s

mroresultsonline.com

https://mroresultsonline.com

Random Program Management User Guide



MRO Results Online Random Program Guide

Table of Contents

2V o T g T L1y o 2SS Error! Bookmark not defined.
Introduction to MRO RESUILS ONIINE ....ouviimiiiiieieeeee ettt sttt e 4
GEttiNG 10 the WEDSITE ....eeieiceee e et e e et e e e e sbe e e e s eate e e e e s bte e e eenbteeeesareeeeennrenas 4
WED AQAIESS ...ttt ettt sttt e b e s b e s at e st e s bt e bt e bt e s be e s he e s et e et e e bt e nh e e natesane e b e e beenes 4
(oY =f={1 o =41 | WO P TP PP PUU PO PPPPPPPPTTIN 5
NaAVIZAtiNg the SOFLWAIE ... e et e e st ta e e e s sabreeessaabeeeesnseaeeensnreeennn 5
SEAMT IMIEBNU SECLIONS ...ttt ettt e ettt e e st e e s bt e e e s eab e e e e s be e e s eabeeeeeaaneeeessaneeeeennnanesennrenas 6
CUSTOMIEE POOIS ...ttt ettt ettt sttt e bt e s bt e s ae e sab e et e e bt e b e e s beesaeesaeeeateebeesbeesaeesaneeabeebeennes 6
e o [ o oo ] F O T OO ST P TP P PRSP 7
GENEral POOI INFOIMATION ..ottt ettt st e e bt e s bt e et e s beeeaseesabeesabeesabeeenneesas 7
RUIES ettt a e s bt s bt e b et e ae e e bt e e bt e bt e bt e a bt e R bt s e e e e he e eh e e bt e bt e Rt e eh et eh e e b e e b e e b e et e sabesaeesheenreereenee 7
Bt POON ...ttt ettt et e b e bt e s ae e e a bt et e e b e e bt e be e ehe e eaee et e e beenbeesheesaneeas 9
[oTo] I 2 o« IR PP PSSP PP OROUPPUPPROUPINt 10

POOI HOld — AdditioNal FEAtUIES .......coiuiiiieiieieeere ettt st st sttt ettt ae e sbe e b e b e e s nesaees 13
AULO COMPENSALE/ IMIIA CYCIR. .ueiiiieeiie ettt ettt e et e et e e bee e staeeebeeesteeebeseesaeensseenseeebaeeseeenses 13
SEAICN FRATUIES. ...ttt h et ettt e bt e s bt e she e s atesabe et e e bt e bt e ebeesaeesabeebeenbeesaeesananas 14
YT [ o I LI - T A o] o Lo S 14
SEANCN et s e e s e e bt b e e e bt s b et e bt e s reeereesanes 14

O T o] o= Yo I ol otV ] RSP 14
Upload ENtities - XIS OF .XISX Tl ...eeeiieiiie et e e e et e et e e e e b e e e e e nbaee e enreeas 17
Manually Adding a Single POOI PartiCiPant ..........c.ueeiecuiiiieciiie ettt e et e et e e earee e e e enba e e e eeareeas 21
oo [ Y P-4 =T I Yo A =PSRRI 22
ViIiEW SEIECLION PEIIOUS. ...c.ueieieieieetiertee ettt sttt et e sre e st s bt e r e r e smeesmeeeaneennees 25
REASON NOT TESTEA ...ttt ettt a e s e sa bt e sa bt e s ab e e sa bt e eab e e sabeeenbeesmbeesabeesabeesaneesan 25
oy AVA L= YA e Yo W 2= g o Yo BT =] (=Tt [o ] o LSRR PPRR 25
Run Established Period ManUaIlY ..........cooi ittt e e e e e e e r e e e e e e s e nnraneeeeas 27
& TaTe ToT s g WD I da | oTUNdTo T o Y=Y A U o PSP 27

Distribution of Selection Lists by Period .........coouuiiiiiiiiieccceee ettt e e rvre e e e e s e 30



SR 20T o Yo o - Y=Y 1Yot o] o SRS 31

Re-Report Selection List DY CONTACE ......ciuiiiiiiiieee ettt sttt e st e st e sab e st esbeesaneesas 31
Delete and Restore RANAOM PEIIOM ......c.uiiiiiiiiiie ettt ettt e st et e e sabeesabeesabeesanee e 33
Delete RANAOM PEIIOM ... .ciiuiiiieiieiieteeitere sttt ettt et s e sbe e s bt e s bt e bt et e et e eseeeme e s b e e b e e b e enresnnesnnes 33
Run Selection for @ ManuUal POOL...........ooi it s 34
(0= oo ] o £ PPPPPTPPPPPPPRE 34
L. VIEW AUGIT LOB . ..eeenvtieiieeiteeeite ettt ettt ettt ettt e sht e e at e e s ab e e e at e e s ab e e e ab e e sab e e eaeeesabeeeabeesabeeenbeesabeesneeesabeeenbeesabeenaneesas 34

2. VIeW AUAIT LOZ — EMIPIOYEE ...ccciviieceitie ettt e et e e st e e e st e e e e at e e e seaaaaeesasaee e e staeessssseeesnssaeeannsseesansees 35
Assigned Entities Report SCEAUITNG .......uiiuiiiiiee et st be e e snee e 36

3. CoMPlIANCE REPOI SUMIMAIY .ciuiiiiieiiiteiiiieeesiteeeeite e e settee e ettt e ssbteeesbaeeessstaeeesssteessabeeesanssaeesansseessnssaeesssseeesnnsees 37

ViR Yo (VT aTotcYo @] g o Vo [T T o Yol T 21T o o) o (PR UUSPRNt 38
Advanced Compliance RePOrt SChEAUIING ......cuuiiiiiiiii e s e 39

5. Certificate Of ENFOIIMENT ......oiiiiiie e ettt e e et e e e et e e e st aee e e abeeessnsaeeessteeeennseeesnnsees 40

(RN a d=Y o] il =T ol o T o] o JE USSP 40
Alternate ID’s for RaNdom MatChiNg .....ccccuvviiiciiiie et e et e e e sar e e e e be e e e e nnaaeeean 41
Random Test Forced Match — Out Of PEriod ........coouiiiiiiiiiieiieeceee ettt 41
EXCUSE RANAOM SEIBCHION. .. .ttt ettt ettt et ebe b e et b e st et bes b st ne et 42
IMIIS REPIOIT <.ttt e e s e e e e e s s e e et e e e e e s s anbbe et e e e e s e sannraneeeeas 42
AdITIONAl FEATUIES ..ottt sttt ettt e bt e s b saresab e e bt e reesmeesmeeeaneenneen 45
Add Additional Alternates to Current Period — POST RUN........ooriiiiiiiiiiiieee ettt 45

Run Selections for Multiple PooIls SIMUItANEOUSIY ...ccc.eiiiiiiiiiiiiiienieeteeetee ettt st s 46

RANPIM ASSISTANCE cevvtuiiiiiiiieieitiee ettt e e ettt e e e e e e s e e eba e e eeesesesabaa e seeesesssabaaseeeserasssanaseesssssssrnnnaneanes 47



Introduction to MRO Results Online

MRO Results Online ’s main software for Random Program Management Review consists of a website
that incorporates all the different aspects of receiving, processing and reporting of drug and alcohol test
results, along with random pool selections and maintenance.

Getting to the Website

Browsers

The website requires an up-to-date web browser, ideally Mozilla Firefox (getfirefox.com) or Google
Chrome (chrome.google.com). Internet Explorer versions 8 or 9 are usable, but are not recommended.

Web Address

Users can get to the website by typing: https://mroresultsonline.com into the address bar of their

browser.

mroresultsonline.com

This is a password protected website.

If you are a current NDS user, please sign in.

| Enter Username |

| Enter Password |

Forgot Password? | Login |

This site is a secure, easy-to-use, customizable web application
that is compatible with the following browsers:

Mozilla Firefox Google Chrome Microsoft IES+

If you are unable to login, you may call 866-843-4545 for assistance
or contact Customer Service at mro@mroresultsonline.com

Copyright @ 2016. All rights reserved.



file:///C:/Users/Ron/Desktop/getfirefox.com
file:///C:/Users/Ron/Desktop/chrome.google.com
https://mroresultsonline.com/

Logging In

All users will require a username and password to access the website. These should be provided to you,
but if you require this information, or need your password to be reset, please contact
orders@nationandrugscreening.com

Passwords are case-sensitive and require at least 1 uppercase character, a number, and a symbol (i.e.
H@& etc.).

On the Login Page, fill in the “Username” and “Password” fields. The “Company” field can be left blank.
Then click the “Login” button. The first time a user logs in, the process may take a couple of minutes
while the system creates the files it needs. Subsequent logins should just take a few seconds.

Navigating the Software
Once the user has logged in, they will be presented with the “web desktop” environment. This mimics
the layout of a computer desktop, but within the web browser:

& Customer Administration @ )| ([ X

® Navigation <«

. [
] gnccuunt@mlnlslratlon N to C Administration
] Occupational Health Screening Select from the navigation on the left to begin.
@ [ Participants

@ (] Help and Tutorials

01/22/16 - Specimen Delays Due to Inclement Weather

Due to severe weather affecting many areas of the country, there may be delays with shipments of samples to the |
today. Testing laboratories in the affected areas have announced that their weekend production schedules will be i
that results may be delayed by a day. Additionally, the weather may impact collection site hours and closures, We s
you advise a call-ahead prior to arrival at the site to confirm hours.

Once the desktop has finished loading, the user will click the {(DS""] button, in the bottom left corner,
to begin. This will open the Start Menu which has several different programs, or sections, to choose
from. Users can also click “ = Logout” to exit the website and go back to the login screen or they can

click “B2 password” to change their password.

u Customer Administration @ Ppassword
n Randoms Management ’ Logout

u Reparts




Start Menu Sections
There should be three sections listed in the Start Menu. They are:

Customer Administration — This is where clients will get their results.

Randoms Management- This is where the Randoms Team will manage their programs. When opening
this section, the user will be presented with a list of state laws (Non-DOT ), alerts and special

requirements.

From the (st button, click on the “Randoms Management” section. The following screen will

appear:

& Randoms Management

@ nNavigation “ System Notice

gi Active Pools ' "
= . W toR Manag t
u Inactive Pools Select from the navigation on the left to begin.

£ Participants
&gRendoms Participarts 01/22/16 - Specimen Delays Due to Inclement Weather

5% Unmatched Results

Due to severe weather affecting many areas of the country, there may be delays with shipments of samples to the |
today. Testing laboratories in the affected areas have announced that their weekend production schedules will be i
that results may be delayed by a day. Additionally, the weather may impact collection site hours and closures. We s
you advise a call-ahead prior to arrival at the site to confirm hours.

Customer Pools
Customer Pools is the location within the Randoms Management section where random pools are
created, maintained, and processed. Click on the “Customer Pools” icon to begin. The following screen

will appear:



Add Pool

) | & Add Pool
To create a testing pool, select

1=/ customer Pools @-AddPool (3 Ed}Pool 4 Search All Participants B] Export All ] Export Current Search 4 Search ~ | demo| %

200l 19 fool Alcohol To Date | Customer Employees Drug To Date: LastRun Drug Goal Selection Type f;“,“ Commk £reis]
)

Alcohol Goal Compiance (%)
245 demo 0 demo 0 0 0 PARTICIPANT 000 0 0.00
240 Ess 0 demo =] 0 2011-11-03 2 PARTICPANT  0.00 1 0.00

There are 2 sections to this screen: General Pool Information and Rules.

General Pool Information: This information is required and cannot be edited after the Pool is
established.

Pool Name — options are Alpha or Alpha Numeric
Pool Type — options are Location or Participant

Owner Type — options are Customer or Consortium (contact the RPM team for initial consortium set up
requirements)

Owner: Select Customer
DOT/NON-DOT

DOT Agency: Select one of the 6 agencies (only required if Pool Type is DOT)

Add Poal S

Add Pool

Use this form to Add a pool

General Pool Information

Pool Name: Pool Type:
[ v
B his fieid is required
Owner Type: Owner:
Customer .d —
DOT/HONDOT: DOT Agency:
Dot i i

Rules: This information will build the pool parameters to customer specification

Alcohol Gets Drug — This option will provide for random alcohol testing selections in addition to random
drug testing selections at the selected testing rate.



Auto Compensate — Will adjust the number/percentage selected to meet the desired testing rates
automatically.

Mid-Cycle — Will onboard a customer mid-cycle to accommodate the required testing numbers. To use
this feature, the customer will need to provide “Average Number of Employees” and “Total Completed
Drug/Alcohol Tests”. In addition, when setting up the mid cycle pool, the activation date must start
from the date the pool originally started. For example, if the customer began their pool on January 1,
20XX and the start date for beginning at MRO Results Online is July 1, 20XX, the activation date for the
pool would be January 1, 20XX and the first random selection would be scheduled for July 1, 20XX.
Please note: These options are used with the Mid-Cycle feature only.

Activation Date: Pool start date, January 1 of the current year is recommended, but not required
Selection Period: Monthly, Quarterly or Manual

Periods in Cycle: Equals 4 for quarterly pools / equals 12 for monthly pools

Selection Level Drug/Alcohol: Input required number

Selection Rate Type: Percent or Number

Buffers/Alternates : Buffer is choosing additional tests that will need to be tested and Alternates are if
you have a participant that was out for the entire quarter on medical leave, military. (see DOT regs for
allowable use of alternated.

Selection Drug/Alcohol Cap: Will cap the # of times a participant will be selected during the cycle of the
pool (Non-DOT only)

Rules

Alcohol Gets Drug Auto Compensate Mid-Cycle
Activation Date:
5 Cycle End Date: MA
Selection Period: Periods In Cycle:
v
Selection Level For Drug: Selection Drug Rate Type:
Percent 2
Selection Level For BAT: BAT Selection Rate Type:
Percent =
Selection Drug Buffer: Selection Drug Buffer Type:
Percent 2
Selection Alcohol Buffer: Selection Alcohol Buffer Type:
Percent 7
Selection Drug Alternate: Selection Drug Alcernate Type:
Percent =
Selection Alcohol Alternate: Selection Alcohol Alternate Type:
Percent 2
Selection Drug Cap: Selection Alcohol Cap:
Average Number of Employees: Total Completed Drug Tests:

Total Completed Alcohol Tests: Past Periods to Run:



Edit Pool

To edit or view entries made on an existing pool, highlight your selected pool and select the

tab.

44 Edit Pool

]- Customer Poolz

|| Poolld ~

EDITBUTTON { —

© Add P%}Ed\tPoo\ , Search All Participants @JEXDDMH @_]ExportCurrentSearm

345
M7

Pool Alcohol To Date  Customer Employees Drug To Date:
DEMO 0 DEWO ] 0
fes 0 TingRandom 25 0
izdemo 0 iz demo 2 0

Last Run

20120807
20120807

Drug Goal

Selection Type

PARTICIPANT
PARTICIPANT
PARTICIPANT

Drug Compiance
(%)
0.00
0.00
0.00

\ Searchv | Use * as wildcarc

Alcohol Goal

]
z
1

Alcohol
Compliance (%)

0.00
0.00
0.00

The following pool #348 is DOT pool that is scheduled for a Quarterly selection at a 50% Drug rate — 10%
Alcohol rate, with a 5% and 2 % buffer.

Edit Pool

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

Non-Editable
Pool Mame:
DEMO

Owner:
DEMO

Is DOT Pool
Selection Period:
Quarterky

DOT Agency:
FMCSA

Total Completed Drug Tests:

Pool Type:
PARTICIPANT

[T Auto Compensate [] Mid-Cycle
Periods In Cycle:
4
Average Number of Employees:

Total Completed Alcohol Tests: Past Periods to Run:



[] Alcohol Gets Drug

Selection Level For Drug:
50

Selection Level For BAT:

10

Selection Drug Buffer:
5

Selection Alcohol Buffer:

2

Selection Drug Alternate:

Selection Alcohol Alternate:

0

Selection Drug Cap:
i}

Apply To Cycle:

Note:

Selection Drug Rate Type:

Percent

BAT Selection Rate Type:
Percent

Selection Drug Buffer Type:
Percent

Selection Alcohol Buffer Type:
Percent

Selection Drug Alternate Type:
Percent

Selection Alcohol Alternate Type:

Percent

Selection Alcohol Cap:
0

Editing of the fields in the Rules section can be used to modify pool selection parameters. To do so, you
must use the Apply To Cycle pull down and select either “Apply To Current Cycle” (current year) or
“Apply To Future Cycle” (next year). A note is required prior to clicking the “Submit” button.

Please note: Changes can only be made to the parameters prior to the random selection being
processed for that period unless you place the pool on hold.

Pool Hold

Placing the pool on hold will prevent the random selections from automatically being generated on the
pre-set selection day.

Placing a Pool on Hold

Within i3’s Randoms Management, locate the desired Pool and left Click to highlight. At the top of the

&4 Hold

screen, click the button. The Random Pool Hold Status window should appear.



Random Pool Hold Status

e this form to update the hold status of the random pool.

___——# Must be selected to Hold pool.

DED‘D_I_Un Hald

Note:

\+ Notation is also required.

Click the Pool on Hold check box to select. Entering notation is also required to place a Pool on hold.

When complete click the button at the bottom of the window.

A notice indicating the update has been successful should appear, click the OK button.

A checkmark ¥ should appear in the On Hold column of the screen as confirmation the Pool has been
placed on Hold. If the On Hold column is not visible on your screen, refer below to “Viewing Pool on
Hold Status”.

Viewing Pool on Hold Status

Place your cursor over any column title and Click the drop down menu arrow that displays.

Place your cursor over the Columns option to display the selections list. Scroll down the list to On Hold
and click the check box to select.

The On Hold column should be visible on your screen with a checkmark o confirming the desired Pool
is now on hold.



1=/ customer Pocls

@ addPodl 3EditPool 3§ Hold
Pool ki Pool

488 48y

485 akdfg]

a4 ts

483 K,

82 akjats

481 it

480 of

479 f

478 d

a7 t

478 u

475 regr

474 bid

a3 e

71 check

468 MFL2732

67 onste

468 ud

485 sres test pool
464 TRAVISHOLDTEST
463 sfad

462 test

451 take 2

450 9

4z sree reg
(LR

page2 Jof10| b Ml

Removing Pool on Hold Status

Locate the desired Pool and left Click to highlight.

, Search All Participants [ Entities /8 Upload Entites ™! Periods

Customer

Tina Randem
Tina Randem
Tina Randem
Tina Randem
Tina Randem
Tina Randem
Tina Randem
Tina Randem
Tina Randem
Tina Randem

BIG POOL
TEST

Tina Randem
Tina Random
Tina Randem
onste

WFL DEMO
TESTING
ACCOUNT

onste

BIG POOL
TEST

sree Technical
schools

WFL DEMO
TESTING
ACCOUNT

Tina Randem

BIG POOL
TEST

BIG POOL
TEST

BIG POOL
TEST

G2 SECURE
[#] | Show 25

Selection Type

PARTICIPANT
PARTICIPANT
PARTICIPANT
PARTICIPANT
PARTICIPANT
PARTICIPANT
PARTICIPANT
PARTICIPANT
PARTICIPANT
PARTICIPANT
PARTICIPANT

PARTICIPANT
PARTICIPANT
PARTICIPANT
PARTICIPANT
PARTICIPANT

PARTICIPANT

PARTICIPANT

LOCATION

PARTICIPANT

LOCATION

PARTICIPANT

PARTICIPANT

PARTICIPANT

PARTICIPANT

Employees

200
200
200
]
300
300
300
300
13
13
3414

21718
21716
21718

18

178

999

495

2

~ Jitems | ¢ Customize

LastRun

20120101
2013-01-01
2012-01-01
2013-01-01
2012-01-01
2013-01-01
2012-02-01
2013-01-01
20120101
2013-02-01
20120201

2013-02-01
2013-02-01
20130201
2012-02-01
20130201

2012-02-01
20121201

20130201

2013-02-01

20120101

2013-01-01

20120227

Run (] Schedue ERExport~ 1=/ Advanced Compliance Report

Drug Goal

25
25
25

128

63

The Random Pool Hold Status window should again appear.

Drug

Alcohol To

~ DrugToDate  Compiance  AlcoholGoal i to
41 Sort Ascending . .
Z| SortDescending . z
[ custm
[E Columns 3 >
- — Selection Type
0 0.00 Employees
0 0.00 Last Run
0 0.00 Drug Goal —
0 0 Drug To Date
0 0.00
Drug Compliance (%)
0 0.00
. 000 Alcohol Goal
Alcohel To Date
9 300 Alcohol Compliance (%)
0 0.00 =
[C] Completed Drug Tests ~ |=
0 0.00
Completed Alcohol Tests
0 0.00 D *
0 0.00 | ] Double Barrel
[[] Auto-Compensate
0 0.00| O] Mid-Cyce
0 0.00 On Hold
[ AvgEmployees o
0 0.00
0 0.00 2 0
0 0.00 0 0
0 0.00 6 0
0 0.00 25 0
0 0.00 13 0
0 0.00 3 0

At the top of the screen, click the

% Hold

\ Search~ | Use * as wildcarc | x
Alcohol
Compliance On Hold
%)

0.00 -
0.00
0.00
100,00
0.00
0.00
0.00
0.00
0.00
100.00
0.00

0.00

100.00
100.00
100.00

m

0.00

0.00
0.00

0.00 —
Displaying Records 26 - 50 of 228

button.

De-select the Pool on Hold check box. Add notation for the reason the Pool is being removed from hold

status. When complete click the

button at the bottom of the window.

A notice indicating the update has been successful should appear, click the OK button.

The checkmark ¥ should no longer be displayed in the On Hold column of the screen.



Pool Hold - Additional Features

Adding Hold to Multiple Pools Simultaneously

To add Pool Hold Status to multiple pools, highlight the first desired pool. Hold down the Ctrl key and

&4 Hold

then select additional pools to place on hold until At the top of the screen, click the button and

follow the ‘Placing a Pool on Hold’ instructions above.

Removing Hold from Multiple Pools Simultaneously

To remove Pool Hold Status from multiple pools, highlight the first desired pool. Hold down the Ctrl key

and then select additional desired pools to place on hold. At the top of the screen, click the # Hold

button. The Random Pool Hold Status window should again appear.

De-select the Pool on Hold check box. Add notation for the reason the Pool is being removed from hold

status. When complete click the button at the bottom of the window.

Auto Compensate/ Mid cycle. This allows the volume of upcoming pools to be adjusted by the system
based on the number of completed tests from previous selections in the calendar year. In this way the
system attempts to compensate for any testing shortfall in previous selection periods, helping you to
remain in compliance with DOT requirements. When using this feature, the system requires you to
input the “number of employees” and the “number of complete drug/alcohol tests.”

For example, assume you are an employer covered under FMCSA authority with an average of 800
employees. FMCSA requires a 50% random drug testing rate through the year, so 400 tests are required.
Therefore, the system will select 100 employees per quarter for testing. If we only have records of 50
tests being completed in Q1 where 100 people were selected, the system will select 150 people when
the Q2 selection is made in order to make up the shortfall from Q1.

It is important to note that when making the calculation, the system can only count tests that have been
verified by the MRO and have been matched to the previous selection period. For this reason, it is
strongly recommended that when you upload the list of employees eligible for random testing, that the
same donor ID is provided to MRO Results Online that the donor is instructed to use on the CCF when
taking their test, be it SSN, an employee ID or payroll number. It is also advisable that testing be
completed early in the random cycle to allow maximum time for results to be received, reviewed and
matched prior to your next selection period.



Search Features

Search All Participants

This feature can be used to locate participants. By clicking the

You can search for participants by first name, last name, or Donor ID.

Search

% Search All Participants bUttOn on the T_bar
’

The Search function will allow the customer to search for various components on the dashboard. The

function allows the customer to narrow or expand the search by checking off requested items.

& Add Pool < 3Edit Pool

Pool id

359

Pool

DEMO Pool #1
DEMO DOT POOL
demo d

demo aa

demod

deme extra
DEmo 2

deme ds

demo ¢

demo

demo

deme 1

deme 1

demo 2

DEMO

DEMO 12

DEMO Info

NFMO FOR TOTAL INSIGHT

Alcohel To Date

Employees

0

197
100
100
100

Upload Entities - .csv file

Once the pool selection parameters have been built, highlight the pool and right-click

will display:

Ep o

E [l

0

Edit Assigned Entities

Upload CSV Entities

Upload Excel Entities

View Selection Periods

Run Selections Manually

View Reports
Schedule Report
Run Current Period

Delete

, Search All Particpants E]Export Al BjExport Current Search

Drug To Date

0
1
0
o

20

e o =

I

S M e o oo oo w

Last Run

2012-08-12

2012-03-28
2012-03-28
2012-08-01

2012-08-01
2012-04-02

2012-02-27
2017-06-07

Drug Goal

Selection Type

PARTICIPANT
PARTICIPANT
PARTICIPANT
PARTICIPANT
PARTICIPANT
PARTICIPANT
PARTICIPANT
PARTICIPANT
PARTICIPANT
PARTICIPANT
PARTICIPANT
PARTICIPANT
PARTICIPANT
PARTICIPANT
PARTICIPANT
PARTICIPANT
PARTICIPANT
PARTICIPANT

Drug Compliance
(%)
0.00
3.03
0.00
0.00
111.11
5.56
0.00
0.00
116.38
9.38
0.00
0.00
0.00
0.00
0.00
0.00
20.00
.00

Alcoh

\ Search~ | demo

x

Select All

Pool Id

Pool

Alcohol To Date
Customer
Customer ID
Employees
Drug To Date
Last Run

Drug Goal
Selection Type
Group ID

Drug Compliance (%)
Alcohol Goal

Alcohol Compliance (%)

SEEEEEEESEEEEEEREE

Avg Employees

~

.00

. The following




Click on “Upload CSV Entities”. The following screen will appear:

NOTE: The instructions state that Column Headers are to be removed for .csv formatted files.

Upload Customer Entities File X

Instructions
- Spreadsheet must be in .CSV format with no headers
- The file should contain 1 record (line} per employee
- Do not include blank lines, sequential numbers by employee names, headers, footers or special characters

- The columns in the spreadsheet are in the order below, however, do not include the headers in the spreadsheet when
uploading. Required fields are in bold:

[First name]L ast Hame]SSH]Location]DOT Regulated]companyfiob Grouplbivsionfsupervsor Hamelakernate 10]

SSN column can be any donor id minimum of 6 alpha/numeric. Must omit any special characters, i.e. dash (-}

- Location name and Company name exactly as is named in the system
-DOT Regulated isa T or F value

- Job Group required for DOT MIS reporting purposes. i.e. Driver, Pilot, etc.. f Non DOT Poal, enter null in the column

File: Select 3 .cav file =]
Uploac

Click on the blue/green screen icon @] button near the bottom of the window and then select the
Excel sheet saved as a .csv file to be uploaded to the selected pool and upload.

e The current order of information for a customer/participant pool must be:

First Last SSN | Location | DOT Company | Job Division | Supervisor | Alternate
Name | Name Regulated Group Name Id

Required fields are in bold

SSN column can be any donor id with a_ minimum of six digits. Must omit any special characters (i.e. —, .)

Location and Company must be entered exactly as named in the MRO Results Online system

DOT Regulated is a T or F value
Job Group is required for DOT MIS reporting purposes. i.e. Driver, Pilot, etc...

e The current order for a customer/location pool is: location, company.

e The current order for a consortium is the same as the customer/partipant pool; however in the
initial set up for a consortium, each company must be pulled in the consortium on the initial set

up.



Please ensure that the donor ID uploaded matches what your employees are expected to provide on the

CCF when they take their test. If there is a discrepancy between these values, it may cause a situation

where the test is not automatically credited to your compliance statistics unless an alternate ID is
manually entered.

Successful Upload — No Changes:
The upload will display a message of success if uploaded correctly.

This upload has added 32 participants into Pool ID 54 sucessfully.

Success | x

Partidpant Update Summary:

- Imported 0 new participant records,

- Updated 32 existing participant records,

- Mo change made on 0 participant records.
- Found 32 records total in uploaded file,
Pool Summary

- Added 32 participants to Pool id: 54

- Deleted 0 participants from Poal id: 54
-Total 32in pool.

Close Show Details

The is an example of a successful upload of the same participants in which no changes have been made.

Participant Update Summary:

- Imported O new participant records.

- Updsted 0 existing participant records.

- No change made on 38 participant records.
- Found 3% records totzl in upkaded file.
Pool Summary

- Added 0 participants to Pool id: 150

- Dieleted O participants from Pool id: 180

- Total 35 in pool.

Close

Below is an error message received when an upload is not successful.

The following errors occurred on import:

File i in the wrong format. File should be a Jcsv file with the following columns: First Name, Last
MName, SSN, DOT Regulsted, Locstion

Place Group on Hold?

Yes Mo




Successful Upload with Changes:

The below is an example of an upload to Pool ID 180. One new participant has been added to the pool,
one participant has been removed, and the other 37 participants are still in the pool with no change.

e =]
Participant Update Summary:

- Imported 0 new participant records,

- Updsted 1 existing participant records.

- Mo change made on 37 participant records,
- Found 38 records total in uploaded file,
Pool Summary

- Added 1 participants to Pocl id: 180

- Delsted 1 participants from Pecl id: 180

- Total 35 in pool.

Close Showr Details

Select the “Show Details” button to display all of the information available for review and to export to
Excel if necessary.

You may make changes to the Excel sheet and upload the list to the pool again. This process can occur
as many times as necessary until the pool is populated with all current participants. Please ensure that
the customer has approved the pool prior to the selection being generated.

Upload Entities - .xlIs or .xlsx file

Once the pool selection parameters have been built, highlight the pool and right-click. The following
will display:

(E__, Edit Assigned Entities
& Upload CSV Entities
£ Upload Excel Entities

View Selection Periods

Run Selections Manually
]— View Reports 3
5| Schedule Report

Run Current Period

& Delete

Click on “Upload Excel Entities”. The following screen will appear:



NOTE: The instructions state that Column Headers are required and Header wording MUST match
exactly for .xls or .xIsx formatted files. Also, columns containing SSN’s or Alternate ID’s require
formatting as Text fields not to lose leading zeros in the number.

Upload Entities From Excel File

Upload Entities From Excel File

Use this form to upload entities to a poal. All required fields are in bold.

Instructions

- Spreadsheet must be in Excel format with headers

- SSN and Alternate Id must be saved as text fields in Excel or leading zeros will be lost!
- The file should contain 1 record (ine) per employee

- Do not include blank nes, sequential numbers by employee names, headers, footers or specal characters

- The columns in the spreadsheet are in the order belaw, however, do nat include the headers in the spreadsheet when uploading. Requied fields are in
bold:

First Namellast Hame]SSHLocation[DOT [ Tiob GrouplDwisio| isor Name[Aferate 10]

- SSH column can be any donr id minimum of 6 alpha/numeric. Must omt any special characters, ie. dash ()

1

- Location name and Company name exactly as is named in the system
- DOT Regulated is a T or F value

- Job Group required for DOT MIS reporting purposes. i.e. Driver, Pilot, etc.. f Non DOT Pool, enter nul in the column

Replace Existing Participants?

By checking the box below, 2l existing participants in the locations listed below wil be deleted from the pool and replaced with the participants in this file.
Please verify that this is the ntended behavior before checking this box.

mn

[T] Replace all existing participants at these locations?

Affect Upload LocTtveq
@ Add Locations @ Remove
Location Name Customer Name

NoLocations found in pool.

Upload File
Upload Excel File:

To replace ALL existing participants with new uploaded information, the Check Box MUST be checked. If
not, the new uploaded information will only be added to the previous existing participant information.

Replacing information only for a specific location within the Pool list is an added feature, also Select All

may be chosen. Click the “@**“=%" phytton in the Affect Upload Locations area. The following window
should appear.

Add other locations to the pool

@) Add to Upload <g3Select All -, Search (@ Clear
Location Name Customer Name
ONE BIG POOL TEST
tree BIG POOL TEST
two BIG POOL TEST
Page(t Jof1| ¥ k| | E]|Show 25 |+ fitems Displaying Records 1- 3 of 3

Close



Select the desired location. Hold down the CTRL button and click to select multiple locations. When

selections are complete click @@= and then click L= ] which will return you to the Upload
Entities window.

At the Upload Entities window, click on the blue/green screen icon =) button near the bottom of the
window and then select the Excel sheet saved as a .xls or .xIsx file to be uploaded to the selected pool

and click to upload.

e The current order of information for a customer/participant pool must be:

First Last SSN | Location | DOT Company | Job Division | Supervisor | Alternate
Name | Name Regulated Group Name Id

Required fields are in bold

SSN column can be any donor id with a minimum of six digits. Must omit any special characters (i.e.—, .)

First Name, Last Name, and Location must be entered exactly as named in the MRO Results Online
system

DOT Regulated is a T or F value
Job Group is required for DOT MIS reporting purposes. i.e. Driver, Pilot, etc...

e The current order for a customer/location pool is: location, company.

e The current order for a consortium is the same as the customer/partipant pool; however in the
initial set up for a consortium, each company must be pulled in the consortium on the initial set

up.

Please ensure that the donor ID uploaded matches what your employees are expected to provide on the

CCF when they take their test. If there is a discrepancy between these values, it may cause a situation

where the test is not automatically credited to your compliance statistics unless an alternate ID is
manually entered.

Successful Upload — No Changes:
The upload will display a message of success if uploaded correctly.

This upload has added 32 participants into Pool ID 54 sucessfully.



Participant Update Summary:

- Imported 0 new partidpant records.

- Updated 32 existing participant records.

- Mo change made on 0 participant records,
- Found 32 records total in uploaded file.
Pool Summary

- Added 32 partidipants to Pool id: 54

- Deleted O participants from Pool id: 54
-Total 32 in pool.

Close Show Details

The is an example of a successful upload of the same participants in which no changes have been made.

Participant Updste Summary:

- Imported O new participant records.

- Updated 0 existing participant records.

- No change made on 38 participant records.
- Found 3B records total in uploaded file,
Pool Summary

- Added 0 participants to Pool id: 180

- Deleted 0 participants from Pool id: 180

- Totzl 38 in pool.

Close

Below is an error message received when an upload is not successful.

The following errors occurred on import:
Line 1: Missing required columns First Mame, Last Mame, 55N, Location, DOT Regulated, Job Group|

Place Group on Hold?

Successful Upload with Changes:

The below is an example of an upload to Pool ID 180. One new participant has been added to the pool,
one participant has been removed, and the other 37 participants are still in the pool with no change.



Participant Update Summany:

- Imported O new participant records.

- Updated 1 existing participant records.

- Mo change made on 37 participant records.
- Found 38 records totzl in uploaded file,
Pool Summary

- Added 1 participants to Pool id: 180

- Deleted 1 participants from Pocl id: 150

- Total 38 in pool.

Closs Shaow Details

Select the “Show Details” button to display all of the information available for review and to export to
Excel if necessary.

You may make changes to the Excel sheet and upload the list to the pool again. This process can occur
as many times as necessary until the pool is populated with all current participants. Please ensure that
the customer has approved the pool prior to the selection being generated.

Manually Adding a Single Pool Participant

Adding participants to a pool may be accomplished in two ways. It can be achieved by uploading an
Excel file (.csv or .xIs file), or by adding participants manually one by one. Uploading of participant lists
is the recommended method since it accomplishes adding or updating all participants in a single step
directly to the pool.

Manually Adding a Single Participant via the Participants Grid

From the Start Menu, choose the Randoms Management section, Click on Participants and then Click
Add.

©
T

LoEdit f#Upload || Notes #Order Now @Exportv

@ Click Participants
® Navigation « Participants

© add

]- Custemer PU%

£ Participants ) Widdle
Customer First Name Name Last Name Address

The Add Participant Screen will open.



Add Participant

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

Customer:

i3screen b

Last Mame: First Name: Middle Marme:

At a minimum, complete the fields: Customer, Last Name, First Name, SSN or Primary ID (do not include
dashes or other special characters), Location, and Status (Active). In the “Type” field, click the down
arrow and choose the appropriate participant type. Please note: If the participant is to be added to a
DOT Pool, or both a DOT and NON-DOT Pools, their Type must be Random Participant DOT. If the
participant is to be added to a NON-DOT Pool, their Type must be Random Participant NON-DOT .

Status:

Active ¥
Type:

:Randnm Participant DOTI :V

After completing the Add Participant fields, click Submit '

Now that the participant exists in the system, they may be added to an existing pool.

To add a single active participant to a pool, please refer to the section titled Edit Assigned Entities.

Edit Assigned Entities

“Edit Assigned Entities” can be used by the customer for pool maintenance in addition to the “Upload”
feature. With this function, participants can be added, edited or deleted from any pool. All additions
and/or deletions to a pool will be captured and maintained for auditing purposes.

You should first right-click on the desired pool and then select the “Edit Assigned Entities” button. The
following screen will be displayed:



Entity Hierarchy (& Add Participants L+ Edit Participant E_]Export - \, Search (@ Clear

@[] DEMO TRUCKING COMPANY Entity Name Type Employee D Location _PF:EZSIDEHT

EDWIM BEAR participant 17908258 Random
Participant
oot

ELIZABETH participant 54085616 Random

TARLTON Participant
oot

EDWIN G BLAS participant TE991811 Random
Participant
oot

EHREN participant 30983202 Random @

BRINKMEIER Participant
oot

This screen shows all participants that are currently associated with this specific pool.

The listing of participants may be exported to Excel by clicking the 2Pt button at the top of the
screen and then by selecting “Export Current Search”.

Adding a Pool Participant: Highlight the desired Pool and click the &&=/ hytton. Click on the

@ addrarticpants button. This will display any other active participants the customer has, but currently is
not in the pool. Highlight the participant(s) and click on the “Add to Pool” button as displayed below. It
is important to ensure that the participant Type column reflects that the person selected is a Random
Participant (DOT or NON-DOT), as applicable. If the employee is in both a DOT and NON DOT pool, the
employee MUST have the “Random Participant DOT” designation.

Add Participants to Pool = X

(& Add to Pool |, Search @ Cl *
O=tomeT Farticipant ID - First Name: Employee D Location Alternate Id Type
1472721 EMIL Abera PORTLAND 47188842 Random Participant
DoT
1473722 EMIL WEYERSBERG PORTLAND Random Participant
DoT
1558530 FONTAME AKER CHICAGO TI2IEETZ Random Participant
DoT =
1473724 EMILY BLANCHARD PORTLAND 38345124 Random Participant
DoT

NOTE: To add a new participant manually, that has never been uploaded to the specific customer; you
must enter the participant manually under the Participant tab in the i3 Screen Administration section,
first.

Deleting: You may delete the participant at this point by using the delete key @ feature next to any
of the participants. The system will ask for a reason to be input and will be saved in the participant
audit log.



Confirm Entity Delete
Use this form to Confirm Entity Delete. All required fields are in bold.

Reason For Delete:

Editing: You may also change demographic details on a participant (i.e. name, ID#, job description and

job location) by selecting the participant from the grid and clicking the ¥ EdtPatticipant pytton.,

Edit Participant =X

Edit Participant
Edit details about the participant. All required fields are in bold.

Participant Information

First Name: Middle Name: Last Name:
Demao test
Employee ID: Alternate Id: Alternate ID 2:
202626 2026
Address:
City: State: 7ip:

v
Phone: Fax: Phone 2:
Email: DOB:
Status: Status Reason:
Active 2 2%

Participant Details

Supervisor: Division:

SUPER SUP DISTRIBUTION

Participant Type: Participant Position:

Random Participant DOT ~ | Driver ¥
Location:

north v

I (D



View Selection Periods

Begin by Right-clicking on any pool and select * ' View Selection Perieds | From the Company name, drop
down the Cycle and Periods. After each period has run, the selections, eligible employees, id #'s,
locations, and random # will be available for review and can be exported to Excel.

iew Pool History (= x
Pool History {Green Periods Have Run) "¢ Reason Mok Tested E_] Export ko Excel 4 Search v | Usze * az wildcard | X
D[ Jtest Selec... Selec...
& ] 0701 201 - 12312011 Frst  Lsst  For  Empb. | For  Alconol Dy 2:;;0' E;usi E;ason Drug  Alcohol
29[ 01-01-2012 - 0B-30-2012 Mame Mame Drug o] Alcghol Aftern...  Atern... Number | Number | Tested Rank Rank
Testing Testing
[ reriod 1 (01-01-2012) .
[ Period 2 (04-01-2012) AMBER CORM.. ‘Yes 2430..  Left 000z, 0370.. [ - ]
STEFFIE GOW.. ‘Yes BO7EES  Right 0.055.. 0634, =
CHRIL.. CUTU.. ‘es 12260 Left 0077.. 0625..
JATERA OAKL.. ‘Yes 242735 Left 0078, 0841..
ADAM  BRID.. ‘ez G0222  Left oA0z2.. 0195
HUGH AMDE...  “es 220524 Right 0423... 0405.. [v]
Page 1 |of2| b Bl | [&]|Show 25 | items Displaying Records 1 - 25 of 50

The Periods displayed in green have already been generated (1-1-2012). The next period is still
scheduled to be run (4/1/2012).

Reason not tested: Using the i Reason Mot Tested button, you can indicate a reason why a donor who was
selected for random testing did not take the test. To use, find the participant in the table, click the

¢ Reason Mot Tested button and select a reason from the list provided. This information will be saved
alongside the participant selection for that period.

Edit/View Pool Period Selections

To view/edit the parameters for each individual period, right-click on the selected period and then select
| ¢ Change Selection Size for Period

View Pool History

Pool History (Green Periods Have Run) <L #Reason Not Tested @_]Exportbo Excel 4 Search~ | Use*

B JEMO N ?::95- | et g’:l"'c“ Aeohol | Drug | Aleomol Drug  Reason o
= 202-01-01 - 2012-01-01 Locat... Ci Ci Mot
Name Name Drug D oca Alcohol | Alter..  Alter... ase ase o Rank Rank

[ Period 1 (2012-01-01)
[ Period 2 (2012-04-01)
[~ Period 3 (2012-07-01) Mo data to display.
O ¢ + Change Selection Size for Period

o

Numb: Numbs Tested
Testing Testing rmer | Tmber | leste

# Run Previously Held Period Manually

i

©3 Re-Report Selection List

il

§ Edit Employee Count (Location Pool)

il

@ Delete




Period 5 has not run yet and is scheduled to pull 25% for alcohol and 50% for drug. Since the period has
not yet been generated, you may edit any field. To do so, you must input a note to indicate the change

and click “ ”. The change made would only occur in the specific period that was selected and not
for the whole cycle. Change for all periods would be made in the “edit pool” section.

tew Pool History
Pool History (Green Periods Have Run)

= maybemy demo

=] 01-18-2 Edit Levels for Period

Use this form for editing selection levels for an individual period.

Pericd 4 (01-21-2011) Alcohol Drug
Pericd 5 (01-22-2011)
Test Rate: Test Rate:
25 50
Test Rate Type: Test Rate Type:
Percent Percent
Buffer: Buffer:
[:} 0
Buffer Type: Buffer Type:
Percent Percent
Alternate: Altermate:
o 0
Alternate Type: Altermate Type:

Percent Percent

Page|1 of 1 ] | Show |25 | [items No records to display

ACCOUNT Th 11:21:44

If you select a period (period 1) that has already run (indicated in green) no changes can be made. This
screen allows you to view what parameters were input for that period only.

View Pool History

Pool History (Green Periods Have Run)
Edit Levels for Period

=[] maybeny demo
=[Jo1-18-2011 - 01-22-2011 Edit Levels for Period

Use this form for editing selection levels for an individual period.

Alcohol Drug

TestRate: Test Rate:

Pericd 5 (01-22-2011)

TestRate Type: Test Rate Type:

Buffer: Buffer:

Buffer Type: Buffer Type:

Alternate: Alternate:

Alternate Type: Alternate Type:




Run Established Period Manually

This function is used to run any periods that have been placed on hold and/or pools that are built in
middle of a period (quarterly pool built for January — March that is built on January 27). Once the pool is
removed from the hold status, right click on the specific period and then click the “Run Established
Period Manually” option.

Pool History (Green Periods Have Run) Force Match <3 Reason Mot Tested @ Delete & Restore Period ] Report B Export to Excel , Search @ Clear
=[] JUSTIFIED Selec... Selec...
First Last For Empl... For Alcohol | Drug Drug SIS || (REEE Drug Alcohol

=[] 2013-01-01 - 2013-12-31 Locat.. Case Case Not

=4[] 2014-01-01 - 2014-12-31 Mame Name Drug D Alcohol | Altern... | Altern. o s (e Rank Rank
: Testing Testing
[ Period 1(2014-01-01)
[C]Period 2 (2014-04-07) No data to display.

"] Period 3 (2014-07-01)
O ‘:, View Selection History

# Change Selection Size for Period

s

# Run Established Period Manualy

¥

# Re-Report Selection List

¥

T2 D Danar Calactinn Lick b Panbac

Running the set periods either on the day it is originally scheduled or later time is the best practice in
order to keep the compliance report numbers accurate.

You may also run a selection period prior to the set period date if need by following the instructions
above. Be sure to let the customer know to only test during the testing window for FMCSA pools.

Random Distribution Set Up
The MRO Results Online platform allows the user to receive the random selection list(s) through email,
secured email, fax, or from the web.

Email Set and fax set up:

From the i3 screen administration section, click on the manage customer field and then the existing
customer option.

Double click on the customer you would like to set up and you will receive the following screen:



lanage Customers - Ci

‘tomer: DEMO TRUCKING COMPANY

Manage Customer

Profile | Contact & Users | MRO

Profile

Metwork

Use this form to Setup Customer Information. All required fields are in bold.

Company Info

Customer:
DEMO TRUCKING COMPANY

Search Keywords:

Phone: Phore 2

\ebsite:

Customer Of:

idscreen

Date Account sdded:
12/06/2011

Customer Logo:

i@screen_print_logo. jpg

Default Email Sender:

Next click on the “Contact & User” tab to locate the contact you choose to receive the random selection

list.

2 i3 Screen A

First activity Date:
01/18/2012

Higrarchy Locatians Participants Participant Packages Packages Packages Search Accounts & Billk
Account Status: Status Change Reasan:
Active 5 &
Fai: Fax 2:
FedEx Account Number:
MRO:
¥ |idscreen &
Most Recent Activity: Termination Date:
01/26/2012 00/00/0000
Custorner Is Consartium: Results Should suto-Close:
§la} v | |Mone o
Customer Type:
Customer e

@ Navigation
o () Administral o1
59 Manage ¢ Sp——
Add Ne Allryoe
[ Managd] .
. Custar Pofle | Contact & Users | MRO Netw@ Hierarchy | Locations || Particpants | Participant Packages || Packages || Packages Search || Accounts & Bilback | Randoms | Account Level Fees,  JPustomer
ustomer
a@Managell @ add e o Jnotes | Upload 1= Results/Nfications « UnlockfForce Reset &) Expart 4 Searchw |Use ™ as wildcard | x ustormer
% BulkIm =
Contact verbal  Last First = Fhone Level  Truncate Transl
(] Manage G ™ Fhme— Email  F; Enabled U u Ad Locked | Level Id
. SME“E;VE @ Active b FIN Name  Mame - == = S Ll il Name  SSN Result TEROED
& (Manage illll # & TPA chusch ¢ busch ‘\:E\:rsc.\ ustomer
] ‘\\// DER Roys  Myranda mioys. ustorner
N T ustomer
1. Highligt the contact T 2. Click on the Results and MNotificaiton option el
ustomer
ustomer
ustomer
Total Custome]
P o = e o e ~ L
< | i
[&] | show |25 |~ items | 4 Customize Displaying Records 1 - 11 of 11

You will then receive the Results Delivery & Status Notifications



jj—

very

@ add 3 Edit

Contact
Role

Customer | Location

Mo Report Deliveries to display,

Click on the “Add” button

Result ’Ifiia?l
Prog. . Result

4 Searchw e
Rea... Rep...
Result Notifl... ' Notifi.. Display Tru...  Hier.. Tra.. Con..
Method f%'st Prog... "M Method  Details | Ot Ene zﬁg"" SSN  Mame Resul Active

You will need to select the Customer from the drop down and then choose from either the location or
Customer Hierarchy Option.

add Results Delivery/Status Notifications

Use this form to Add Results Delivery Methods & Status Notifizations, All required fields are in bold. Either Location or Customer Location Hierarchy is required but not both,

Add Results Delivery/Status Notifications
Customer:
Location: Customer Hierarchy:
v -OR-
Cortact Role: Cortact Role Order:
DER ~| o
Results Delivery
Pragram: MRO Final Result: Method:
Both -7 A
Report result with MRO comments: Report result by test reason:
es ~  allReasons
Status Notifications
Program Status Notification Method
Both ] v
Al
Report Formatting 8 (] Changed Result
Encrypted: OoeRcallin Quantities
Mo " [ DER pending file
" [1DOT Start Clock
Truncate SSN: ¥ Details
" * [[]1n Process Natification
o
~ [ notice of Pending Result
[ random Selection Report
Random Pool Report
[ randoms - Missing employee selections
Send Non Selection Er erarchy:
- [l gend MRO Results "
- [ Test Result Motification
- [ hane

D =D [

Location Option is used to specifically have certain locations go to a specific contact.

Customer Hierarchy is used to have the whole random list go to a specific contact by selecting the
Company option or group certain locations together in a Hierarchy.

Then you will need to drop down the Status Notification option and select the “Random Selection
Report” and choose the method of fax or email.



The Reporting Formatting & Security options will allow you to send the random selection list(s) with the
SS# truncated or display the full SS#. If you choose to send out the lists with the full SS# displaying, you
must choose the Encrypted option. The user will receive an email with a link directing them to a secured
email web site call PGP where the user can retrieve their random selections.

Add Results Delivery/Status Notifications

Add Results Delivery/Status Notifications

Use this form to Add Results Delivery Methods & Status Notifications. all required fields are in bold. Either Location or Customer Location Hierarchy is required but not both

Customer:

DEMO TRUCKING COMPANY >
Location: Customer Hierarchy:

~ -OR- | Company v
Cantact Role: Cantact Role Order:
DER ~ 0

Results Delivery

Program: VRO Final Result: Wethod:

Both o o o

Repart result with MRO comments: Report result by test reason:

‘fes v allReasons A

Status Notifications @

Program: Status Motification: Method: q7_777_+ Select the "Random Selection Report and then the method of reporting |
Both ¥ | Random Selection Report | Email i

Report Formatting & Security
Encrypted; Format: Display Quantities:

Mo ~ | FoF ~ | Mo = Select if the Random list will be sent through encrypted mail and if
- — youwoLld like the SSN to be encrypted

Truncate SSN P orsiote Results Display Details

Na ¥ MNo ¥ | |Yes h

Random Pool Reporting Options

Send Non Selection Email Group Locations By Hierarchy @

No ~ | [ved v - Select Yes or No for the Non Selection Email and if you would like to Graup the

~——® Locations by Hierarcy

| B (=2 |

The “Send Non Selection Email” can be used to send out an email notification to the DER that a specific
location received no selections for that period.

The “Group Locations by Hierarchy” will allow the DER to have all locations received on one email
opposed to separate emails for each location in that specific hierarchy.

Distribution of Selection Lists by Period

All random selection periods will be auto generated on the scheduled date, right after midnight or by a
manual run by the user. The list of randomly selected employees will be distributed to the customer
automatically by secured fax, email or encrypted email. The customer can designate as many contacts
as necessary and have the list distributed by location accordingly. The ASU (Account Set Up) team can
assist with this process.



If a list needs to be re-sent to the customer:

Re-Report a Selection
From a completed period, right-click on the period of choice and then on “.¢ Re-Report Selection List
The selection list will be generated and sent to the contacts via email/fax.

Pool History (Green Periods Have Run) @_] Export to Excel 4 Search v | Uze ® az wildcard | X

=[] CLEAR CHANNEL REGION 2 e Selected Drug P
27 01-01-2011 - 12-31-2011 First Last For Drug Employee Location For Drug Alcohol Case rase Drug Alcohol
. . R MName Name . I Alcohol | Alternate Alternate Rank Rank
|j Period 0 (03-07-2011) Testing Testing Number = Mumber
[ Perind 0 (02-07-2011)
O THOMAS SHORE  Yes Wes 0.012415 0.012415 A
¢ Change Selection Size for Period
O TODD ~ ACOSTA Yes Wes 20110215 20110211 0.013273 0.013273
i | | = e PR DAN VOORHEE Yes Yes 0.0325611 0.032561
[]| «&# Re-Report Selection List JORGE  BAEZA Yes Yes 20110223 20110223 0.040150( 0.040150i
Q @ Delete JOSE  VARGAS Yes Yes 0.041545 0.041545
5;“?’: é;;;k;'z;“’ EDWARD TRAUB  es Yes 00420011 0.042001¢
‘erio - ¥
) Period 9 (9-01-2011) BRET  HORMER ‘es ves 0.042833! 0.042833
' !
[ Period 10 (10-01-2011} M CHASE  es ez 20110208 20110209 0.058123 0.0581234
[ Perind 11 (11-01-2011) TERRELL MCCORD Yes ves 0.058667 0.058667"

Re-Report Selection List by Contact

To utilize this feature, first access the Randoms section in the i3 Screen platform by clicking the F@""‘q
button. Locate the desired Pool and right-click. The following will display:

Edit Assigned Entities
Upload CSY Entities

Upload Excel Entities

Eppo

View Selection Periods
Run Selections Manually

View Reports b

E [l

Schedule Report

Run Current Period

0

Delete

Click on “View Selection Periods”. The following Pool History window will appear:



| View Pool History

Pool History (Green Periods Hawve Run) “L#Reason Not Tested @) Delete & Restore Period i=lrg

=[] Kev22TTest2 Selec . Selec
First Last For Emplo Locat_ For

Mame Name Drug D Alcoho

Testing Testing

No data to display.

Page |1 of1| Bk Pkl Z] | Show |25 |~

Use the List Expansion buttons to display the Pool History by period. Right click on the desired period to
show the pop-up below.

Pool History (Green Periods Have Run) -L¢Reason Not Tested @ Delete

Kev227Test? Selec...
NR013-05-01 - 2013-12-31 First Last For Em
2013-05-28) Name Name Drug (o]
i T Testing
[ reriod 1 (2013-05
[ Period 2 (2013-06-01) No data to display.
[ Period 3 (2013-07-01)
[ Period 4 (2013-08-01)
&5 "¢ Change Selection Size for Period
8
= ¢ Run Established Period Manually List Expansion button
| &% Re-Report Selection List

;5 Re-Report Selection List by Contact

~ 3 Edit Employee Count (Location Pool)

W
“&¢ Add Additional Alternates to Selection Period

=| Period Participant Report

@ Delete & Restore Period

@ Delete

Page 1 of1| P

Click the”Re-Report Selections List by Contact” option to display the Report Selection List window.

Using the pull down arrow, select the applicable Contact(s) to receive the report and click .



Alconol | Urug
Alter...  Alter_..

First Last ror EMpIO... | | oo | FOr
Hame Hame Drug D "~ Alcohol

£5tin Testin

Cae_e Caze
Number = Number

Report Selection List

Report Selection List

Use this form to send the selection list report out to one or more
contacts.

Report Selection List To
Contact(s):

SPEN... COLL... Yes 1385...  Chicken

Customer should receive random selection lists wtihin 10 minutes.

Delete and Restore Random Period

ot
Tesl

To delete and restore a specific random selection period, View Selection Periods, locate the specific
period and right click, click Delete & Restore Period. All deletions are maintained in the audit log.

ur

| View Pool History

Pool History (Green Periods Have Run) Force Mat

=[] DEMO
=[] 2014-01-01 - 2014-12-31
T Period 1 (2014-01-01

First
MName

O 154 View Selection History
H 2
& |

3 Run Established Period Manually
&

Change Selection Size for Period
'+ Re-Report Selection List
]E& Re-Report Selection List by Contact
. X View Selection List
L] Edit Employee Count (Location Pool)

j‘ Period Participant Repart
@ Delete & Restore Period
@ Delete

.3 Add Additional Alternates to Selection Period

La:
Na

Ita to d

Delete Random Period

To delete a specific random selection period, View Selection Periods, locate the specific period and right

click, click Delete. All deletions are maintained in the audit log.



Run Selection for a Manual Pool
To run a selection for a pool that has a frequency designation of Manual, highlight the pool, right-click
Use of “run selection manually” is for additional selections

and then select “Run Selections Manually”.

27

in addition to the set selection periods.

The following screen will appear and allow for editing if necessary prior to the actual selections.

Click on “Execute” and the random selections will be generated.

Secure Test to Tina

May 20 check on
production

HT Test pool US1894

testing may 6

tina consort take

TRAVIS DEMO 1" 2011-05-20
ACCOUNT TM

Tina Random 3 2011-05-22
MAYBERRY 0

SAFETY

SOLUTIONS

Tina Random 3z 2011-05-06

Tina Constorium 0
CCO, Tina
Bandom BT

" 0.00
4 0.00
0 0.00
3 0.00
0 0.00

PARTICIPANT 0 0
&+ Edit Assigned Entities
&+ Upload Entities 2
= View Selection Periods 0
Run Selections Manually
¥ View Reports 3 2
@ Dekete 0

0.00
0.00

Note: Running manual selections on a pool should be used to generate extra selections that fall outside

of the scheduled periods that have been established.

Reports
From the pool page, right-click on your selected pool, click on “View Reports” and the following six

reports will be available:

(&) Add Pool
Paol Id

as
ag
110

1. View Audit Log

L& Edit Pool
Pool +

FMZCA Production Test
FA& Production Test

check again

L Search all Participants ] Export all B Export Current Search

Alcohol To Date Customer Employees
1} FMCSA Test 30

a Test Airline 50

a Test Aitline 0

Drug To Date Last Run Drug Goal
0 2012-03-m g
0 2012-01-m T
0 M1 03 0 n

Drug Compliance
(%)
PARTICIPANT 0.00
PARTICIPANT 0.00
PARTICIPANT

Selection Type

100.00

.+ Edit Assigned Entities

.+ Upload Entities

= View Selection Periods
Run Selections Manually

= View Reports

@ Delete

e Miew Audit Log

.+ Wiew Compliance Report

.+ Miew Customer Orphan Records
# Certificate of Enrollment

.+ Letter of Partidpation

# Location Based Compliance Report

Alzohol Goal

3
3
a

The Audit Log will capture any updates and/or deletions made to the pool and its parameters.

& Search v | Htestsh X

Alcohol
Compliance (%)

o0
o0
1000



€ 13screen

0501 Morthfield Blvd Denver, CO 80238 B68-720-5837 (voice) B77-700-5684 (fax) mro@ilscreen.com (emal)

Audit Log For Group testing may 6

Time Changed Table Changed

Change Type  Change Value

Random Pool Cycle UPDATE [Alcohol Test Rate: Alcohol Test Rate Changed From 10 PERCENT TO 15
PERCENT
Tina Busch 5/22/11 8:05 AM CGR Record Values UPDATE See Detailed Change Increase of alcohol testing rate

This example captures the user that made the change and the actual change made to this pool of an
increase in the alcohol rate from 10% to 15%, along with the user’s note.

2. View Audit Log - Employee

From the “Edit assigned entities” section, you may review the audit trail on a specific participant. To do
so, highlight the participant, right-click, and select “Audit Log".



Add Entities to Pool

Entity Heirarchy & Add Partidpants L, Search =
= Alcohol To Date
@[] TRAVIS DEMO ACCOUNT TH Entity Name Type Employee ID Location
Donald TRAWIS108 participant TRAW000108 TRAVIS WEST @ (]
LOCATION
Justin Test1 participant 8675309 TRAVIS EAST @ (1]
LOCATION
Justin Test2 participant 8675319 TRAVIS EAST @ 0
LOCATION
Justin Test3 participant 8675329 TRAVIS EAST @’)
LOCATION (]
Justin Testd participant 8675339 TRAVIS EAST @
LOCATION
Justin Tests participant 8675349 TRAVIS EAST @ o
LOCATION 3
Justin Tests participant 8675359 TRAVIS EAST = (1]
LOCATION
udit Log
Justin TestT participant 8675369 TRAVIS EAST -
LOCATION i
Justin Test9 participant 8675389 TRAVIS EAST @’)
LOCATION '
Justin Test10 participant 8675399 TRAVIS EAST @
LOCATION i
Justin Test11 participant 8675310 TRAVIS EAST @
LOCATION i
Justin Test12 participant 8675311 TRAVIS EAST @ A
LOCATION
&
&l
Page|1 |of1 2] | show[25 |s]items Displaying Records 1- 120f 12 7
— ———————
CLEAR CHANMEL REGION  CLEAR 94 2011-02-07 4 1 36.36 PARTICIPANT 4

The audit report shows for Justin Test6 that he was added to the pool on 04/21/11 at 10:39am by user
jpohlmann and was removed from the pool for Military Leave on 5/24/2011 at 8:41am by user chbusch
and added back in at 8:42am on the same day.

Audit Log For Participant Justin Test6

Username Time Changed Notes

chbusch 5/24/11 8:42 AM Added participant 572014 to group 47
chbusch 5/24/11 8:41 AM Military Leave

jpohimann 4/21/11 10:39 AM Added participant 572014 to group 47

Assigned Entities Report Scheduling



To schedule delivery of the most current list of participants uploaded into a specific Random Pool, left
click on the desired Pool.

|z schedule |

At the top of the dash board screen, click the button to display the Scheduled Report window

and then click | Daddschedde v display the following window.

Add Scheduled Report

Use this form to add a scheduled report that will
automatically be sent to a DER based on the frequency.
All required fields are in bold.

Freguency

Scheduled Report
Send Report To DER:

Report:
Delvery Method:

Report Frequency:

Using the appropriate pull down arrow, select the person to which the report is to be delivered, select
report AssignedEntities — MRO RESULTS ONLINE , and choose the Delivery Method and Report
Frequency. Click SUBMIT.

3. Compliance Report Summary
YTD Summary — This report shows the customer the testing rate, average employees, annual target,
selected and completed tests YTD, and remaining test to be completed.

Selection History — This report shows the customer the number of selections that have been made.
Employee Selected and Tested — This report shows the customer all completed random tests.

Employees Selected But Not Tested — This report shows the customer all random tests that still need to
be tested prior to the end of the period.

Random Test with No Selections - Also known as the “Orphan Report”, this report shows the customer
random tests that did not have a selection.



4. Advanced Compliance Report
To utilize the Advanced Compliance Report function, right click on the desired Pool to highlight and

display pop up window.

20131010 7 1

2012 68, Edit Assigned Entities
& Upload CSV Entities
& Upload Excel Entities

2013 : View Selection Periods

;E iew Reports
20121 [ schedule Report

Run Current Period

Run Selections Manually

14.29 il 1]
0.00 20 0
0.00 0 0
0.36 0 0

b ;E Advanced Compliance Report
I=| Auditiog
;E Certificate of Enrollment

35 Compliance Report

Z013-
& Delete
0 0
20131003 3 0
Z013-10-03 2 0

In the pop up window,

The following window

35 Customer Orphan Records

35 Letter of Participation

35 Location Based Compliance Report

click ;E View Reports

should appear:

Advanced Compliance Report

Advanced Compliance Report

All required fields are in bold.
To use this form:
1. Select a Compliance Report type

2. Select Cycle Period OR a date range
3. Select Locations

Report Details
Select Compliance Report Type:

Select @t Start Date:

To enter customized period

Start Date. t/'
(s) to pull report data from

@ Add Locations @ Remove (@) Remove Al
Location Name

ALL

DER selections coming soon

0.0

0

0.c

then select the

Use this form to generate Random Compliance reports by location(s).

Select Cycle Period: @

Select Report End Date:

Customer Hame

ALL

55 Advanced Compliance Report button

)f/+ To enter customized period End Date.

|

NOTES: A customized report period can be selected by entering (1) Select Report Start Date and (2)
Select Report End Date.



Report Details section

At the Selection Compliance Report Type field use the pull down menu to identify the desired report
type.

At the Select Cycle Period field use the pull down menu to identify the desired cycle for the report.

Report Details

Select Compliance Report Type: Select Cycle Period:

Complete| hd hd
Complete Select Report End Date:

[ Employee Selection Histary A

[T] Employees Selected and Tested
[ Employees Selected and Not Tested

[[]Random Test with no carrespanding selection
& AOT LOCATONS gy REMOVE

Select Location(s) section

The default selection for identifying locations is ALL. This option can be removed by left clicking to

highlight and then click ©Remove .

K () Add Locations

To add specific locations to pull report data, clic Highlight the desired location(s) and

then click Add at the top of the window. When the desired locations have been selected, click Close at
the bottom of the window.

Click the button at the bottom of the window to produce the report.

Advanced Compliance Report Scheduling

To schedule delivery of the most current Pool performance and compliance information, left click on the
desired Pool.

&E| Schedule |

At the top of the dash board screen, click the button to display the Scheduled Report

window and then click " & Add Schedule to display the following window.



Add Scheduled Report

Use this form to add a scheduled report that will
automatically be sent to a DER based on the frequency.
All required fields are in bold.

cmpany Freguency

Scheduled Report
Send Report To DER:

Report:
Delvery Method:

Report Frequency:

Using the appropriate pull down arrow, select the person to which the report is to be delivered, select
report AdvancedCompliance — MRO RESULTS ONLINE , and choose the Delivery Method and Report
Frequency. Click SUBMIT.

5. Certificate of Enrollment
This report provides the customer with documentation that they are currently enrolled in a Random
DOT Testing Program.

6. Letter of Participation

This report provides the customer with documentation that they are currently enrolled in a Random
DOT Testing Program and are subject to all required type of tests (random, reasonable cause, etc.). This
report also displays the current required drug testing screening and cutoff levels.



Alternate ID’s for Random Matching

Many times, the EID (employee identification number #) that is uploaded for the random selections is
not the same EID that is provided at the collection site during the collection process. The user may
enter one additional alternate ID to the result in order for the random matching process to occur and
provide accurate information on the compliance report.

Edit Results |

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

Participant Information
First Name: Middle Name: Last Name:
KP TEST2
S5M/EID: Alternate ID: Phone:
CL2343244

-

E-mail: T

HV“"* User can input the alternate ID here

Address:

Customer Location:
Demo Location el

Screen Information

Reason For Test: Reason for change:
RANDOM B w7

,

The user goes into the completed results and enters the alternate ID number, the reason for the change

and then click .

Random Test Forced Match - Out of Period
(This function is not applicable for FMCSA regulated Pools - FMCSA regulation 382.305 (h) 3)

For Compliance Report purposes, the MRO Results Online platform has the ability to force match a
Random test that was completed outside the period for which the participant was selected.

To force match a completed test, the Case Number of the test is required (Customer Administration
section > Occupational Health Screening > Completed Results)

NOTE: Once a test has been force matched, the match cannot be undone.
Matching criteria:

e The Program (DOT or NON-DOT ) must be a match for the Pool and the identified test
e The Reason for the Test must be designated as Random

Force Match Steps:

1. Locate the appropriate test Case Number
a. Customer Administration section
b. Completed Results



e l .
2. Atthe [05"“’ button, access the Randoms Management section

View Selection Periods

3. Right click on the desired Pool and click =
4. Use the expand buttons in the navigation window to locate the appropriate selection period.

®

Force Match button

View Pool History

@ Pool History (Green Periods Have Run) Force Match -7 #Reason Not Tested @ Delet
(4 Selec...
@] 2013-01-01 - 2013-12-31 :';:e :ﬂa::e Ef; FD"“D‘U“ Locat..
[ Period 1 (2013-01-01) Tas?\ng
y [ Period 2 (2013-02-01) @
IJ Period 3 (2013-03-01) ADAN . es 28009... two
Expand button [ Feriod £ (2012-0201) ASDL. MO wggs 833 two
—
[ Period 5 (2013-05-01) AARON MOR.. Yes ——3822.. two
[ Period 6 (2013-06-01) ADAM  MELO 7408 i
] Period 7 (2013070 Choose selected participant
eriod 7 ( - AARON WOOD 4001... two
[ Perind 8 (2013-08-01) J
[ Period 9 (2013-08-01) ADAM  IZIAR.. 4653... two
[ period 10 2012-10-01) ABBE  TOML.. 782, two
[ Period 11 (2013-11-01} GAIL
[T Period 12 (2012-12-01) AAL.. CINSI.. 3264.. One

5. Locate the participant for test match

6. At the top of the Pool History window, click the | Force M3t b ytton and when prompted enter
the applicable test Case Number
7. Click SUBMIT

Excuse Random Selection

1. Go to Active Pools
2. Highlight the pool you want to work with
3. Right Click — View Selection Periods

Pool History (Green Periods Have Run) /. #Reason Not Tested (&) Delete & Restore Period 1= report B 1 Export to Excel i, search (@ Clear

ST FmesaTEST POOL First Last ?e‘ec' " Empl li'e'ecm Alcohol | D Drug Aleohol | Reason | Alcohol
[ ]2015-01-01 - 2015-12-31 T . o P Locat.. LA e | e Case  Case  Not | o
=[] 2016-01-01 - 2016-12-31 ame ame e oo s S Mumber  Number Tested an an

[ Peried 1 (2016-01-01)

[ Period 2 (2016-04-01) John Doe es AM... 0.209... 0.450...
[ Period 3 (2016-07-01}
[ Pericd 4 (2015-10-01) Donald  Duck 0.217. 0.720

Testing Testing

Wicky Mouse A 0.276. 0.526.

John Bank 0.457. 0.221

Snow White A 0.538. 0.945.

Minnie Mouse 0.817... 0.064...

¥ Pl | [E]] show|25 |« |items Displaying Records 1 - 6 of &

4. Pool History (upper left corner) Click + and Click + again, Click on the Period you wish to work
with



5. Find the Selection you wish to excuse and click on donor to be excused

View Pool History

Pool History (Green Periods Have Run) ;f;'} Reason Not Tested @ Delete & Restore Period aE Report @] Export to Excel i, Search (@ Clear

3] FMCSATEST PooL — Selec... Drug Alcohol | Reason
.ﬂIjZEHS-EH-EH - 2015-12-31 For For Alcohol | Drug Case Case Not Drug Alcohol
=] 2016-01-01 - 2016-12-31 ‘?;L;?ing $::tli1nc; Altern...  Altern... | M| | e Rank Rank
Ij Period 1 (2016-01-01)
[ Period 2 (2016-04-01) Yes 0.209.. 0.460...
[ Period 3 (2016-07-01)
[ Period 4 (2016-10-01)

Minnie

b bl | [2]] Show|25 |v |items Displaying Records 1 -6 of 6

6. On top menu bar Click Reason Not Tested
Set Reason Not Tested

Set Reason Not Tested
Set the reasen why the participant was not tested for the selection period.
All required fields are in bold.

Reason Mot Tested

Reason Mot Tested:
Terminated|

Other Reason:

7. Choose a reason
8. Click submit

MIS Report

This report provides all of the DOT drug and alcohol tests that have been reported to the customer and
will assist the customer in their yearly requirements for the MIS reporting to the DOT.



Please note: This report only includes results that have been received by MRO Results Online and either
reviewed by the MRO Department or received by the Data Entry Team and entered for reporting
purposes to the customer. Examples of tests that would not be on this report include alcohol tests that
are not housed/entered by MRO Results Online , refusal to tests (no shows), etc.

To access the MIS report, access the Randoms Management section; click Customer Pools; then click the
,, MIS Report
button near the top of the screen.
The following box will display. Select your customer from the dropdown box, specify whether you want
the system to provide a report based on your DOT or Non-DOT testing program and select a start date
and end date that the system should search for results. (Note that the date specified here relates to the
collection date of samples and is inclusive).

View MIS Report B
View MIS Report

Use this form to View MIS Report. All required fields are in bold.

Location Filter Terms

Customer: Program:

Start Date: End Date: DOT Agency:
3 A v
B This field is required B This field is required

Customer Account Number (All Location Filter Fields Must Be Selected)
[] Toggle Al Locations

Select Individual Location(s):

Additional Search Fields

[] Toggle All Positions

Position:

View Report

For DOT Agency, we recommend that the field be left blank (Note that if at collection the Agency on the
Chain of Custody form is incorrectly marked, or unmarked; by leaving this field blank the test will still be
captured on the MIS Report). However, it is available to receive your information specifically by

applicable agency.

Select the Location(s) that should be included in the report. If you want to see results for all your sub-
companies and/or locations, you can use the “Toggle All Locations” checkbox to populate them all.

If you want to further refine the report by listing only individuals tested who work in specific functions
(i.e. mechanic, pilot, driver), you may do so using the last dropdown box. Once you’re satisfied with your

selections, use the YiewRepatt button to generate the document.



It is strongly recommended that MIS Report numbers be validated with the completed test information in
the Completed Results area of the platform... prior to releasing any MIS reports.

Suggested:

1. Pullin completed test information using the SEARCH feature:
a. Customer
b. Program Description (DOT)
2. We recommend that the following columns be included as visible on the grid:
a. Collection Date/Time
b. Customer
c. Agency
d. Specimen Type
3. Export Current Search information to Excel
4. Edit spreadsheet for desired date range using the Collection Date
a. Filter out the following Specimen Types — Blood, Oral, Physicals
b. Filter out the following MRO Result designations — Incomplete Result, Not Reported
5. Locate cases with Agency column containing any of those below and update Agency as needed
using the case CCF. The information may have been omitted at the time of collection.
a. Blank
b. Not Provided OR Not Applicable

Additional Features

Add Additional Alternates to Current Period - Post Run

With the MRO Results Online platform, for DOT and NON DOT pool designations, you have the ability of
selecting alternates or additional alternates for employees legitimately unable to test for the current
period. This feature may only be utilized while in the current period.

™ Periods

Highlight the desired pool. Select near the top of the screen, or right click and select View
Selection Periods. In the Pool History area to the left of the window, click the Row Expander [+] to

display the pool periods.

Below, Period 1 (green text) is the current period and post run (random selections already been made).
Right click on the current period and select Add Additional Alternates to Selection Period.



View Pool History I Pool History (Green Periods Have Run) [Re
Pool History (Green Periods Have Run) -i¢Reason Not Tested @_]EXF =2 |_—| KEW Poolx Test
=[] KEV PoolX Test o = 2013-04-01 - 2013-12-31 E';:E
=[] 2013-04-01 - 2013-12-31 :“‘ ;55‘ For Dru [ Period 1 (2013-04-01)
) . ame ame )
[ Period 1 (2013-04-01) Testing 8 ‘¢ Change Selection Size for Period
|J Period 2 (2013-05-01) Ij b
[ Period 3 (2013-08-01) SANTL.. MADRL.. Yes = L& Run Established Period Manually
| Per?ud 4 (2013-07-01) Tamika RODRIL.  Yes [ 442 Re-Report Selection List
[Tl Period 5 (2013-08-01) = i .
[ Period & (2013-03-01) Peter Broccs ves 3 &+ EditEmployee Count (Location Pool)
I [ Period 7 (2012-10-01) — ‘s Add Additional Alternates to Selection Period
[ period & 2013-11-01) STEPH.. MAZON Yes -
[ Period 8 (2013-12-01) ] © pelete
STEPHEN ROSS  Yes I

The Add Alternate window should appear. Indicate the number of Alternates desired.

Add Alternate Random Selections Sl

Add Alternate Random Selections

Use this form to designate how many alternates to select. All
required fields are in bold

Alternates

m

Number of Drug Alternates:

Number of Alcohol Alternates:

Add Alternate Random Selections

Use this form to designate how many alternates to select. All
required fields are in bold

When complete, click at the bottom of the window to generate the additional alternates.

Run Selections for Multiple Pools Simultaneously

This feature can only be used for the current period, pools that are not on hold and periods that have
not already been executed.

Before beginning, ensure all pool updates have been processed and that the target pools are removed
from Hold status.

To run random pool selections for multiple pools at the same time, highlight the first desired pool. Hold
down the Ctrl key and then select additional desired pools to have selections run. Near the top of the

Run~

screen, click and select Run Current Period to generate the random selections.



ol M Hold Run* 4 Search All Participants ;E, Entities 4

Run Selections Manualhy
| tomer
Run Current Pericd
zmber Felegss [25OrEEN oEmmo
worn chedk i2screen Test Airline
jer Stores i2screen Kroger

* - Please exercise patience as selections may take a few minutes to run given the number/size of pools.

Randoms Management Assistance
For assistance contact the Random Management team at orders@nationaldrugscreening.com 866-843-
4545,



mailto:orders@mroresultsonline.com

