HOW TO ADD PARTICIPANTS

After logging in your screen should look like the image below:
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01/19/2022 - System Updates

The deployment of our system updates will occur an Wednesday, 01/19/2022 at 6:00 pm MOT. The system will be
unavallable for approximately 2 hours while the updates are deployed.

_ MRO Certification Documents

Click here to download our current MRO c

12/16/21 - LabCorp Turnaround Time Update

Testng: Al sborstory locations are operating 3¢ sandard testing Smes excent for RITP dus to stafing issues n that competitie marke. They are
maning other specimens to other labs as needed but the curret turnaround is 3 - 12 dars for resuits out of that lacation

OCF Ordess: Normal tumaround time.
Urine Collection Kts: Turnaround time is appeaximatey 4 weeks.

Oral Flid Collection Kits: Normal tumaround tie.

12/01/21 - IMPORTANT NOTICE
2017 Federal Custody and Control Form (CCF) Expiration Date Extended

On November 23, the Office of and Budget (i ded the exp the 2017 paper OCF to August 31,
2023. The Substance Abuse and Mental Health Services Administration (SAMHSA) requested approval from OMB for the continued
use of the 2017 Federal CCF to help alleviate the burden the industry has been experiencing due to supply shortages and supply
chain disruptions.

The previous expiration date for the 2017 CCF was August 29, 2021 and use of the 2017 CCF required the Iaboratories to obtain a
memorandum for the record (MFR) from the collector before reporting a drug test result, causing laboratory testing delays. On
Movember 29th, the National Laboratory Certification Program {NLCP) announced the OMB extension and has directed the
labaratories 1o release results on specimens received after November 23, 2021 that were being held awaiting an MFR. Please note:
Specimens recerved at the lab pricr to November 23rd will stll require an MFR.

Under the navigation tab you will select “Participants”
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Your screen should now look similar to the one below:
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At this point you’ll have this pop-up window appear. Check to make sure the information here is correct
before moving on. Remember BOLD selections must be filled out.

Edit Participant

Use this form to Edit a Customer Participant. All required fields are in bold.

Participant Information

First Name: Middle Name: Last Name:

JANE D0E

SSN or Primary ID: Altemate ID: Alternate ID 2

C123

Primary ID Type: Alternate ID 1 Type: Alternate D 2 Type:
Unknown ~ | |unknown | [unknown =
DoB:

01/19/2022
Customer:

DEMO BADLANDS =
Location:

DEMO BADLANDS =

Address:
City: State: Zip:
Phone: Fax: Phane 2

701-842-2326

Emal




Once you've confirmed all the information is correct scroll down to find the “Participant Details” section

N i

ay: State Z: n / Check to make sure right above this

Phane: Fax phone 2 section where it says “Status” in bold
o the employee is marked “Active”

Email:

Status: Status Reason:

Active 2 7
Participant Details

Participant Type) Participant Position

. v

Supervisor: Division:

Custom Info
Custom Info 1:

Custom Info 2:

Custom Info 3.

Attributes

From this screen select the drop down menu under “Participant Type” and select “Random Participant
DOT/Non-DOT”. Then select the “Participant Position” drop down menu and select the best choice.
(note: for DOT select either “Driver” for FMCSA or “PHMSA” for PHMSA employees)

Participant Type: Participant Position
- -
ACCOUNTANT
Administrator ACCOUNTING H
Company Principal ACCOUNTING H
Driver ACCOUNTS PAYABLE ASSOCIATE
H 1+ ACCOUNTS PAYABLE SUPERVISOR
Electrician To search for specific positions start ACCoNTe RCEmARLE Ass0TE
Janitor . . ACTING CONTROLLER.
typl ng In the boX rather than ACTING CUSTOMER SERVICE SUPERV.
Manag ement ACTING ENGINEERING MANAGER
Nurse selecting the drop down menu. SCTING FISCAL HAAGER
N ACTING REGULATORY COMPLIANCE 5.
MNurse Practitioner
ACTING WATER QUALITY SPECIALIST
Paremed Examiner admin
Physician Administration Assistant IV

ADMINISTRATIVE ASSISTANT
| Administrative Assistant
Administrative Assistant 1
Administrative Assistant 11
ADMINISTRATIVE CLERK
Adminisirative Technician

Don’t forget to click submit on the pop-up window to save the changes you’ve made.



