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Welcome to Workforce!

This training document will illustrate 
how to use Administration Tab in 
Workforce. We will cover:

• User Information

• Add Users

• Portal Information

• Add Company

• Add Lab Accounts

• Export Company List

• Clinic Search Options

• Orderable Services

• Order Defaults

• Lab Results Reporting



Administration Tab

After logging in to the Workforce 
portal, you will see the results grid. 

First, locate the Administration  tab 
at the top of the page. 
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User Information

Select User Information from the 
Administration menu.

The User Information  page displays 
all users within the portal(s) under 
the master portal.

Like the results grid, users can be 
sorted and filtered by column.

Use the Export CSV button to export 
a list of all portal users.
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Edit User Information

Click on the user’s login name to edit 
User Information .

From this screen, you can make a 
user as Inactive , Delete Role , and edit 
a user’s Name  and Phone Number . 

Click Reset Password to send the user 
an email with a password reset link.

Toggle the button to turn on 
notifications about services . Barry
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Add Single User

Select Add User to add a user to the 
portal. 

Fill in the user’s information. 
Select the User’s Role .

Select the user’s Company. The 
company must already be created in 
the portal.

Turn on notification for services, if 
needed. 

Select Save  to Add the user.
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Add User

An email will automatically be sent to 
invite the user to Activate their 
account.

After clicking the Activate Account  
link, the user will be sent a PIN  to 
their selected method of 
communication.

The user will enter the PIN on the 
next screen and then be asked to set 
up their password.

Once logged in, the user should 
bookmark their Workforce portal 
URL. 555-555-5555

newuser@examplecompany.com



Check User Invite Status

If the new user does not receive their portal 
invite email, navigate to the Invite Status 
page. 

Like the results grid, the 
Invite Status page displays
information in sortable 
grids.

Locate the user based on 
the company, email address,
and when the invite was sent. 

Click on the email address to edit the 
email or phone number for the 
invitation. You can also Resend 
Invitation  or Delete Invitation . 
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Import Multiple Users

Before importing, set up the first user 
with the Add User button. 

Select Bulk Import Users button. 

Download an example spreadsheet 
and fill in the required info for new 
users.

Save the spreadsheet as a CSV file. 

Select Browse  and Upload 
Spreadsheet  to upload the file.

Each user will receive a link to finish 
activating their account.
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Portal Information

Select Portal Information from the 
Administration  menu. From the Portal 
Information  page, the organization 
information can be edited.

This is the information that displays on non -
Marketplace authorization forms in the 
“Who to Bill” section.

There is an option to add a Logo to the 
Workforce portal. This logo will display in 
the top - left corner of the portal.
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Add New Company

Step 1:
From the Portal Information page, Select 
Add Company to add a company to the 
portal. 

Fill in the company’s information. 
Select the Business Type .

Fill in the company’s DER contact 
information. 

Select Save  to Add the company.

Next, add lab accounts to the company. A 
company must have lab accounts set up to 
be able to place orders.



Add New Company

Step 2:
Select Company Information from 
the Administration Menu.

Under Company, search for the 
company name.

Click  Lab Account Details to add 
accounts to the company profile.

Click Add New to Add a new account 
number. 



Add Lab Accounts

Select the Lab.

Enter the Lab Account .

Click Check  account to verify. The 
account must already be in the lab’s 
system to be validated. One test panel set 
up under the account will be displayed 
and a green box with Lab Account Found 
will pop up.

Click Submit  to add.

Invalid accounts will show a red box. 

Use the arrows  to move accounts 
between Active Lab Accounts and 
Inactive Lab Accounts.



Add Multiple Lab Accounts

Use the Upload Spreadsheet button to 
add multiple lab accounts at once.

Download an Example Spreadsheet . 

Open the spreadsheet and fill in the 
columns Laboratory and Lab Code. Save 
the CSV .

Click Browse  to find the file and click 
Upload Spreadsheet . 

Once the file uploads, the accounts will 
be listed in Active Lab Accounts .



Add Multiple Companies

From the Portal Information page,  select 
Company Import .

Download an Example 
Spreadsheet  and fill in 
the required information 
for each company, 
including lab account 
numbers.

Save the CSV . Select Choose File to upload 
the file.

A preview of the spreadsheet information 
will be shown. Click Submit for Validation .



Add Multiple Companies

Errors will be shown for any missing or 
invalid fields. 

The same account code cannot be used in 
multiple company portals.  

Correct errors and re -upload the CSV file. 

Once all information is complete, select 
Import .

A message will display in green once the 
CSV file is successfully imported. 



Export Company List

From the Portal Information page,  select 
Companies Details 
Export .

A CSV file will download.

Use this list to view all 
companies within the Portal, 
their contact Information,
DER information, and lab account codes. 

You can also view the company’s 
active / inactive status.
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Edit Company Information

From the Company Information page,  
Search for a name in the 
Company Field.

Click on the Company Name 
to see the Company’s 
Information.

Click any field to edit the 
listed information.

Click Update  at the bottom of the page 
to save changes. 

You can also make a company inactive 
from this page. Click Inactivate  at the 
bottom of the page. Inactive 
companies can still be found in the 
portal but will be not available for 
orders.



Clinic Search Options

The Clinic Search Options 
page allows a portal admins 
to set search options and 
defaults for orders. Once set, 
these options will apply to all
companies in the portal. 

Admins can adjust the default 
search radius, what type clinics are 
displayed, price tier display order, and 
whether only Marketplace  enabled Sites are 
shown.



Clinic Search Options

Click the Primary  tab for 
additional options. Here, Portal 
Admins can select a Primary 
site.

Click the Site Search button. 
Select services from the list and
search for the clinic location.

Click Select Site to add the Primary Site . 

Admins can also set Private Sites . Reach out 
to Workforce Support for help with private 
sites. 



Clinic Search Options

Click the Exclusion List  tab for 
additional options. Admins can 
also elect to Exclude Clinic 
Groups or Individual Sites.

Click the Group Search or 
Site Search button.  

Select services from the list and
search for the group or site.

Click Select Site to add the Exclusion List .

These options will apply to all systems 
under the master portal. 
 



Orderable Services

The Orderable Services page 
dictates what services can and
can’t be ordered by customers.

The Orderable  column shows the 
available services. In order for a service 
to be turned on, it must be included in 
the contract negotiated with CRL and 
activated by internal CRL staff.

The Default  column can be used to 
turn off specific services. If removed 
from the Default, that service will be 
shown as “not orderable”.

Click Update  to save changes.

 



Order Defaults

The Order Defaults page is used to set 
and limit various fields during ordering.

These defaults can be set per company. 
First, search for the company name. 

Choose an Order Field from the list.

Select which options will Show  and 
which to Make Default .

Click Update  to save changes.

Order defaults can be set for:
• Regulatory Mode
• Reason
• Hours Until Order Expires
• FAA Employee Category
• Regulated Drug Test Sample Type
• Non -Regulated Drug Test Sample 

Type

 



Lab Results Reporting

To ensure accuracy, the Lab Results 
Reporting page tells the system what 
confirmations and results are required. 

To make changes, select the company 
name from the drop -down list, check or 
uncheck the appropriate box and click 
Update .

If you are having issues with seeing 
results, check here to ensure the correct 
settings are chosen.
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