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DESCRIPTION & CORE FEATURES
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Ce Drug Testing is a SaaS solution that provides a user friendly application to conduct a variety of drug
tests, interpret results, view test history, and generate chain of custody reports. Some additional core
features of Ce Drug Testing include:
• A paperless system with an electronic “Chain of Custody” record for every completed
and aborted test
• Configurable testing workflow based on defined policies and procedures
• Access to data via the internet for complete mobility in the field
• Randomized selections for groups, sites, agencies or companies
• Ability to capture images of testing devices to store with the test record
• Real-time access to test data for reporting and analysis
• Integration with Case Management Systems, HR Systems and others through standard
web services API
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UNDERSTANDING USER ROLES
OVERVIEW
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Ce Drug Testing has four different types of user roles. These are configured by
the Tenant Administrator in Ce Connect’s System Administration. The roles
for Ce Drug Testing are:
•Limited User – Enables limited privileges including the ability to complete
assigned collections, manually add tests and read-only access to lab/MRO
results.
•User - Enables some privileges including the ability to view rosters, assign
tests to users, complete assigned collections, manually add tests, read-only
access to lab/MRO results and analyze data.
•Power User - Enables most privileges including the ability to view rosters,
assign tests to users, complete assigned collections, manually add tests,
cancel tests, enter lab/MRO results and analyze data.
•Administrator - Enables all privileges including the ability to view rosters,
assign tests to users, complete assigned collections, manually add tests,
cancel tests, enter lab/MRO results, analyze data, merge donor records and
perform system administration tasks.
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CONFIRMING YOUR REGISTRATION
OVERVIEW

Ce Drug Testing is part of the Ce Connect Suite. Before accessing Ce Drug
Testing, you must first confirm your registration and setup your password for
the Ce Connect portal. Once you receive the email below, simply click “Confirm
Now” to complete your registration.
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CREATING YOUR PASSWORD
OVERVIEW
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When completing your registration, your password must be at least 7
characters long and contain one special character, such as !, @ or #. Once you
are successfully registered, you will automatically be redirected to the Ce
Connect login screen.
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LOGGING INTO CE CONNECT
OVERVIEW
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To access Ce Drug Testing, go to www.ce-connect.com from a supported web
browser (Internet Explorer 9 or greater, Google Chrome or Firefox). Enter your
User Id (email address) and password from the Ce Connect portal. If at any time
you forget your password or wish to reset it, go to the lower left corner of the
page and click “Forgot password”. This will generate an email with instructions
on creating a new password.
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NAVIGATING TO CE DRUG TESTING
OVERVIEW

Once you have successfully logged into Ce Connect, you will see the main
screen for the portal as shown below. To navigate to Ce Drug Testing, select the
“Ce Drug Testing” icon highlighted below. Users will only see icons the agency
has subscribed to and have permission to view.

If you or your
agency has
access to only
Ce Drug
Testing, you
will not see the
Ce Connect
portal screen.
Instead, you will
be taken
directly to the
Ce Drug Testing
main screen.
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COLLECTIONS SCREEN: WAITING LIST
OVERVIEW

Once you are logged in, you will be navigated to the Collections Screen. By
default, the “Waiting List” will be displayed, which is a list of tests for donors
who have been randomly or manually selected during the testing period and
assigned to you for collection. To filter the Waiting List by name or ID, simply
enter the search criteria in the search bar provided to the far right of the
“Collections” header. The number badge indicates the amount of tests due and
in progress. Note: Only Users, Power Users and System Administrators will have
access to view the random list for the location(s) they are assigned to.

To return to the
Ce Connect
portal screen,
select “Ce
Connect” from
the User Name
menu. To view
release notes for
this product,
select “Release
Notes” from the
User Name menu.
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COLLECTIONS SCREEN: IN PROGRESS TESTS
OVERVIEW

After you have checked in a donor for a test from your “Waiting List”, this
test will move to the “In Progress” list. To view all tests that are in progress,
select “In Progress” from the status filter on the Collections Main Screen. To
resume the collection process, simply click on the row to reopen the
Collections Workflow.
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COLLECTIONS SCREEN: COMPLETED TESTS
OVERVIEW

To view completed tests, select this status from the filter. The list will display
all completed tests as well as the test outcome. To download the Test
Report, hover over the row and select the “Test Report” icon.
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COLLECTIONS SCREEN: CANCEL A TEST
OVERVIEW

To cancel a test from your Waiting List or In Progress list, hover over a test
from the list and select the “cancel” icon. This will allow you to enter the
cancel reason and a comment. Note: only users with permission may cancel a
test.
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COLLECTIONS SCREEN: CANCELED TESTS
OVERVIEW

To view canceled tests, select this status from the filter. The list will display
all canceled tests as well as the canceled reason. To download a Test Report,
hover over the row and select the “Test Report” icon.
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COLLECTIONS SCREEN: PAST DUE TESTS
OVERVIEW

To view tests that were “Past Due,” select this status from the filter. The list
will display all tests that are past due, as well as other information such as
the donor pool and selection reason.
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DOT COLLECTIONS WORKFLOW: STEP 1
OVERVIEW

If your agency makes use of the DOT Collections Workflow, the first step is Check-in and
Verification. This includes verifying the donor’s identity and signing the consent form
using an electronic signature. Note: Internet Explorer 9 or greater is required for the
Topaz Signature Pad.

STEPS

To start a test, follow these steps:
1.From the Waiting List, select the test. The
list will be hidden temporarily while you are
completing the Collections Workflow.
2.Verify the identification of the donor.
3.Select the location where the collection is
taking place. By default, the location
assigned to the donor is selected.
4.Select Yes/No for the consent.
5.Select the consent type. Note: to view the
consent form, click on the icon to the right
of the consent type.
6.To continue to Step 2, keep “Start
Collection” checked and click Okay.
16
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DOT COLLECTIONS WORKFLOW: STEP 2
OVERVIEW

Step 2 of the DOT Collections Workflow is Device Selection. This will allow
the collector to select from a list of devices, which is managed by the System
Administrator.

STEPS

To complete Step 2, follow these steps:
1.From Device Selection, select the device you wish to use.
2.Enter any required information, such as Lot # or Expiration date.
3.Click Okay.

17

Return to Table of Contents

DOT COLLECTIONS WORKFLOW: STEP 3
OVERVIEW

Step 3 of the DOT Collections Workflow is Specimen Verification. This will
allow the collector to answer a series of questions about the specimen
collected. Depending on how each question is answered, the collector may
be asked to retest or skip to Step 4 to enter a test result.

STEPS

To complete Step 3, follow these
steps:
1.From Specimen Verification,
provide an answer for each question.
2.If you select “No” for “Able to
produce,” “Sufficient Quantity” or
“Temperature within 90-100
degrees” you can elect to retest or
skip to Step 4 to enter a result.
3.Enter optional comment.
4.Click Okay.
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DOT COLLECTIONS WORKFLOW: STEP 4
OVERVIEW

Step 4 of the DOT Collections Workflow is Initial Determination. This will
allow the collector to upload/capture an image of the testing device, select
initial determinations about the test, enter a test result, enter a specimen Id
for the lab, refer to a MRO and enter a comment.

STEPS

To complete Step 4, follow these steps:
1.From Initial Determination, provide a result
for each Drug and the applicable validities.
2.Upload a photo of the specimen. Note: if an
image is not uploaded, the system will warn
the user before completing the step.
3.Select the test result.
4.Enter the Specimen Id if sending to the lab.
5.Optionally select “Refer to MRO.”
6.Enter an optional comment.
7.If the results are ready, select Okay. Note: If
the collector tries to submit the results before
the required time has elapsed, the system will
warn the collector that the results may not be
accurate.
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RECORDING A BREATHALYZER TEST: STEP 1
OVERVIEW

If your agency makes use of the DOT Collection Workflow, you will have the ability to
record Breathalyzer Tests. The first step is Check-in and Verification. This includes
verifying the donor’s identity and signing the consent form using an electronic
signature. Note: Internet Explorer 9 or greater is required for the Topaz Signature
Pad.

STEPS

To start a Breathalyzer test, follow these
steps:
1.From the Waiting List, select the test. The
list will be hidden temporarily while you are
completing the Collections Workflow.
2.Verify the identification of the donor.
3.Select the location where the collection is
taking place. By default, the location
assigned to the donor is selected.
4.Select Yes/No for the consent.
5.Select the consent type. Note: to view the
consent form, click on the icon to the right
of the consent type.
6.To continue to Step 2, keep “Start
Collection” checked and click Okay.
20

Return to Table of Contents

RECORDING A BREATHALYZER TEST: STEP 2
OVERVIEW

Step 2 of recording a Breathalyzer Test is Device Selection. If your System
Administrator has enabled Breathalyzers as a test device, you will be able to
select it from the drop-down list.

STEPS

To complete Step 2, follow these steps:
1.From Device Selection, select “Generic Breathalyzer” from the device
drop-down list.
2.Enter Lot # and Expiration date.
3.Click Okay.
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RECORDING A BREATHALYZER TEST: STEP 3
OVERVIEW Step 3 of recording a Breathalyzer Test is Breathalyzer Results. This will allow the
STEPS

collector to input the BAC reading from the breathalyzer. Depending on the value
of the BAC reading, the system will automatically determine the outcome of the
test.
To complete Step 3, follow these steps:

1.From Breathalyzer Results, input the BAC reading in the Result field.
2.If BAC reading is equal to 0.00, the test will be marked as Negative. If BAC reading is
greater than 0.00, the test will be marked as Detected.
3.If the test is Negative, upload an image of the BAC reading. If the test is Detected,
you will not need to upload an image.
4.Enter optional comment.
5.Click Okay. Note: If the outcome was Negative, the test steps are now complete.
NEGATIVE
OUTCOME

DETECTED
OUTCOME
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RECORDING A BREATHALYZER TEST: STEP 4
OVERVIEW Step 4 of recording a Breathalyzer Test is Breathalyzer Final Outcome. You will only
complete this step if Step 3 was marked as Detected. This final step will allow the
collector to complete a confirmation test, upload/capture an image of the reading
and enter a comment. The collector must wait 15 minutes before completing the
confirmation test.

STEPS

To complete Step 4, follow these steps:
1.Enter a value in the Result field. The
outcome will automatically be selected as
Negative if the value is 0.00. If the value is
greater than 0.00, the outcome will be
Detected.
2.Upload a photo of the specimen. Note: if an
image is not uploaded, the system will warn
the user before completing the step.
3.Enter an optional comment.
4.Select Okay. Note: If the collector tries to
submit the results before the required time
has elapsed, the system will warn the
collector that the results may not be accurate.
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DOT COLLECTIONS WORKFLOW: ADMISSION OF GUILT
OVERVIEW Admission of Guilt can be recorded at anytime throughout the DOT
STEPS

collection process with the option to continue the test or skip the collection
and record a positive result. This information will be recorded with the Test
Report.
To record an admission of guilt, follow
these steps:

1.From the Collections Workflow, select
the gear icon to the left of the Step in the
top right corner, or select the gear icon
when hovering over the test from the
Waiting List.
2.Select “Admits guilt” from the list.
3.To continue with the collection, keep
“Continue with collection” checked. To
skip the collection and advance to Step 4,
uncheck this box.
4.During Step 4, enter an optional
comment. Note: Positive is the only
outcome available.
5.Select Okay.
24
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DOT COLLECTIONS WORKFLOW: NO SHOWS
OVERVIEW No Shows can be recorded at anytime throughout the DOT collection

process, which will skip the collection and record a positive result. This
information will be recorded with the Test Report.

STEPS

To record a No Show, follow these steps:
1.From the Collections Workflow, select
the gear icon to the left of the Step in the
top right corner, or select the gear icon
when hovering over the test from the
Waiting List.
2.Select “No show” from the list.
3.Click Okay to skip the collection and
advance to Step 4.
4.During Step 4, enter an optional
comment. Note: Positive is the only
outcome available.
5.Select Okay.

25

Return to Table of Contents

DOT COLLECTIONS WORKFLOW: REFUSAL TO TEST
OVERVIEW Refusal to Test can be recorded at anytime throughout the DOT collection
process, which will skip the collection and record a positive result. This
information will be recorded with the Test Report.

STEPS

To record a Refusal to Test, follow these
steps:
1.From the Collections Workflow, select
the gear icon to the left of the Step in the
top right corner, or select the gear icon
when hovering over the test from the
Waiting List.
2.Select “Refusal to Test” from the list.
3.Click Okay to skip the collection and
advance to Step 4.
4.During Step 4, enter an optional
comment. Note: Positive is the only
outcome available.
5.Select Okay.
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SIMPLE TEST COLLECTIONS WORKFLOW
OVERVIEW If your agency makes use of the Simple Test Collections Workflow, you will

record all the information about the test in a single dialog. Based on the test
device selected in Step 1, the dialog will change to display the required fields
accordingly. Additionally, you can enter tests that occurred in the past from
the “Test date” field. If the test is being sent to the lab, enter the Specimen
Id in the field provided.

STEP 1: SELECT DEVICE
STEP 2: ENTER TEST RESULT
STEP 3: ENTER TEST DATE
STEP 4: ENTER SPECIMEN ID
STEP 5: ENTER COMMENT
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TEST ASSIGNMENT SCREEN: ASSIGNING TESTS
OVERVIEW

Users, Power Users and System Administrators will have access to the “Test
Assignment” screen. This screen displays a list of assigned and unassigned
tests, allowing you to assign or reassign any test to a collector at the same
location as you.

STEPS

To assign a test to a collector, follow these steps:
1.From Test Assignment Screen, select the test you wish to assign by clicking
anywhere in the row.
2.Click the “Assign test” icon located in the top right of the screen.
3.In the search box provided, enter the name of the collector you want to
assign the tests to. Note: the collector’s location and the donor’s test location
must match.
4.Click Okay.

28

Return to Table of Contents

TEST ASSIGNMENT SCREEN: REASSIGNING TESTS
OVERVIEW

Once tests are assigned, Users, Power Users and System Administrators can
reassign tests from the “Test Assignment” screen to a different collector.

STEPS

To reassign a test to a different collector, follow these steps:
1.From Test Assignment Screen, filter the list to display assigned tests.
2.Select the test you wish to reassign by clicking anywhere in the row.
3.Click the “Assign test” icon located in the top right of the screen.
4.In the search box provided, enter the name of the collector you want to
assign the tests to. Note: the collector’s location and the donor’s test location
must match.
5.Click Okay.
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ENTERING LAB RESULTS
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OVERVIEW

For tests that are sent to the lab, a reviewer can come to the “Lab Results
Management” tab to enter the results. This screen will display a list of tests
that are awaiting lab results. The information collected will be stored and
displayed on the Test Report. Note: only users with permission may enter lab
results.

STEPS

To enter a lab result, follow these
steps:
1.From Lab Results Screen, select the
test you wish to enter results for.
2.Import the lab report (formats
accepted: PDF or Word docs).
3.Select the drugs and indicate each of
the outcomes.
4.Check the applicable validities.
5.Select a Test Result.
6.Select the lab report date.
7.Select “Refer to MRO” if you wish to
send the results to the MRO.
8.Enter an optional comment.
9.Click Okay.
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ENTERING MRO RESULTS
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OVERVIEW

For tests that are referred to the MRO (Medical Review Officer), a reviewer
can come to the “MRO Results Management” tab to enter the results. This
screen will display a list of tests that are awaiting MRO review. The
information collected will be stored and displayed on the Test Report.
Additionally, the MRO determines the final test result for the test. Note: only
users with permission may enter MRO results.

STEPS

To enter a MRO result, follow these
steps:
1.From MRO Results Screen, select the
test you wish to enter results for.
2.Import the MRO report (formats
accepted: PDF or Word docs).
3.Select a Final Test Result.
4.Select the MRO report date.
5.Enter an optional comment.
6.Click Okay.
7.Note: An MRO result can also be
manually entered from the donor’s test
history screen.
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MANAGE EMAIL NOTIFICATIONS
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OVERVIEW

Each user can customize the type of email notification they wish to receive for
initial results, lab results and MRO results.

STEPS

To manage your notifications, follow these steps:
1.Select your name from the top right of the screen.
2.From the Manage Email Notifications dialog, select which notifications you
would like to receive.
3.Click Okay.
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SAMPLE EMAIL NOTIFICATION FOR POSITIVE
RESULT
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USING QUICK SEARCH
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OVERVIEW

To find a donor, enter your search criteria in the Quick Search bar. You can
search by First Name, Last Name or Id#. As you begin typing, Quick Search
will return results that “starts with” the criteria you have provided. You can
also search by First Name and Last Name by separating the two names with
either a space or a comma to narrow your results. Selecting a row from the
Quick Search results list will navigate you to the donor’s overview screen.

STEPS

To search for a donor, follow
these steps:
1.Select the quick search icon
from menu.
2.Enter the search criteria.
3.Click on donor from the
results to navigate to the
Donor Overview.
4.Note: Quick Search will
return inactive donors when
searching by Donor Id.
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USING GLOBAL SEARCH
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OVERVIEW

To search the system based on additional criteria, select the Global Search
icon from the menu. You can search by First Name, Last Name, Gender, Id#
and include inactive donor records. Note: Global Search will return results
based on the site the logged in user is assigned to, not the entire tenant.

STEPS

To perform a global search, follow these
steps:
1.Select the global search icon from menu.
2.Enter the search criteria.
3.Click Okay.
4.Click on donor from the results to
navigate to the Donor Overview.
5.Note: Switch to the List view to see
additional information about your results.
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CREATING A NEW DONOR RECORD
OVERVIEW

Adding a donor record can be accomplished from any screen in Ce Drug
Testing by selecting the “Add New” icon from the menu. The system will
automatically check for duplicate IDs, which must be unique.

STEPS

To create a donor record, follow
these steps:
1.Select add new from the menu
icons.
2.Select “Create donor” from the
list.
3.Enter the required information.
4.Click Okay.
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EDITING A DONOR RECORD
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OVERVIEW

To edit a donor’s existing record, you must first navigate to the donor’s
overview screen. The Manage Donor dialog allows you to make any changes
to the donor’s information. To deactivate a donor, uncheck the “Active”
checkbox located in the bottom left of the dialog. This will remove any
pending tests belonging to the donor.

STEPS

To edit a donor record,
follow these steps:
1.Select the edit icon from
the Donor Overview Screen.
2.Edit the information
provided.
3.Click Okay.
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VIEWING DONOR TEST HISTORY
OVERVIEW
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The Donor Overview Screen allows you to access test history and other
information for a specific donor. There are two navigation icons:
Overview

Test History

The Overview screen displays a graphical view of the tests by outcome. To
the right of the graph, highlighted information includes how many days have
passed since the last test, how many days since the last positive and the
drugs and how many tests have been canceled.
The Test History screen displays a list of all the tests for the last 30 days. Select
the date filter to change the date range, or the outcomes to filter by a specific
outcome. When hovering over the test, there are three icons to indicate if a
Test Report, Lab Result or MRO Result is available. These icons are:
Test Report

Lab Result

MRO Result
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DONOR SCREEN: OVERVIEW
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DONOR SCREEN: TEST HISTORY
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ADDING A MANUAL TEST FOR MULTIPLE DONORS
OVERVIEW

Adding manual tests for multiple donors can be accomplished from the Main
Screen. These tests will appear in the Donor Overview Screen and in the
Waiting List.

STEPS

To add tests for multiple donors,
follow these steps:
1.From the Main Screen, select
the add new icon.

If there is a
third-party
selecting
randoms, only
System
Administrators
have the ability
to add manual
tests for donors
with the
selection
reason of
“Random.”

2.Select “Add Tests” from the
list.
3.Select the Add Type.
4.Select the Due Date.
5.Enter the donor’s name or Id in
the search bar. Repeat this step
to add more than one donor.
6.Click Okay.
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ADDING A MANUAL TEST FOR A SINGLE DONOR
OVERVIEW

Adding manual test for a single donor can be accomplished from the Donor
Overview Screen. Once you add a test, you can start the collection from the
Donor Overview Screen by default. The manually added tests will also appear
in the Waiting List.

STEPS

To add a test for a single donor,
follow these steps:
1.From the Donor Overview Screen,
select the add new icon.

If there is a
third-party
selecting
randoms, only
System
Administrators
have the ability
to add manual
tests for donors
with the
selection
reason of
“Random.”

2.Select “Add Test” from the list.
3.Select the reason for the test.
4.Select the Due Date.
5.To start the collection immediately,
keep “Start Collection” checked.
6.Click Okay.
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PRODUCING THE TEST REPORT
OVERVIEW
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The Test Report displays a timeline and history of all events related to a
specific collection. As certain events occur, the report is updated to reflect
the most current information. It is accessible from the following screens:
1.Collections Screen: Completed and Canceled
2.Lab Results Screen
3.MRO Results Screen
4.Donor Test History
5.Analysis: Tabular Data
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MERGING DONOR RECORDS
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OVERVIEW

When duplicate donor records are found, a System Administrator has the
ability to merge the donor records into a single record.

STEPS

To merge donor records, follow these steps:
1.From the Donor Overview Screen, select the merge icon.
2.Enter the donor ID for the record you wish to merge “from” on the left.
This will prefill with the donor ID of the record you are viewing.
3.Enter the donor ID for the record you wish to merge “to” on the right.
This should be the record you wish to keep.
4.Click Okay.
5.Verify you have entered the correct ID and wish to merge (overwrite) the
data on the left with the data on the right.
6.Click Okay.
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UNDERSTANDING THE ANALYSIS DASHBOARD
OVERVIEW

Ce Drug Testing features a comprehensive analysis tool to view a variety of
aggregate data. Each user can configure their dashboard, which features
real-time data to monitor and manage data relating to donors, results, test
rate and tests.
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CUSTOMIZING THE ANALYSIS DASHBOARD
OVERVIEW

From your dashboard, you can:
• Add an unlimited number of graphs specific to each user by
selecting the “star” icon from the graph detail view.
• Remove a graph by selecting the “x” in the top right corner from the
dashboard.
• Hover over a section of the graph to see the data represented in the
legend.
• Change the name of the graph by typing inside the textbox (as
shown below) from the dashboard.
• Click anywhere inside the graph from the dashboard to view
detailed information and select dimensions.
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SELECTING DIMENSIONS FOR A GRAPH
OVERVIEW

When you are viewing the detailed graph view, you have the option to select
additional dimensions for deeper analysis. When these dimensions are
applied, the graph will change to represent what you have selected.

STEPS

From your dashboard, follow these steps:
1.Click anywhere in the graph to view the graph detail view.
2.Change the dimensions available.
3.“Star” the graph to add it to your dashboard.
4.Return to your dashboard.
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VIEWING AND EXPORTING TABULAR DATA
OVERVIEW

When you are viewing the detailed graph view, you can also access the tabular
data that populates the information displayed. This data is listed underneath the
graph for quick access. If you wish to export this data to Microsoft Excel for
deeper analysis, select the “Documents” icon. The exported data includes
additional data elements that are not displayed in the analysis screen.

STEPS

From the graph detail view, follow these steps:
1.Select the documents icon.
2.Export the data to excel.
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ACCESSING SYSTEM ADMINISTRATION
OVERVIEW

Ce Drug Testing’s System Administration module allows System
Administrators to perform a variety of tasks such as create and edit donor
pools, set randomization policies, manage device types, create and edit
consent types and manage non-testing days.

STEPS

To access Ce Drug Testing System Administration, follow these steps:
1.Login to the Ce Drug Testing.
2.Click on the “gear” icon located in the menu bar at the top of the screen.
Note: Only users with permission to access System Administration will see
this option in the list.
3.Your browser will open the System Administration module in a new
window. The header includes four navigation tabs to link to the following
screens:
Donor Pools

Device Types

Consent Types Testing Schedule
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MANAGE DONOR POOLS & RANDOMIZATION
OVERVIEW

Ce Drug Testing allows you to create and manage donor pools, as well as set
the randomization for each donor pool. There are two methods of
randomization, either by Rate or by Schedule, which determine the
frequency and roster selection for each donor pool. Note: Donor Pools
cannot be removed until all donors are reassigned to another pool.

STEPS

To create a donor pool and set the randomization, follow these steps:
1.Select the add new icon from the menu.
2.Enter the donor pool name. This must be unique.
3.Select the method of randomization.
4.Enter the required information.
5.Click Okay.
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RANDOMIZATION BY RATE
OVERVIEW

STEPS
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For agencies using a randomization policy by rate, System Administrators can set
frequency, target rate and testing cycle for each donor pool. For example, an
agency might test 10% of a donor pool monthly and would like the rosters
created on a daily basis to meet the monthly testing goal. Ce Drug Testing will
adjust the rosters for each testing cycle based on changes in the donor pool’s
population and the number of random tests completed to date across the
selected frequency.
To set the randomization by rate, follow these steps:
1.From the Manage Donor Pool dialog, select Rate from the “Randomization
By” field.
2.Select the Frequency, which is either monthly or annually. This determines
the period of time the donor pool has to meet the target rate entered in Step
3.
3.Enter a Target Rate, which is a percentage between 1-999. This is what
percentage of your donor pool will be randomly selected during the
frequency entered in Step 2 (either monthly or annually).
4.Select the Testing Cycle, which is how often a roster will be created for the
donor pool to ensure that the donors selected are distributed evenly across
the selected frequency period.
5.Click Okay.
51

RANDOMIZATION BY SCHEDULE
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For agencies using a randomization policy by a weekly or monthly schedule,
System Administrators can set the frequency, number of occurrences, testing
days and testing calendar. Rosters are generated on random days based on the
criteria provided. For example, an agency might test a donor pool three times a
week, or twice a month. Rosters will then be created the first day of the week for
“Weekly” rules and the first day of the month for “Monthly” rules. The due date
is randomly selected based on the days of the week specified. Additionally,
rosters are automatically updated when donors are removed from the donor
pool.
To set the randomization by schedule, follow these
steps:
1.From the Manage Donor Pool dialog, select
Schedule from the Randomization menu.
2.Select Weekly or Monthly from the Frequency
menu.
3.For Weekly, enter the number of occurrences. This
cannot exceed the number of days selected. For
Monthly, enter a number between 1-31.
4.Select the days you would like the rosters to be
randomly generated.
5.Select a testing calendar for the donor pool.
6.Click Okay.
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GENERATING THE FIRST ROSTER
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OVERVIEW

After you have setup a donor pool, the first roster must be manually
generated. In order to create the roster, at least one donor must be assigned
to that donor pool.

STEPS

To manually create the first roster, follow these steps:
1.Go to Ce Drug Testing.
2.From the Manage Donor dialog, assign the donor(s) to the donor pool.
3.Return to System Administration.
4.Hover over the row for the donor pool and select “Create Roster”.
5.Select “Yes”.
6.The roster will then be created within the next hour.
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OVERVIEW

System Administrators have the ability to link a donor record to a user
record. This link allows Ce Drug Testing to hide tests generated randomly or
manually selected for a donor who is also a user. The System Administrator
will be notified via e-mail when a donor/user has been selected for a drug
test.

STEPS

To link a donor to a user, follow these steps:
1.Go to Ce Connect System Administration.
2.From the Manage User dialog, enter the Donor Id and click “Okay.”
3.Return to Ce Drug Testing
4.Locate the donor record.
5.You will now see the donor is linked to a user by hovering over the
information icon next to the donor name, as shown below.
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System Administrators will be notified when a Limited User, User or Power
User is selected randomly or manually for a test. Since these tests are hidden
from the application so that users who are also donors cannot see when they
have been selected for a test, the System Admin must assign a collector to
perform the drug test using the Test Assignment screen.
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MANAGE DEVICE TYPES
OVERVIEW

STEPS

A System Administrator can select which types of devices their agency can
use. Currently Ce Drug Testing supports the following devices:
•Test Cup II - 5

•

American Bio Medica

•

Medtox – 5 Panel

•E-Z Split Key - 5 Panel

•

Immunalysis Quantisal

•

Oralert – 6 Panel

•Generic Lab Cup

•

Medtox – 12 Panel

•

Redwood Reditest

To select device types, follow these steps:
1.Navigate to the Device Types screen.
2.Select the Add New icon.
3.Select the device type from the drop-down list.
4.If you allow presumptive positives on the device type, select “Allow Positives as
Final Result.” If this is not selected, a collector cannot mark a test as Positive
during the initial determination step.
5.Click Okay.
6.Note: To remove a device, hover over the row and select “Remove.”
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OVERVIEW

A System Administrator can create and edit consent types for the Check-In
and Verification step in the Collections Workflow.

STEPS

To create a new consent type, follow these steps:
1.Navigate to the Consent Types screen.
2.Select the add new icon.
3.Enter a name for the consent form. This must be unique.
4.Type the consent language.
5.Click Okay.
6.Note: To remove a consent type, hover over the row and select “Remove.” In
order to remove the consent form from appearing on Step 1 of the Collections
Workflow, all consent forms need to be removed.
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MANAGE TESTING SCHEDULE - CALENDAR
OVERVIEW

STEPS

A System Administrator can create calendars with dates when no testing
should occur. This ensures that donor pools using the randomization by
schedule will not be selected on “No Test Dates.” Note: Creating a testing
schedule will not be necessary for agencies using randomization by annual
goal.
To create a new calendar, follow these steps:
1.Navigate to the Testing Schedule screen.
2.Select the add new icon.
3.Enter a name for the calendar. This must be unique.
4.Click Okay.
5.Note: To remove a calendar, hover over the row and select “Delete.” Any
donor pools that reference the calendar you wish to delete must be reassigned
to a different calendar.
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MANAGE TESTING SCHEDULE – NO TEST DATE
OVERVIEW

Once a calendar for a Testing Schedule has been created, the System
Administrator can select dates when no testing should occur. Note: The
calendar is based on a seven-day week, Sunday through Saturday.

STEPS

To create a no test dates, follow these
steps:
1.Navigate to the Testing Schedule
screen.
2.Click on the “Calendars” menu to
switch to the “No test dates” view.
3.Select the calendar from the filter to
the right.
4.Select the add new icon.
5.From the Manage No Test Dates
dialog, enter the dates and descriptions.
The dates cannot be duplicated.
6.To add more rows, select “Add row.”
7.Click Okay.
8.Note: To remove a date, hover over
the row and select “Delete.”
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Caseload Explorer Integration
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CASELOAD EXPLORER INTEGRATION – INITIAL RESULTS
OVERVIEW

When the “Initial Determination” step is completed in Ce Drug Testing, this
data can automatically populate a drug test event in Caseload Explorer,
which includes the following data elements: Test Date/Time, Initial Test
Outcome, Drugs marked as Positive, Drugs marked as Inconclusive, Collector,
Initial Determination Comment, and Drugs marked as Negative.* This data
will be read-only and cannot be edited in Caseload Explorer.

Caseload
Explorer alerts
can be
configured so
that the
Probation
Officer receives
an alert when a
drug test event
has been
created.

*Note: Please contact AutoMon Support if you wish to have this synchronizer
activated for your agency.
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CASELOAD EXPLORER INTEGRATION – LAB RESULTS
OVERVIEW

If lab results for a drug test are manually recorded or populated via an
existing interface to a lab, this data can update an existing drug test event in
Caseload Explorer with the Lab Results, which includes the following data
elements: Lab Report Date, Validities, Drugs marked Positive, Drugs marked
Inconclusive, Drugs marked Negative, Final Test Result, and Comment.* This
data will be read-only and cannot be edited in Caseload Explorer.

Caseload
Explorer alerts
can be
configured so
that the
Probation
Officer receives
an alert when
Lab Results
have been
entered.

*Note: Please contact AutoMon Support if you wish to have this synchronizer
activated for your agency.
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COMMENTS
Your feedback is important to us and will help us to provide the most accurate and high quality information possible in our
documentation. Send us comments or suggestions by e-mail to support@automon.com.

CHANGES
The material in this document is for information only and is subject to change without notice. AutoMon makes no representation or
warranty, expressed or implied, as to its completeness, accuracy, or suitability, and assumes no liability resulting from errors or
omissions in this document or from the use of the information contained herein. AutoMon reserves the right to make changes in the
product design without reservation and without notification to its users.

CONTACT
AutoMon, LLC
6621 North Scottsdale Road
Scottsdale, AZ 85250
Phone: 480.368.8555
Fax: 480.718.7322
For Technical Support, visit http://www.automon.com/contact-us
For Product Information, visit http://www.automon.com/solutions
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