
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When you click the order number link in an Order Transmitted email message, the order details 
appear in a new browser tab. 

 
Important Note: To view the results report or order details from the notification email, a user must 
(a) be registered on MayoClinicLabs.com and (b) have the Email Notifications Results - View 
permission, which authorizes the user to view results for this account. If the user has not already 
logged into MayoClinicLabs.com, they will be prompted to do so. 

https://mayocliniclabs.com/
https://mayocliniclabs.com/
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Exporting data 

You can export data, filtered in any way you like, as a comma-separated values (CSV) file. CSV is a 
simple file format for storing data in table format. Notifications offers two options for data export: 

• On the NOTIFICATION RULES page, on the right just above the Notification Rules List, click 
the EXPORT TO CSV button  to download a CSV file that shows all rules for the 
selected account that match any text entered into the Global Filter field. 

 

• On a TEST NOTIFICATION RULE page, on the right just above the Orders List, click the 
EXPORT TO CSV button  to download a CSV file that shows all orders that match 
the selected search criteria. 

 
A CSV file containing the relevant data will be downloaded to your device. 

Note: You cannot export more than 4,000 orders to a CSV file. If you test a rule and your search 
returns more than 4,000 orders, the EXPORT TO CSV button is grayed out, and a message at top 
right above the OPEN bar instructs you to change the date range in your search parameters or filter 
your results. 
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Appendix A: Notification Rule Conditions 

The Data Field drop-down menu offers numerous options for setting Notification Rule Conditions. This 
appendix explains each option and where you can find its value. 

Note: For reasons of conciseness, this appendix shows only one place where the value for each Data 
Field option can be found. The values of certain options may be found in multiple places. 

 

Order 
Physician Name 
Physician name as shown on the order: 
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Medical Record Number 
The Patient ID as shown at top left on the report: 

 

Patient First Name or Patient Last Name 
The Patient Name shown at the top of the report: 

 

All Orders 
A notification is sent when test results are available for any order under this account. 

Manual through Ordering Application 
A notification is sent when test results are available for any order that has been placed manually 
through your ordering application (such as MayoACCESS), rather than through your interface. 
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Unsolicited Order 
A notification is sent when test results are available for any order that was not placed through either 
your interface or your ordering application. This includes orders placed using the downtime process. 

 
Note: When you select All Orders, Manual through Ordering Application, or Unsolicited Order as 
a Condition, the Condition to Match and Values fields are not needed and not displayed. You can 
still add other Conditions to the rule. 

Test 
Mayo Test ID 
The TEST ID shown at the top of the relevant Mayo Clinic Laboratories Test Catalog page: 

 

https://www.mayocliniclabs.com/test-catalog
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Test Name 
REPORTING NAME on the OVERVIEW page for the test in the Test Catalog: 

 

Test Status (Partial, Final) 
The status of a test can be Final or Partial. 
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To find the test status, go to the Order Search page in MayoACCESS and select the associated 
order. The Tests table for that order appears at the bottom of the page. The statuses of all tests in the 
order are listed in the Test Status column. 

 
Notes: 

• You must have the extended frameset visible to view the Tests for Selected Order table. 

• Partially Completed status in MayoACCESS is the same as Partial status in Notifications. 

Report Type (Supplemental, Referral) 
A notification is sent when test results are available for any test that generates either a Supplemental 
or a Referral report, both of which provide additional or alternative information about the test results. 
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A Referral report is a result report sent by a referral 
laboratory. Referral reports are attached to the 
MayoACCESS or MayoLINK laboratory report. The 
screenshot to the left provides an example. 

 

 

 

 

 

 

 

 

A Supplemental report provides supplementary information that may not be transmissible through an 
HL7 interface. Supplemental reports contain enhanced content such as graphs, photos, tables, 
additional interpretation, and text. 

There are two types of Supplemental reports: Supplemental (below, left) and Supplemental RE (below, 
right). A limited number of tests generate Supplemental RE reports. 
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Use the following tools to help you identify Referral and Supplemental reports: 

• From the ACCESSING SUPPLEMENTAL AND REFERRAL REPORTS webpage on 
MayoClinicLabs.com, you can click the Tests that generate PDF reports link to download an 
Excel file that lists all Mayo Clinic Laboratories tests by Mayo Test ID, published name, and 
report type. 

 

• You can also review the test page in the Mayo Clinic Laboratories Test Catalog. On the 
PERFORMANCE tab, the PDF REPORT field indicates the Report Type. 

 

Unsolicited Test 
A notification is sent when test results are available for any test that was added to the original order by 
Mayo Clinic Laboratories. For example, a reflex test or a Test Add On is considered an unsolicited test. 

https://www.mayocliniclabs.com/test-catalog/referral-tests.php
https://www.mayocliniclabs.com/test-catalog/referral-tests.php
https://www.mayocliniclabs.com/test-catalog
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To find the test status, go to the Reports page in MayoACCESS. In the column to the right of Lab, the 
code  indicates results for an unsolicited test. 

 
To find orders that contain unsolicited tests: 

1. On the Reports page, click the Search Criteria tab. 

2. From the Contains Unsolicited Test drop-down menu, select Yes. 

3. Click the Search button. 

 
The Reports tab reappears, displaying orders containing unsolicited tests. 

Generic Orderable/Formatted Test 
Generic Orderable (GO) or Formatted Text (FT) orders are available to interfaced clients only. Some 
organizations use these options to send miscellaneous interfaced orders. This functionality is not 
visible within the ordering application. 

Note: When you select Unsolicited Test or Generic Orderable/Formatted Test as a Condition, the 
Condition to Match and Values fields are not needed and not displayed. You can still add other 
Conditions to the rule. 
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Results 
Mayo Result ID 
Result Id on the FEES & CODES page for the test in the Test Catalog, under LOINC® 
INFORMATION: 
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Result Name 
Test Result Name on the FEES & CODES page for the test in the Test Catalog, under LOINC® 
INFORMATION: 
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Value 
REFERENCE VALUES of the test, as shown on the CLINICAL & INTERPRETIVE page for the test in 
the Test Catalog: 

 

Flag 
The Flag value in the Data Field drop-down menu is used to indicate results that are outside of the 
normal reference range. The six options are Low, Critical Low, Abnormal, High, Critical High, or 
Critical. 
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Note: Values for Flag can differ in precise definition between systems. To configure a Notification Rule 
that sends an email when results are outside the normal reference range, contact your Service 
Representative for assistance. 

Results Comments 
Any remarks that appear in the results report. You can use this option to send an email notification 
when the report contains a key phrase, such as in the screenshot below: 
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Appendix B: Notification Rule Examples 

This appendix offers examples of Notification Rules created in various situations. 

Notes: 

• Values text is not case sensitive. 

• As stated in Creating a Notification Rule, if you select Order is transmitted from the When 
drop-down menu under Get Notified, your Data Field choices are limited to any of the five 
options under Order, or Mayo Test ID under Test. 

Canceled tests 
These examples require you to select the Results are available 
option from the When drop-down menu. 

Any canceled test 
When a test is canceled after the order has been batched, the 
test’s status becomes Final, and the word “cancel” appears in the 
comments on the results report. 

To create a Notification Rule that sends an email when any test is 
canceled, set the following Conditions: 

• Condition 1: 

o Data Field: Value 

o Condition to Match: Matches exactly 

o Values: [Test ID; in the screenshot at right, TNP] 

• Condition 2: 

o Data Field: Value 

o Condition to Match: Includes text 

o Values: cancel 
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Specific canceled test 
To create a Notification Rule that sends an email when a specific 
test is canceled, set the following Conditions: 

• Condition 1: 

o Data Field: Results Comments 

o Condition to Match: Includes text 

o Values: cancel 

• Condition 2: 

o Data Field: Value 

o Condition to Match: Matches exactly 

o Values: [Test ID; in the screenshot at right, TNP] 

• Condition 3: 

o Data Field: Mayo Test ID 

o Condition to Match: Matches exactly 

o Values: [Test ID; in the screenshot at right, ACE] 

The specific Mayo Test ID is added to the rule so that an email is 
sent if the ACE test is canceled. 

Note: If a rule has multiple Conditions, all of them must be met for 
the email to be sent. 
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Revised test result 
To create a Notification Rule that sends an email when 
the result of any test ordered under your account is 
revised, select the Results are available option from 
the When drop-down menu and set the following 
Condition: 

• Data Field: Results Comments 

• Condition to Match: Includes text 

• Values: Previously reported as 

Tests ordered by a specific physician 
To create a Notification Rule that sends an email when 
results are available or orders are transmitted for tests 
ordered by a specific physician, select the 
corresponding option from the When drop-down menu 
and set the following Condition: 

• Data Field: Physician Name 

• Condition to Match: Includes text 

• Values: [any part of the physician’s name] 

You can use either of the following options: 

• Matches Exactly to match the physician’s name exactly as it is listed on the order and the 
report 

• Includes text to match on part of the physician’s name 

Results for a specific test 
To create a Notification Rule that sends an email when 
results are available for a specific test, select the 
Results are available option from the When drop-
down menu and set the following Condition: 

• Data Field: Mayo Test ID 

• Condition to Match: Matches exactly 

• Values: [Test ID; in the screenshot at right, 
CELI] 
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All results 
To create a Notification Rule that sends an email when 
results are available for any order under your account, 
select the Results are available option from the When 
drop-down menu and set the following Condition: 

• Data Field: All Orders 
 

When you select All Orders as a Condition, the Condition to Match and Values fields are not 
needed and not displayed. You can still add other Conditions to the rule. 

All orders 
To create a Notification Rule that sends an email when 
any order under your account is transmitted, select the 
Order is transmitted option from the When drop-down 
menu and set the following Condition: 

• Data Field: All Orders 
 

As stated above, when you select All Orders as a Condition, the Condition to Match and Values 
fields are not needed and not displayed. You can still add other Conditions to the rule. 

Partial results 
To create a Notification Rule that sends an email when 
a test is partially resulted, select the Results are 
available option from the When drop-down menu and 
set the following Condition: 

• Data Field: Test Status (Partial, Final) 

• Condition to Match: Matches exactly 

• Values: Partial 
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Certain value of a test component 
You may want email notifications to be triggered when a 
component of a test is reported to greater or less than a certain 
value. 

Suppose you want recipients to receive emails when the value for 
the CATU (Dopamine on the Catecholamine Fractionation, Free, 
24 Hour, Urine test) falls below 65 mcg. Select the Results are 
available option from the When drop-down menu and set the 
following Conditions: 

• Condition 1: 

o Data Field: Mayo Test ID 

o Condition to Match: Matches exactly 

o Values: [Test ID; in the screenshot at right, CATU] 

• Condition 2: 

o Data Field: Mayo Result ID 

o Condition to Match: Matches exactly 

o Values: [Result ID; in the screenshot at right, 
2108] 

• Condition 3: 

o Data Field: Value 

o Condition to Match: Less than 

o Values: [threshold value; in the screenshot at right, 
65] 

Note: If a rule has multiple Conditions, all of them must be met for 
the email to be sent. 
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Referral report 
To create a Notification Rule that sends an email when 
results are available for a test that generates a Referral 
report, select the Results are available option from 
the When drop-down menu and set the following 
Condition: 

• Data Field: Report Type (Supplemental, 
Referral) 

• Condition to Match: Matches exactly 

• Values: Referral 

You can still add other Conditions to the rule. 

Supplemental report 
To create a Notification Rule that sends an email when 
results are available for a test that generates a 
Supplemental report, select the Results are available 
option from the When drop-down menu and set the 
following Condition: 

• Data Field: Report Type (Supplemental, 
Referral) 

• Condition to Match: Matches exactly 

• Values: Supplemental 

You can still add other Conditions to the rule. 

Supplemental RE report 
To create a Notification Rule that sends an email when results are available for a test that generates a 
Supplemental RE report, select the Results are available option from the When drop-down menu 
and set the following Condition: 

• Data Field: Mayo Test ID 

• Condition to Match: Matches exactly 
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• Values: [Test ID; in the screenshot at right, PSYQP] 

 
You can still add other Conditions to the rule. 

Generic Orderable/Formatted Test 
To create a Notification Rule that sends an email when results are available for a GO/FT test, select 
the Results are available option from the When drop-down menu and set the following Condition: 

• Data Field: Generic Orderable/Formatted Text 

 
When you select Generic Orderable/Formatted Text as a Condition, the Condition to Match and 
Values fields are not needed and not displayed. You can still add other Conditions to the rule. 

Submit your feedback 

Hearing from you helps us serve you better. If you would like, please tell us what you think of 
Notifications. 

1. At bottom right of the NOTIFICATION RULES landing page, click the 
SUBMIT YOUR FEEDBACK link (right). 
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A survey at surveys.mayoclinic.org appears in a new tab. 

 
2. In the text field at top, enter your client account number. 

 
3. Answer all four questions on the page (three radio button questions, one free-text question). 

https://surveys.mayoclinic.org/jfe/form/SV_6LpIaaxxdyinxUW
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Note: If you hover over the  icon at the bottom right corner of the text field, your cursor 
changes to a double arrow. You can then expand the text field if needed by dragging that 
corner outward. 

 

When done, at bottom right of the survey page, click the blue arrow button (right). 

A page thanking you for taking the survey appears (right). 
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