HOW TO VIEW RESULTS

After logging into your account you will see the screen below:

< System Update - Deployment

Wielcome to € Adminsstration
Select from the msvigation on the lekt o begin

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 certificates

12/16/21 - LabCorp Turnaround Time Update

Kionsars pirating 2t sandard testing Cmes excet for TP 1uelu  safing s i that competi marke. They ara
e but results out of that

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

On November 73, the Office of and Budge ( D the 2017 paper CCF to August 31,
2023. The Substance Abuse and Mental Health Services Administration (smnsa requested approval fram 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 Isboratories to obtain 2
memorandum for the record (MFR) from the collector before reporting a drug test result, causing laboratory testing delays. On
MNovember 29th, the National Labaratory Certification Program (NLCP) announced the OMB extension and has directed the
1abOtOES 10 release results on SpeCimens received aftér November 23, 2021 that were being held awaiting an MFR, Please note:
Specimens received at the lab pricr to November 23rd will sl require an MFR.
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All Recent Cases applies to any tests taken whether results are ready or not.
Pending Results will only show tests which are pending and haven'’t received results yet.
Completed Results will only show results that have results.

We recommend using “All Recent Cases” as it will show the status of tests and will show all tests.
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All Recent Cases Tab (pg.3)
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All Recent Cases Tab

Lok Tesi Compbie 3

Along the top you’ll notice the menu options for this page

©@4dd 3 Edt ] Notes P schedule "SEDonor Pess [ Send Donor Pess [g]Send Schedule Link 8> Result M Documents T Upload Document {=/sendv ElExports @ Delete L search @ Clear

By selecting the “Notes” tab you will be able to make notes on employees drug tests please remember
once a note is made it cannot be deleted.

@ add Fed Schedule "SDonor Pass. (5] Send Donor Pass [glSend Schedule Link “8>Result ¥)Documents | Upload Document {=/sendv B Exportv @ Delete | Search (@ Clear

By selecting the “Result” tab you will be able to view the result of the test selected. (you must select a
line before clicking result for a specific test). This will bring up a pop-up box which will allow you to save
or print the test you selected.

(@Add [3Ed | Notes 5 Schedule EDonor Pass [ Send Doner Pass [g]Send Schedule. m,‘ Documents | Upload Document |=/Send~ B Export~ @ Delete , Search (@ Clear

By selecting the “Documents” tab you will be able to see the documents attached to the test such as a
custody and control form (testing form). This will also have a pop-up box for printing and saving.

@Add Edt | Notes F Schedule “SE)Donor Pass [ Send Donor Pass [iglsend Schedule Link 8> Rest @ Upload Document 1= send~ ERExports @ Delete \ Search (@ Clear
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Pending Tab

This menu only has two options, one of which can actually be used.

& Export Current Search | Upload Document \ Search @ Clear

By selecting the “Export Current Search” tab it will download an excel spreadsheet of all employees in
pending who fall under the search criteria entered via the search button on the right of the screen.

Pending Dol
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Completed Results Page

Below is the menu for this tab:

[3Edit | Notes ®Result % Documents 1=/Send~ EH]Export~ |, Results Summary 4 DOT MIS Report 4 Search (@ Clear

By selecting the “Notes” tab you will be able to make notes on employees drug tests please remember
once a note is made it cannot be deleted.

CaEdi @ Result ") Documents 1%|Send+ EB|Export+ |, Results Summary 4 DOT MIS Report  Search (@ Clear

By selecting the “Result” tab you will be able to view the result of the test selected. (you must select a
line before clicking result for a specific test). This will bring up a pop-up box which will allow you to save
or print the test you selected.

, Search (@ Clear

[EdR ] Note: % Documents 1| send+ EfExport~ | Results Summary 4, DOT MIS Report

By selecting the “Documents” tab you will be able to see the documents attached to the test such as a
custody and control form (testing form). This will also have a pop-up box for printing and saving.

#Edit | Notes %) Resul @ =/Send~ B Export~ ' Results Summary - DOT MIS Report 4 Search @ Clear
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By selecting the “Results Summary” tab you will open a spreadsheet of all tests performed during the
time frame selected. Remember all bold fields must be filled in.

£3Edit 1] Notes ®>Result | Documents 1%Send+ EH]Export = @ 4 DOT MIS Report 4 Search (@ Clear

View Results Summary P | ease nOte View Results Summary

Use this form to View Results Summary. All required fields are in bold.

for the ocation ik Tems

Use this form to View Results Summary. All required fields are in bold.

Location Filter Terms

Customer: Program: ‘Customer: Program:
. g bottom two e B20LANDS +) luowsor -
® This field is required Start Date: . Start Date: End Date: DOT Agency.
] sections 01/01/2022 2 |01/19/2022 & %
< This field is required
End Date: DOT Agency: se I e Ct t h e Customer Account Number (All Location Filter Fields Must Be Selected)
] ~
B This ild s required ut o I ea I |” Toggle All Locations
gg Select Individual Location(s):
Customer Account Number (All Location Filter Fields Must Be Selected) b oxes un I ess Brian Demo for ordering, DEMO BADLANDS, DEMO NORTH, DEMO SOUTH =
(D Toggle All Locations Additional Search Fields

Select Individual Location(s): your Compa ny
. [¥] Toggle All Positions
has locations poson

Additional Search Fields , ACCOUNTANT, ACCOUNTING H, ACCOUNTING H, ACCOUNTS PAYABLE ASSOCIATE, ACCOUNTS F

you want to

[ Toggle Al Positions

Position: -

= e e— separate. e e

Once you've entered all your information select “View Report” and a pop-up window will appear with a
spreadsheet similar to the Statistical data reports we send out. These papers will only show you the
counts for what type of tests you have performed rather than all types of tests with “0” in the boxes.

By selecting the “DOT MIS Report” you will open a DOT MIS report for a time frame you select.

 search (@ Clear

L3Edit 1] Notes ®>Result ) Documents =] sends EjExport» 4, Results Summr

4 DOT MIS Report

Create DOT MIS Report

Create DOT MIS Report
Use this form to create a DOT MIS Report. The data entered will be used to create a pdf report in
the required DOT format. All required fields are in bold.

Instructions

Customer

Customer:

@ This fi
Start Date: End Date: DOT Agency:

[] [ v
@ This field is required < This field is required

Customer Account Locations

[Z] Toggle All Locations
Select Individuzl Location(s):

Additional Search Fields

Fill in your top section just like you would the “Results Summary” section and fill out as much as you can
below. Anything not filled out will be left blank on the DOT MIS report.
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