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Welcome to Workforce!

This training document will ,\
illustrate how to use the Results (CRL

Tab in Workforce. We will cover:

| Workforce
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 Navigating the Results Grid

Home

« Sorting the Grid TR

Password eeneane =

e (Customizing the Grid

Forgot Password

+ Searching for Results
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Results Grid —
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After |Ogging in to the portal, # Home Result Exceptions Randomization = Portals ~ Order Site Search

you will see the results grid. et
Like a spreadsheet, the grid has g -

CLEAR

Results Reports ~  Administration = l & Account T

CUSTOMIZE EXPORT CSv B CLEAR FILTERS &

rows and columns that display
orders.

)} (=88 WATCH ID NUMBER ~

ergEEg SSN

You may need to use the scroll
bar at the top to view all ofthe e
available columns and the scroll

'''' 58N
bar on the side to see all of the
FTOWS. cus+3366 SN
4440 SSN

You can also use the page
navigation at the bottom to see
more orders.

Total recards: 157

NAME ~

Benson, Barry

Carter, Thomas

Sanchez, Juanita

Long, Sally

Cleves, Anne

LAE ACCOUNT =

TOC.MUAT. REF1

TOC_MUAT.REF1

TOC.CUAT CNRGALL

CRLFFOXMONTEST

TOC.CUAT.REFT

SAMPLE RESULT ~ eDocs SAMPLEID - SER‘.I’ICEI
Megative [r——— CC11440002 ab Ba
Megative ENER CC11440001 Lab Ba
Complete mammes | 0021203490 Clinica
Positive Dilute = cC12z2z22n Lab Ba
e CC44877844 Lab Ba

I - 2 3 Next  Last



Column Details

~~
A few of the.most helpful @RL ot
columns are: Tormforc

# Home Result Exceptions Randomization = Portals ~ Order Site Search

C Name: Donor Name Show Archived Orders

CLEAR

Results Reports ~  Administration = l & Account T

CUSTOMIZE EXPORT CSv B CLEAR FILTERS &

« Lab Account: Account that
the sample was tested under

)} (=88 WATCH ID NUMBER ~

- Sample Result: Result of the o
requested test
'''' S5M
« eDocs: PDF of lab result
letter or other documents S
pertaining to the test et The

« Sample ID: Chain of Custody = rulwecos 1sr
number / sample number

« Service: Type of test ordered

NAME ~

Benson, Barry

Carter, Thomas

Sanchez, Juanita

Long, Sally

Cleves, Anne

LAE ACCOUNT =

TOC.MUAT. REF1

TOC_MUAT.REF1

TOC.CUAT CNRGALL

CRLFFOXMONTEST

TOC.CUAT.REFT

SAMPLE RESULT ~ eDocs SAMPLEID - SER‘.I’ICEI
Megative [r——— CC11440002 ab Ba
Megative ENER CC11440001 Lab Ba
Complete mammes | 0021203490 Clinica
Positive Dilute = cC12z2z22n Lab Ba
e CC44877844 Lab Ba

I - 2 3 Next  Last



Sort Grid

((fi!}f!); ‘Workforce
Each column with a ¥ can be
sorted in ascending or

descending order.

# Home Result Exceptions  Randomization~ Portals~ Order Site Search Results Reports ~ Administration ~ = Account ~

Show Archived Orders

Search ‘ CLEAR CUSTOMIZE EXPORT CSV CLEAR FILTERS &

. »

C||C|( on the arrow to Chaﬂge 'H ID NUMBER ~ NAME ~ LAB ACCOUNT ~ SAMPLE RESULT *  SERVICE ~ eDocs SAMPLEID ¥ STA
the Sort Order Or SeleCt fI |ter *xRRRRTTEE L Benson, Barry CRLDOTW.DOTTEST = ]2 Sort Smallest to Largest e Test Not Provided 9
Crlte rla . 1% Sort Largest to Smallest
wesrk5E55  Alt Carter, Thomas QZZ NON1.REF1 e Test Not Provided @
Kearch Q
Click OK to see your sorted or | s L .
: IR Sanchez, Juanita % Negative 0 Test BAT109819185 €)
fl |tered reSU |tS. % Negative Dilute
Not Detectec_i ) v
werrie5365 EmployerlD  Long, Sally QZZ.CHEM.REF1 @ en Collection NotProvided @
To clear column filters and view
a” Orders In the grld ClICk -the Pulmonary Function Test Not Provided 9
!
Clea r FI |te rS bUtton : Respirator Fit Assessment Not Provided 9

Total records: 495 First  Previc - 2 3  Next Last




Customize Grid
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Change the columns displayed
or the column order by using

the Customize button at the Show Archived Orders S
. Select = Segrch CLEAR CUSTOMIZLE EXPORT OS5V CLEAR FILTERS &
top of the grid. < | I 55T T

# Home Result Exceptions Randomization = Portals = Order Site Search Results Reports ~  Administration = 1 Tee & Account T

WATCH 1D NUMEI cusTOMIZE COLUMNS x JAMPLE RESULT * \Docs SAMPLEID *  SERVIC

Click the checkbox to display or

B NamE

un-check the box to hide a
column. —

eDocs

Eqative G I

ey ative RO
& sAMPLEID

& SERVICE

Click and drag the column titles S 02120340
to change the order displayed Do

in the grid.
Click the orange Customize
button to save your selections. pe

[ UPDATE DATE

Grid customizations are unique
to each user. S

MPO#



Search Results Grid
CRL
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To find a specific order, use the
Search tool at the top of the
Show Archived Orders

g rld . m Sl D r.-| FAR mTcH ] RESC r:u'rran?r EXPORT C5v B :.'l FAR FILTERS £
All Personnel 1IDs ,

First, select the criteria type you Alternate ID ID NUMBER ~ NAME = LAB ACCOUNT ~ SAMPLERESULT »  STATUS eDocs |
would like to search by Driver ID

Employer 1D PERRRRRAR SSN Benson, Barry TOC.NUAT.REFT Megative 9 Lab Reported N
s
Then, enter your search term [irf::jam 7777 SSN Carter, Thomas TOC.NUAT.REF1 Negative © RO Reporisd Collected i
into the field and select the Full Name o
n i nto SearCh B s TC83 SSN Sanchez, Juanita TOC CUAT CNRGALL Complete O Lab Reported an ot
ICO i Location
Sample ID 3366 SS5N Long, Sally CRLFFOXMONTEST Pasitive Dilute 9 Lab Reported =
To reset your criteria selection Authorization 1D
and view all results in the grid, P Cleves, Anne TOC.CUAT REFY © colcciod Colected

use the Clear button.

Total records: 157 - ? 3 Mext ast

Sample ID ~ iy B CLEAR




View Order Documents CRL
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& Account™

# Home Result Exceptions Randomization * Portals * Order Site Search Results Reports Administration = -

Once you find the desired
order, locate the eDocs column. S At
Click on the document icons to 4

VieW re5u|‘t repor’[s. ABER ~  NAME -~  LABACCOUNT *  SAMPLE RESULT ~  STATUS eDocs  SAMPLEID = SERVICE - REASON FORTEST =~

B CLEAR IATC 1 C CUSTOMIZE FXPORT C5v B CLEAR FILTERS ¥

Random r

11 85N TC1L, TC11 TOCMUAT.CLNTALL - Megative e Lab Reported _'.E' 2099354394

These documents could be a
lab generated report, MRO
report or scan of a paper Chain
of Custody.

TESTING ¥ AND CONTROL FORM NON.FEDENAL st TES v Foon

Lonesa, KS 66215 |
T (CRL as I

[ (3.1 2 ——

SPECIvER 1D N CLIENT KO. CRLDOTW.DOTTEST S 2099364394
STEP 1: COMPLETED BY vE ACCESSION NO. |LIEE LoowLIz0 B coy u:mnaﬂmw«nmm 2
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Archive Orders CRL
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Oﬂce an Order is no |Oﬂger 4 Home Result Exceptions ~ Randomization~ Portals > Order Site Search Results Reports ~ Administration ~ & Account ™
needed in the primary view, it show Archived Orders
car be archived. |
e WATCH ID NUMBER ~ NAME ~ LAB ACCOUNT ~ SAMPLE RESULT ¥  SERVICE ~ eDocs SAMI‘

TO arChIVean Orderl SeleCt the *kk*kGECE AlY Benson, Barry QZ7Z.NON1.REF1 Lab Based Urine Test Not P
checkbox in the far-left column.

#eeex2021  SSN Carter, Thomas Negative 0.0 Alcohol Breath Test BAT1(
Click the Archive button.

w5365 EmployerlD Sanchez, Juanita QZZ.CHEM.REF1 Clinical Specimen Collection Not P
Archived orders will be hidden e Foction Tec -
from the primary grid view and
denoted With a |C0n. Respirator Fit Assessment Not P

#REEE%2536  EmployerlD Bolls, Audry QZZ.CHEM.REF1 Pending Clinical Specimen Collection Not P

G WATCH ID NUMBER ~ NAME ~ 5 First  Previous 2 3 Next Last

*kKRIKGEEE CL Sample, Will




View Archived Orders CRL
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# Home Result Exceptions Randomization~ Portals ~ Order Site Search Results Reports > Administration~ - Account ~

To view archived orders, select

the CheCkbOX next to ShOW Show Archived Orders
Archived Orders. Archived |

q

Orders Wi” nOW diSplay in the WATCH ID NUMBER ~ NAME ~ LAB ACCOUNT ~ SAMPLE RESULT ¥  SERVICE ~ eDocs SAMI.
primary grid view.

=] *H*IFXGEEE L Benson, Barry Physical Exam Regulated - DOT Not P
wxxix) 222 SN Carter, Thomas QZZ.NON1.REF1 Lab Based Urine Test Not P

wrRERD222  CL Sanchez, Juanita CRLDOTW.DOTTEST Alcohol Breath Test Not P
CRLDOTW.DOTTEST Lab Based Urine Test Not P

wkkIRGEEE L Bolls, Audry QZZ.DOT1.REF1 Alcohol Breath Test Not P

QZZ.DOT1.REF1 Lab Based Urine Test Not P

Total records: 514 First  Previous 2 3  Next Last




Unarchive Orders CRL
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# Home Result Exceptions  Randomization~ Portals> Order Site Search Results Reports~ Administration ~

First, make sure you are viewing
archived orders.

% Show Archived Orders

|

L]

UNARCHIVE WATCH RESOLVE CUSTOMIZE EXPORT CSV B CLEAR FILTERS &
»

TO UnarChived an Order, Select e WATCH ID NUMBER ~ NAME ~ LAB ACCOUNT ~ SAMPLE RESULT ¥  SERVICE ~ eDocs SAMPLEII‘
the checkbox next to the
arCh|Ved Order Next Clle the = *EREARGEST (O Benson, Barry Physical Exam Regulated - DOT Not Provid
UnarChlve bUtton at the top Of wRER£D DD SGN Carter, Thomas QZZ NON1.REF1 Lab Based Urine Test Not Provid
the grid.
*kREKD DD (CL Sanchez, Juanita CRL.DOTW.DOTTEST Alcohol Breath Test Not Provid
The Orde.r WI” nOW be dlsplayed CRL.DOTW.DOTTEST Lab Based Urine Test Not Provid
in the primary grid view.
*AARXGEEE (| Bolls, Audry Q77.DOT1.REF1 Alcohol Breath Test Not Provid
QZZ.DOT1.REF1 Lab Based Urine Test Not Provid

Total records: 514

v

3  Next Last




Export Grid Information

You can export a CSV file of
the grid information.

Click on the Export CSV
button at the top of the grid.

Select a date range and if
you want to include Active or
Archived orders. Click Export
CSV to download the file.

Column headers on the
spreadsheet will match the
column titles on the results
grid.
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# Home Result Exceptions Randomization =

Show Archived Orders

a

Partals =  Order Results Reports ~  Administration =

™ WATCH ID NUMBER -

*AR*eEB8E 55M

'''' CB3 SSM

1366 SSN

“*4440 55N

EXPORT CSV OPTIONS:

Include All Dates

From

To

Include Orders * L4 Active

2 Archived

Clear Filter &

Expog CSV B

TOCCUAT.REF1

Bolls, Audry

& Account

-

CLUSTOMIZE EXPORT CSV B CLEAR FILTERS &

CC11440002

CC11440001

6021203480

ccnz2zzzn

CC44877844

- :

]

Mext  Last

BULT ~ eDocs SAMPLEID ~ SEFW'ICEI
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