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COLLECT SAMPLES (When test parameters are set to Print Forms at Collection (PFAC))

Main Menu
Members Members can be
Select The DD2624 e Due back dates can be
" N . awaiting : cancelled from test
Collect Samples" —» Roster Selection . —» assigned before members —»
L collection are before they are
button screen is displayed ) are moved to a form ;
displayed assigned to a form

<

h

When Members
arrive for collection

Select a member
and move across
to form

b

Members can be
moved with the Red

Confirm move and
>

arrows or by drag
and drop

» member in placed
on a form

Batch number is displayed at
top of form. Form number is

listed next to member

4

}

h

Form becomes full

—»

When a form becomes full

(12 members) a popup
screen is displayed

The popup ask: The DD2624
—»form is full...Would you like to —»
print it before you continue?

Choices
are

Yes or No

Members who
have had there
forms printed and
moved to the
Samples Collected
screen

!

Yes

Forms are printed and
a new form is created
for continued
collections

No

Current form is saved
in memory and a new
form is created for
continued collections

l

Note: when forms are
printed all forms which

y

Results can now
be posted

may be in memory will
be printed




COLLECT SAMPLES (When test parameters are set to Print Forms at Selection (PFAS))

Main Menu
Select Samples Due Members awaiting Select a member or group Or choose an
" Samples Due" screenis —» collectionare —»{ of members right click and —»| option from the
button displayed displayed choose from the options toolbar

<

'

h

Edit Comments

Add comment or chose a

comment from the
Standard Comments

<

}

h

Display Member
History

A preview screen
displays history which
can then be printed

<

}

h

Close the Use the The Print
If a member does not
. . A member who Samples members Products
Print Testing have a batch number .
) . . has not been Due screen Collected Date screen is
Products for listed beside their name ; . .
o » assigned to a access the —»  and Test displayed print
Selected indicates that the : ) .
form can not be Reprint Test Premise and the available
Members member has not been )
- collected Products select their forms for the
assigned to a form
screen group member
Results will
A member must be As member are
. be posted
assigned to a form to be marked collected
Mark as from the
collected therefor a batch —» they are moved
Collected ) Samples
number would be beside to the Samples
. Collected
their name Collected screen
screen
A comment
. o A member with a screen is
A member will remain in due back date displayed to
Add/Change Due the Samples Collected ) play
> . —» will not show up enter
Back Dates screen until the due back .
date is removed on the Print comment
Product screen (Not
required)

<

}

h

Cancel Test for
Selected
Member

This will move the
member from the
Samples Due screen to
the All History screen
with a Canceled status




Import Export Roster

Main Menu
The .
Select the Modify Roster Pools are listed on the
. left. Select a pool to
Personnel Roster screen is L
. view it's members
displayed

}

[

Select a pool Select Import The Import Select the file tvpe for the file

to importthe —» Roster from —» Wizard screen —, ou will);r‘; ort —» Select "Next"
new roster into the toolbar is displayed y P

The_Eprorer _Select the The Import Options

Windows directory and S
- —»screen is displayed

search screen file and select . .

A N " with three options

is displayed Open

!

Choose to Ignore Select one Choose to replace Choose to add to
or import the of the the selected pools the selected pools
organizations for —» following —» roster withthe —» roster with the
the roster to be two roster you are roster you are
imported options importing importing
. For each column select the column Drag any organization
Nextis the title. In the drop down values select columns if necessary so
Map Import  —» ' —» Click "Finish"

Fields screen

the title that is associated with the
data in that column

that organization hierarchy
is in the correct order

The Modify Roster screen re-
appears and the imported
members will show up in the
selected pool

!

Members can be moved
between pools by dragging and
dropping




Perform a Random Test

Main Menu
Select The_ Test!ng Select a pool Select The Test Select Finish
Conduct Testing | | Wizardis == & 1 tested | 7| Premise ™ to begin test
g displayed Random Testing (IR) 9

<

I

)

The system will determine
if today is a testing day

—No—b|

Yes

user that today is not a
testing day

The system will prompt the

A test cannot
be run for this
pool today

Try again

—>
tomorrow

v
The system will prompt the
user that today is a testing
day

A test will be run for
the selected pool

The Print Test
Products screen is
displayed

—>

Members randomly chosen from the selected
pool(s) are displayed on the Print Products
screen

Print available forms
labels registers and
letters

—>

Note: Forms available on the Print Products
screen will depend on whether your site prints
forms at Selection or at Collection

Main Menu

!

If your site prints forms at Selection all forms
will be available at this time

If your site prints forms at Collection print
registers and letters now. DD2624 forms and
labels are printed when collections occur

!

When Print Products are printed choose the
Exit button from the toolbar.
The user is returned to the main menu.

Collecting Samples

—>

See Collect Samples PFAS
if your site
Prints Forms at Selection

See Collect Samples PFAC
if your site
Prints Forms at Collection

Perform Collections

I

Your site will use the
Samples Due screen
for collections

!

I

Your site will use the
Collect Samples screen
for collections

v




Main Menu

!

Perform Other Testing

<

. . . At the Test Premise box
Select Conduct Testing Wizard is . N N
) ) —» Select pool —» selecttest premise for [—» Select "Next
Testing displayed
current test
Move members by
Membgr sglectlon selecting member and Select "Finish”
screen is displayed drag and drop or select
Red arrows

Print Test Forms available to print Either all forms are printed now or just Print available Select the
Products depends on the letters and registers are printed now forms, labels, Close button
screen is Method of Collection and DD2624s and labels are printed letters and on toolbar to
displayed set by your site when collections occur registers close screen
Collections | Methoq of
Collections
Select the The DD2624 Select Print DD2624 forms and
Print Forms at Collect Roster members and labels members are moved
. —»  Samples |—» Selection —»
Collection ) move them to to the Samples Collected
button on the screen is
- - the form screen
main menu displayed
v
Select members and Members are
: Select the . ;
Print Forms at Samples Due right click or choose moved to the
Selection P from the toolbar "Mark Samples Collected
screen "
as Collected screen
Post

Results




Perform a Unit Sweep

Main Menu
. . At the Test Premise
Select C.onduct T?S“'.‘g Wizard —>» Select pool —» box select Unit Sweep —» Select "Next"
Testing is displayed
for current test
The Print Since Unit Sweep was
Products selected all members for
. >
screen is the chosen pool are
displayed selected
Print Test Forms available to Either all forms are printed now or Print available Select the
Products print depends on the just letters and registers are printed forms, labels, Close button
screen is Method of Collection now and DD2624s and labels are letters and on toolbar to
displayed set by your site printed when collections occur registers close screen
Collections —», Methoq of
Collections
Print Select the Collect The DD2624 Select Print DD2624 forms and
Roster Selection members and labels members are
Forms at —» samples button on — )
. . screen is move them to moved to the Samples
Collection the main menu )
displayed the form Collected screen
. Select members and Members are
Print Select the ) )
right click or choose moved to the
Forms at —»{ Samples Due —» N
: from the toolbar "Mark Samples Collected
Selection screen "
as Collected screen
Post

Results




Main Menu
Only eligible
Select members with a

Samples Collected

Collected status
are displayed

!

Posting Results

Select a member
and right click or

choose an option
from the toolbar

Group Selection —»

Select Group Selection from the

toolbar then select the

Test Date and Test Premise

!

Sample Tested
Positive

Positive results
must be
individually
assigned

Positive results cannot
be assigned when
performing group

selections

After a result has been
assigned that member is
moved to the
Positive Results screen.

!

Un-Do a Positive

Select Positive Result
screen select member,

Member is moved back to

Result right click, select Samples Collected screen
remove positive result
Make a Legal Access the Positive Select member and from
" > the toolbar select
Positive Results screen.
Mark Result as Legal
Add or Remove Access the Positive AFégrErLOOItzasr;gﬁza
drug from a —» Results screenand | 9

Positive result

select member

member
Remove selected drug

Sample Tested
Negative

If assigned a negative
result the member is
moved to the
All History screen

Use group selection if
all members of a test
have tested negative

|

Move sample back
to Samples Due
screen

Moves status back
to Pending and
allows member to be

retested
Assigning a If retets is selected If retest not selected
View / Add discrepancy makes member moves back to member moves to All

Discrepancy

member eligible for
retest

Samples Due screen
with a Retest status

History screen with a
Canceled status




Pool Maintenance

Main Menu
Select Pool Add New Data System assigns a Double click on the _ Ent(_er the Pool
. — default name of —» new database and — information for the new
Maintenance Base " "
New Database rename database
System assigns a .
Add New Pool —»f default name of > Double click on the
. N new pool and rename
New Pool
A new pool will inherit the pool information from the
database the pool resides under. However the pool
information can be changed if desired
y
Delete Pool Remember when a pool or database is deleted all

sub-pools and members are deleted also

!

Add Members

—»

This displays the modify roster screen where all
pool members are displayed. Members may be
moved between pools.

!

Print Roster

—»

Prints the entire pool structure, including number of
members per pool. A preview screen is displayed
before printing.




Main Menu

!

Setting System Parameters

Select System

Days to Keep

Let system

Utilities then Audit Log Tab before records —» Manually —» automatically
System purge records
are purged purge records
Parameters
Testing Da Manually Let DTP
Testing Tab gbay | choose your —» choose your
Selection

testing days

testing days

;

Randomization Select by Select by
| >
Method percentage number
Collection Generate Generate
—» Formsat —» Forms at
Method - .
Selections Collection

Customize your

Enter the laboratory

Service Tab roarams araphic | address to be displayed on
programs grap the DD2624
Groun b Allow test date Pfrc()er\;esw Sort testing Group letters
Reports Tab POy L tobe setto by Database
Gender before Last Name
or Sub-pool

future date

printing




Early Returns

Main Menu
Access the Note: When the due-back date was set the
Samples Due —» member was moved to Samples Due where
screen that member will reside untill forms are printed
Select the . .
member who Right click and select

returned early

Print Testing Products for Selected members

!

The DD2624 Form Management screen is
displayed. The member selected is shown on a
form.

e

Print the required
forms and labels and
exit the form
Management screen

The member is moved
to the Samples Due
screen with a status of
Pending

I

Access the Samples Due screen, select the
member and right click.
Select "Mark as Collected"

I

The member is now moved to the Samples
Collected screen with a status of Collected
and awaiting the posting of results




System Backup and Restore

Main Menu
System Select Backup
Utilities or Restore
Seloct Select a Select the Backup The Backup sclrgfgti\év;]l! display the file
Backup Directory to = command from the C:\Program Files\DOD Drug Testing
back up to toolbar
Program\Data
The file name given to the backup file is
the current month, day, year:
MMDDYYYY
and Time
A
The screen'wnl . Select the The file is restored to the
Select display all files Select the file Restore -
1 —» DTP program overwriting
Restore that have been to be restored command from :
current data files
backed up the toolbar

!

After a file has been
selected and restored a
copy will remain in the
directory in which it was

originallly saved

!

When current data files
are overwritten, a copy of
the current files are
stored in the Temp
directory. However these
files are deleted when
the program is closed




