
 

HOW TO GUIDE #3: 
 
Submitting Samples in Your HORIZON® Account 

 
SUMMARY: Once you have collected your fluid sample, the next step is submitting the sample 
information. The best method is through HORIZON, reducing the chance of errors when filling out 
the sample form. In addition, samples registered online are processed more quickly because the 
sample information does not have to be transferred from the paper form. 

1. Go to www.eoilreports.com and log in to your HORIZON account. 
2. Select “Sample Submission” at the top of the dashboard/homepage. 

 

3. Select your account by clicking the box to the left of the applicable account; then click the 
green arrow.  

 

This will bring you to your equipment list.  

4. Select the component from which you are submitting a sample by checking the box next to 
it; then click the green arrow.  
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5. From here, you can enter your sample information into the sample submission form. The 
required fields include the following: 
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5.1 Tracking Number: 11-digit sample number found on the sample form. 

 

 

5.2 Sample Date:  Date when the sample was taken. 
5.3 Fluid Time: Amount of usage on the sample (miles, hours, etc.). 
5.4 Component Time: Total amount of usage on the equipment (miles, hours, etc.). 
5.5 Fluid Changed: Select whether the fluid was changed or not at the time of sampling. 
5.6 Filter Changed: Select whether the filter was changed or not at the time of sampling.  
5.7 Amount Fluid Added: Enter the amount of fluid added, if any, since the last fluid 

change.  
5.8 Kit: This will automatically populate based on the tracking number you entered.  
5.9 The “Rush” checkbox is not applicable to our program. If you require rush testing, you 

must call it in. 
5.10 Purchase Order: Not applicable. 
5.11 Misc: Used for any additional information you want to include for this sample. 
5.12 Additional Testing: Not applicable. Add-on testing requests must be called in.  
5.13 Notes to Analyst: Provide any additional information that might provide insight or help 

with the analyst’s review of the results.  
6. Click the green arrow to submit your sample information to the lab. The “Submission 

Successful” page lets you know the submission was successful. 
7. Your sample can now be sent to the lab. No paperwork is required when the information is 

submitted online. Just be sure to attach the “Apply to Sample” QR sticker to the sample 
bottle and fill in the Equipment ID number.  


