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Report Manager Tutorial
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Login

¸ Simplified, streamlined Login. One entry vs. multiple 

logins. Enter assigned or selected Username and 

Password.
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Login Reminder

¸ If an individual has forgotten his/her username or password.
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Login Reminder Confirmation

¸An email is sent with the individualôs username and password.
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General View Menu Page

¸ Initiate Drug or Safety Test. 

Access Reports. Add/Delete 

User or revise information.
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Employee/User Administration

¸ Add a new Employee/User or enter an 

Individualôs SSN or SMS ID to edit or delete 

an Employee/User.
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Add Employee/User

¸ Information that must be filled out by a Report 

Manager to add an Individual or a Proctor 

(a person that sits with an Individual and 

enters a code while the Individual is taking a 

safety test).
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Initiate a Drug Test

¸ No more COC forms for a Report manager 

to fill out

¸ Drop-down menus allow quick and easy 

data selection

¸ Can also bill the test to a Union Drug Test 

fund if they participate in one
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Drug Test Authorization

¸ All Individual information is reviewed 

before authorizing the test.
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Drug Test Authorization 

Confirmation

¸ A Drug Test Authorization Form 

is generated that the Individual 

takes to the collection site (clinic). 

You may also authorize another 

Individual from this page.
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Drug Test Authorized
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Drug Billing Report

¸ You can review who you have 

authorized to take a Drug Test as 

well as those who have completed 

a Drug Test. If they are covered 

under a Fund, the Fund will see it 

on their report.
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Initiate a Safety Test

¸ All available Safety Training test 

modules are listed.  If the 

Individual does not see a certain 

module, they are already current 

with this training. An Individual 

cannot retest until 90 days prior 

to their expiration date.
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Employee Status (Entry Page)

¸You can pull up an Individualôs Report Card 

to view their status.


