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Welcome to Workforce!

This training document will illustrate how 
to use Randoms and Consortiums  in 
Workforce. 

Section 1  will cover Stand -alone Random 
Testing Pools :

• Creating a Stand -alone Random Pool

• Tests Performed for Missed Periods

• Adding a Roster to a Pool

• Running a Random Selection

• Order Random Tests

• Excuse from Random Selection

• Running an Excuse Report

• Cancel Random Run

• Closing the Program Interval



Welcome to Workforce!

Section 2 will focus on Random Testing 
within a Consortium :

• Creating a Consortium

• View and Edit Consortiums

• Add Consortium Members

• Add a Roster to a Consortium

• Run Random Selection

• View Random Selection List

• Order Random Tests

• Excuse  from  Selectio n

• Cancel Random Run

• Re-run Random Selection



Creating A 
Stand-alone Random Pool
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Create Random 

Stand-alone Pool A Stand-alone pool can run random testing within a single company. 
The pool can be set up by a Portal Admin and managed from the Portal or Company Admin level. Companies 
must already set up in Workforce. See the Workforce Administration guide for more information on adding 
companies in Workforce.

First, navigate to the company portal.
Locate the Portals menu and search for the company’s name. Click on the Company name. Once you are in the 
Company portal, you will see the portal name displayed in the top right corner.
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Create Random 

Stand-alone Pool Locate the Randomization menu.

From the menu, select Random Testing. On the Random Testing page, select Create 
New Pool. 
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Create Random 

Stand-alone Pool

Choose the Pool Name 
and Pool ID.

Federally Regulated: Yes 
or No? If Yes, select the 
appropriate Regulatory 
Mode(s). Select as many 
as apply.  
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Create Random 

Stand-alone Pool Selection Interval: How 
often will a testing pool 
be run? 
Monthly and Quarterly 
are the most common.

Pool Calculation Type: 

Annual Percentage: A 
chosen percentage of 
pool members will be 
tested each year.

Fixed Number of 
Selections for Program 
Year: A specific number 
of pool members will be 
tested each year.
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Create Random 

Stand-alone Pool

Choose Percentage or 
Number of Tests Per 
Year: 

Drug: In this example, 
55% of pool members 
will be drug tested each 
year.

Alcohol: In this example, 
15% of pool members 
will be alcohol tested 
each year.
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Create Random 

Stand-alone Pool

The difference in setting 
up a standalone company-
specific pool and a 
Consortium is that you 
must select a lab account 
that will be associated.
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Create Random 

Stand-alone Pool

Specify the Panel that 
will be used, the Pool 
Membership Type and 
Pool Report ID Type.

Pool Membership Type: 
How will pool members 
be added?

File Import: Add 
members from an 
imported roster list.

Criteria: Pool members 
are added from existing 
personnel files in the 
system based on 
criteria.
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Create Random 

Stand-alone Pool

Choose the Pool Report 
ID Type.

Pool Report ID Type: 
What type of ID number 
will be used for pool 
members?

Click Submit once 
selections have been 
made.
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View Random Pool Now that the pool has been set up, you can view it on the Random 

Testing page. 
Click on the Pool Name to see the Pool details or to make any changes or work with 
the new pool.
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Tests Performed for 

Missed Periods
Click General Information to see pool details. 
Note, after creation and prior to the first selection being done, administrators have 
the ability to add tests performed for missed periods. Click Total tests performed for 
missed periods and make the appropriate selections. 
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Add Roster to Pool Click Personnel Import to add members to the Pool. 

Click Choose File to upload a CSV file of Pool Members. The CSV roster should include 
First Name, Last Name, ID, Regulatory Mode, and Employee Category. 
Click Next. 

 



16

Add Roster to Pool Map CSV columns to fields. 

Use the drop-down arrow next to each column header to map each to a field. Required 
information must be mapped to a column. Skip any columns you do not wish to import. 
Once imported, members can be viewed under the Pool Members tab.
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Add Roster to Pool Check for errors. 

After all columns have been mapped, click Submit for Validation. Any fields with an 
error or required fields unmapped will return an error. Click Back, correct the 
mapping, and Submit for Validation again. 
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Add Roster to Pool Confirm the records import. 

Once the import is error-free, click Import. Click Confirm to finalize the Roster 
Import. The system may take a minute to process the import. You will see a green 
success message once the Records import. 
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View Pool History
Pool History can be viewed from the Pool Details Page.
From the Pool Details page, select the History tab. Data from the current year will be 
listed under Testing Period Breakdown. Click the drop-down arrow to view data for 
previous years.
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Run Random Selection Under Pool Details, locate the Run Random tab.

Tests Required for Selection will be automatically calculated based on the 
percentages used to set up the pool. Administrators can increase the selection by 
editing the Actual to Select number. 
Click Run Selection.
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Run Random Selection Export the Random Selection List.

Once the random selection has been made, you can print or export the selection list. 
You can also print notification letters for individual employees. 
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View Selection Inbox
After a selection has been made, everything can be managed from the 

Selection Inbox.
From the Randomization menu, click Selection Inbox. The Selection Inbox will have 
the status and information for each individual selected in the random run. 
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Order Random Test
Orders can be started from the Selection Inbox.
From the Selection Inbox, locate the employee and click on the Status.

 

An order form will open and you will proceed with ordering the 
test as usual. After the order is placed, the status will change to 
Ordered.
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Excuse From 

Selection If you need to excuse an individual, you can do so in the Selection Inbox.
From the Selection Inbox, find the employee and click on the Created Date. If the 
test has already been ordered, first click Set to Pending under the Status.

 

Use the dialog box to either Excuse and choose an 
alternate or simply Excuse the donor. Select the reason 
from the dropdown. If necessary, comment on the 
reason. If you choose to alternate, a new person will be 
selected and both will be reflected in the Selection Inbox.
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Run Excused Report
For auditing purposes, you can run an Excused Report.

From the Pool Details page, select the Statistics tab. Click Run Excused Report from 
the top, just above Testing Period Breakdown.
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View Pool Statistics
As testing is completed, the pool statistics will be updated.

From the Pool Details page, select the Statistics tab. 
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Cancel Random Run
Admins can cancel a random selection that has not been ordered.

From the Pool Details page, select the Statistics tab. Click Cancel next to the appropriate period. 
Once canceled, you have the option to Re-Run the selection later.
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Close Program Interval Upon completion of testing for the calendar year, the program interval 

should be closed. 
From the Pool Details page, select the Close Program Interval tab. Confirm the 
information and click Verify. The current year interval will be closed and a new 
interval for the following year will be created.

 



Random Testing with 
Consortiums 
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Consortiums

The Consortiums Randomization Module is used for setting 

up a random pool containing multiple companies. Setup 

must be done on the Master Portal Level.

Log in to your Workforce account and navigate to the Randomization 
tab, then select Consortiums.
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Create New 

Consortium

The Consortium Pools page displays any existing consortiums.

To set up a new Consortium, select Create New Consortium.
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Consortium

Setup

Fill out the New Consortium Form

Pool Name: What should the pool be called?

Pool ID: How the pool will be listed. 
(10 character limit)

Federally Regulated: Yes or No?

 

 

If Yes, select the appropriate Regulatory Mode(s). 
Select as many as apply.  
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Consortium

Setup

Selection Interval: How 
often will a testing pool 
be run? 
Monthly and Quarterly 
are the most common.
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Consortium

Setup

Pool Calculation Type: 

Annual Percentage: A 
chosen percentage of 
pool members will be 
tested each year.

Fixed Number of 
Selections for Program 
Year: A specific number 
of pool members will be 
tested each year.
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Consortium

Setup

Choose Percentage or 
Number of Tests Per 
Year: 

Drug: In this example, 
55% of pool members 
will be drug tested 
each year.

Alcohol: In this 
example, 15% of pool 
members will be 
alcohol tested each 
year.

 

 



36

Consortium

Setup

Type in the Panel Code: 

Fill in the Panel Code for 
the test panel to be run 
on pool members. 

The panel code must be 
set up on each company 
account included within 
the Consortium. 
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Consortium

Setup

Pool Membership Type: 
How will pool members 
be added?

File Import: Add 
members from an 
imported roster list.

Criteria: Pool members 
are added from existing 
personnel files in the 
system based on 
criteria.
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Consortium

Setup

Include Companies with 
no Selection: Do you 
want to include 
companies in the 
consortium data, even if 
they do not have a 
selection scheduled?
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Consortium

Setup

Pool Report ID Type: 
What type of ID number 
will be used for pool 
members? 

Note: Imported roster 
lists must include this ID 
type for each person 
listed. Also, each 
company included in the 
consortium must be set 
up to use this ID type in 
Workforce. 
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Consortium

Setup

Submit: Click submit to 
create the new 
consortium.  

 



41

View New Consortium

The new consortium has been added to the Consortiums page. 

Click on the consortium name to see the new consortium and the consortium details. 
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Edit New Consortium
If you need to edit any of the setup information:

Click General Information. 
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Edit New Consortium
If you need to edit any of the setup information:

Click the edit icon. 
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Add Consortium 

Members The next step is to add companies to the Consortium :

From the Consortium Details page, select Consortium Members. 
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Add Consortium 

Members The next step is to add companies to the Consortium :

From the Consortium Members page, select Criteria and Company from pop up window. 
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Add Consortium 

Members Companies set up within the portal will be listed.

Companies that do not have the correct criteria will be greyed out and the error listed in 
parentheses. Eligible companies will be listed in black. Select each company and use the > arrow 
to move it to Selected Criteria. Once you have made your selections, click Save.
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Add Individual 

Consortium Member To add an induvial consortium member:

From the Consortium details page, select Add Individual. Search for the person via ID or other 
criteria. If not found, click Add. 
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Add Individual 

Consortium Member Add employee information:

Add information for the employee and click Save. 
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Add Consortium 

Personnel List Before making a random selection, first add a roster to 

the consortium:

Navigate to the Randomization tab, then select Consortiums. 
Select the Consortium Name. 
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Add Consortium 

Personnel List From Consortium Details, click Personnel Import to add a roster. 

Click Choose File to upload a CSV file. The CSV roster should include First Name, Last Name, 
ID, Regulatory Mode, and Employee Category. 
Click Next. 
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Add Consortium 

Personnel List Map CSV columns to fields. 

Use the drop-down arrow next to each column header to map each to a field. Required 
information must be mapped to a column. Skip any columns you do not wish to import. 
Once imported, members can be viewed under the Consortium Members tab.
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Add Consortium 

Personnel List Check for errors. 

After all columns have been mapped, click Submit for Validation. Any fields with an 
error or unmapped required fields will return an error. Click Back, correct the 
mapping, and Submit for Validation again. 
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Add Consortium 

Personnel List Confirm the records import. 

Once the import is error-free, click Import. Click Confirm to finalize the Roster 
Import. The system may take a minute to process the import. You will see a green 
success message once the Records import. 
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Add Consortium 

Personnel List Verify the records import. 

Verify that the number of records shown is the same as the number of records 
imported, both on the Statistics tab and the Consortium Members tab.
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Add Consortium 

Personnel List Verify the records import. 

Verify that the number of records shown is the same as the number of records imported, 
both on the Statistics tab and the Consortium Members tab.

 



56

Run Random Selection 

for a Consortium Under Consortium Details, locate the Run Random tab.

Tests Required for Selection will be automatically calculated based on the 
percentages used to set up the consortium. Administrators can increase the selection 
by editing the Actual to Select number. 
Click Run Selection. Click Confirm.
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Run Random Selection 

for a Consortium A confirmation will show Random Selection complete.

Print the Random Selection Master List by clicking on the link. You can print or export the 
selection list. You can also print notification letters for individual employees. Select Finish.
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View Selection List for 

a Consortium The selection can also be viewed on the Consortium Details page.

Select the Statistics tab and Click on the Period. 
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Order Random Tests Testing orders can be started from the Selection Inbox.
From the Selection Inbox, locate the employee and click on the Status.

 

An order form will open and you will proceed with ordering the test as usual. The donor information and test panel 
will automatically be set per the consortium setup and random selection. 
For more help with ordering, see the Workforce Ordering Guide. 
After the order is placed, the status will change to Ordered. The Authorization ID and Test Site will be shown.
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Excuse From 

Selection in a 

Consortium

Like a stand-alone pool, admins can excuse an individual.
From the Selection Inbox, find the employee and click on the Created Date. If the 
test has already been ordered, first click Set to Pending under the Status.

 

Use the dialog box to either Excuse and choose an 
alternate or simply Excuse the donor. Select the reason 
from the dropdown. If necessary, comment on the 
reason. If you choose to alternate, a new person will be 
selected and both will be reflected in the Selection Inbox.
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Excuse From 

Selection in a 

Consortium

View the breakdown with the excused and alternate selected. 
From the Consortium Details page, click on the Statistics tab. Click on the Period link. The 
excused employee will be marked with an “x”. The new alternate will be marked with a ‘+”.

 



62

Cancel Random Run 

for a Consortium Admins can cancel a random selection that has not been ordered.

From the Consortium Details page, select the Statistics tab. Click Cancel next to the appropriate 
period. Once canceled, you have the option to Re-Run the selection later.
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Re-run Random for a 

Consortium To re-run a random selection, click re-run from the Statistics tab. 

Confirm the Tests Required for Selection for the period. Click Run. 
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