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<> TEAM

Part 1: Welcome to TEAM
Login

1. Go to www.teamdrugresults.com to login to the system.

2. Enter your assigned Username.

3. Enter your password and click Login.

TEAM

PROFESSIONAL SERVICES

t TEAM user, please sign in.

rd protected website.

() Remember me

LogIn

Drug Testing Home Page

Upon successful login, you will see the following screen. Any new trainings or new announcements will be listed
on this page (Customer Administration).
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<> TEAM

Part 2: Ordering Drug and Alcohol Testing

TEAM clients can order drug and alcohol testing, as well as occupational services within the TEAM drug testing
system. To order screenings, follow the below steps.

How to Order Testing and Occupational Services in the System

1. Step 1: Expand Occupational Health Screening in the Navigation box (top left-hand corner).

MRO Certification Documents

Chch b 2 Gmmsiond snar Carrent, IO cortificetes

4 [ Occupational Health Screening

Welcome to Customer Administration

# [_JHelp and Tutonals Selact from the navigation on the laft to bagin.

Welcome
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<> TEAM

2. Step 2: Click Create New Order. A new tab will open to create a new order.

@ Customer Administration

@ Navigation « 'TEAM PROFESSIONAL - TRAINING

3 Occupational Health Screening Welcome to Customer Administration
_ ect from the navigation on the ef to begin.
| All Recent Cases
-2} Pending Orders.
-] Expired Orders
<] Pending Resuits
=) Completed Resuits

@ (2 Help and Tutorials
. . o

PROFESSIONAL SEF

Welcome to Customer |

Select from the navigation on the le

Software Training & Beg

To maximize your experience with TEAM, join us for a software training '
TEAM will teach you the basics of using our online ordering system and o
workplace compliance progr

Learn How To:
1. Order drug screenings, breath alcohol tests, and other occ

3. Step 3: Enter the test information on the Order Information page.

$TEAM  CreateNew Order
Jeo 1 0rcertntormaton

[Order Information esting Package Details

a. Company Location: select the correct company location from the dropdown box.

]
<> TEAM  Create New Order

Step 1: Order Information

Order Information

Company Location

. TEAMDEMO
TEAM DEMO OKC
TEAM DEMO TULSA

Page: 1 of1
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<> TEAM

b. Packages: Select the package (or services) needed for the donor from the dropdown box.
|

TEAM  Create New Order

Order Information

Company Location

TEAM DEMO v
Package
v
| DOTALCOHOLTEST
DOT DRUG AND ALCOHOL TEST
DOT DRUG TEST

NON-DOT ALCOHOL TEST
NON-DOT DRUG AND ALCOHOL TEST
NON-DOT DRUG TEST
Page: <€ € 1 > >) of1

i. DOT Agency: If a package with DOT services is included, you will be prompted to select
the DOT agency for the donor from the dropdown box (FMCSA, PHMSA, etc.).

TEAM  Create New Order

Order Information

Company Location

TEAM DEMO v

Package

DOT DRUG TEST v

Order Reason

PRE-EMPLOYMENT v

DOT Agency
v

S
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<> TEAM

c. Reason for Test: Select the appropriate reason for the test from the dropdown box.

<>TEAM  Create New Order

Order Information

Company Location

TEAM DEMO

Package

DOT DRUG TEST

(Order Reason

| FOLLOW-UP
OTHER
POST-ACCIDENT
PRE-EMPLOYMENT

RANDOM

REASONABLE SUSPICION/CAUSE

RETURN TO DUTY

d. Click Continue (bottom right-hand corner).
|

< TEAM  Create New Order

Order Information

ompany Location

Co
TEAM DEMO

Package
DOT DRUG TEST

Order Reason

PRE-EMPLOYMENT

Close Start Over

Move forward faster

Testing Package Details

DOT DRUG TEST
Company Location
TEAM DEMO

Program
oot

Default Order Expiration
02/16/202311:59

Copyright © 2023. Al rights reserved.

8165 South Mingo Road, Suite 100 Tulsa, OK 74133-4667 | 918.970.2323 | teamqualify.com

Logged in as: help@teamprofessional.com
Company: TEAM DEMO

~_ (==
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<> TEAM

4. Step 4: Enter the donor information on the Participant Information page. Only the bolded fields are
required by the system (the required fields will vary based on the DOT agency selected).

< TEAM  Create New Order

Participant Information
se the form below to enter participant information. All required fields are in

Order Handling Options
Participant

Scheduling Method
® der for participant
C N ) Middle Name N

® Compl

O Send link to participant to schedule order
[
United States v

T Send Donor Pass to participant via email
(

) Phone2

02/16/2023 11:59:59 PM @ No O Yes
O Participant Address
Select this to view Collection Sites near the participant’s address.

Delivery Method

If you do not sel ion you must send the Donor
Pass to the participant yourself,

7\
>
N/

Close Start Over

Copyright © 2023. All rights reserved.

Note: Observed collection required should only be “Yes” if the reason for test is return-to-duty or
follow-up, or if the MRO requests an observed test.

b. Ordering Handling Options:

<$TEAM  Create New Order

Order Handling Options
Scheduling Method
Participant ® Complete order for participant
) Send link to partcipant to schedule order
Delivery Method
United States v

02/22/2023 1159.59 PM

Close Start Over
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< TEAM

i. Option 1: Complete Order for participant.

Scheduler will select the collection site and print or email donor pass and provide to the
donor (default option).

Order Handling Options

Scheduling Method
@® Complete order for participant

© Send link to participant to schedule order

Delivery Method
If you do not select an option you must send the Donor
Pass to the participant yourself.

[ Send Donor Pass to participant via email

ii. Option 2: Complete Order and Send Email of Order Details to Participant (email address
required).

Scheduler will select the collection site, but the email address that is entered will receive
an email with the donor pass attached and notified of the test immediately.

Order Handling Options

Scheduling Method
@® Complete order for participant
Send link to participant to schedule order

Delivery Met|
If you do not sel
Pass to the par

Send Donor Pass to participant via email
help@teamprofessional.com

an option you must send the Donor
ant yourself

iii. Option 3: Send link to Participant to Complete Order and Choose Location (email
address required).

The email address provided will receive an email with a link to choose their own
collection site. This option should only be used for Pre-employment testing.

Move forward faster Rev. 2024-03-24 | 8
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<> TEAM

Order Handling Options

Scheduling Method

' @® Send link to participant to schedule order '

Delivery Method

Send link to participant via email

Email Address
help@teamprofessional.com
cc

Click Continue (bottom right-hand corner).

<$TIEAM  Create New Order

Participant Information
parti

cipant i
Participant
N Middie Name
John Doe
United States + Okiahoma v OK1234567
01/01/1990
Pho

918.970-2323

02122/2023 11:59.59 PM ®No OYes

O Participant Address
Select this to view Collction Sites near the participant’s address.

Close Start Over

Copyright © 2023 All rghts reserved.

Step 5: Select a clinic on the Choose Collection Site page.

Order Handling Options

Scheduling Method
® Complete order for participant
O Send link to participant to schedule order

Send Donor Pass to participant via email

help@teamprofessional com
cc

o —

By default, collection sites that are closest to your company address will show to the left-hand side and
a map to the right-hand side. You can select a clinic from the list or by clicking the pin on the map.

<$TEAM  Create New Order

Py —— PR — BT
Choose Collection Site
Ciooseacal participan.
30 Collection Sites found ner: 4901 West Reno Avene STE 200, Oklahoma City, OK 73127
Viewsttesas: (s D)
. : The Vilage
Page: < 1> ShowResults: 5 10 2
. Map  Satelite (+)
- o w‘cwmu,
1. TEAM PROFESSIONAL SERVICES - OKLAHOMA CITY, OK (W RENO AVE) [:13 SURTomb 9 | Saiima
Widite
Reftge S
Bethany (o}
Park ©
ko
d (o} /A
IONAL SERVICES - OKLAHOMA CITY, OK (W RENO AVE) 0o ar @ ®
o
=D 4
_ OklahomaCity _ ©
T | i ]
[: 13 ©
Smithvilage
d Del City
- @ o————+ + b 1 L e T TR
@ 9 +°
S OF OKLAHOMA - OKLAHOMA CITY, OK (S MERIDIAN AVE) [ 23 bk T, . —
- 'S Will Rogers.
) Google wiid Horse Park = World mpm Kepbourd sharte. to3 dotn $3923 , Tyrme of Use  Report & mag wrer
Close Start Over

Copyright © 2023 Al ightsreserved
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<> TEAM

a. If you are needing a site in a different location, you will follow the below steps. Select “Change
Starting Location”.

<TEAM  Create New Order

c T—
Viewstes as: (T D)

Page: ¢ 1>

SERVICH

@ sminviiege
L] oucy

+

b. Select “Alternate Location” and enter the participant’s zip code in the Zip Code box.

Click the Use Selected Location button to initiate search. A list of sites near that zip code will
display under the Preferred Network.

Choose Starting Location

O Company Location @ Alternate Location
4901 West Reno Avenue | Address
STE 200
Oklahoma City, OK 731

Cancel

*If a collection site list does not generate, please submit a One-Time Setup or contact TEAM.

Move forward faster Rev. 2024-03-24 | 10
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<> TEAM

c. Select the collection site you want to use.

Site Details

Hours of Operation:

L o e
- Mon 8:00 AM - 4:30 PM

/ Tue 8:00 AM-4:30PM
TEAM PROFESSIONAL SERVICES - TULSA, OK (SMINGORD]  Wed 8:00 AM - 4:30 PM

8165 South Mingo Road i
SUITE 100 Thu 8:00 AM - 4:30 PM

Tulsa, OK 74133 Fri  8:00AM-4:30PM

Sat  Closed

Phone
918-970-2323
Fax
918-970-2321
Site Type
THIRD

Order Type

\ Electronic

Cancel

i. Note: This does not schedule an appointment with the clinic. While most clinics are walk-
in facilities, donors should call prior to going in for testing to confirm hours, appointment
requirements, etc.

6. Step: 7: Confirm Information
Review and confirm order information.

a. If the information is not correct, use the Back button (bottom right-hand corner) to go back and
adjust any information that is incorrect.

b. If the information is correct, click Submit Order (bottom right-hand corner).

< TEAM  Create New Order

ubmit Order

tails and submit order

Custom Message for Participant on Order Confirmation Form
PRE-EMPLOYMENT
DOT DRUG TEST q 0o
TEAM DEMO

TEAM PROFESSIONAL SERVICES - TULSA, OK (S MINGO RD)
8165 South Mingo Road

SUITE 100

Tulsa, OK 74133

i
il
i
iii
il
[l
il
=
]

fagagn v B I AvZgv =

John
Doe

918-970-2323

4901 West Reno Avenue
STE 200

Oklahoma City, OK 73127

- o @

Copyright © 2023, Allrights reserved.
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<> TEAM

7. Step 7: Download or Print the Donor Pass
P TEAM  (Create New Order P OMAT SERCES

View Donor Pass
Review the donor pass.

Order Number: 2023021413086

Your Order was Successfully Placed
Next Steps:

"~ printer pror— DONOR PASS STEAM @
« The donor must bring this Donor Pass with them to the collection site. o

Your order / registration will expire on February 22, 2023, at 11:59 PM

Participant Name: John Doe ID: """"4567

Test Reason: PRE-EMPLOYMENT DOT Agency: FMCSA

Service Provider:

TEAM PROFESSIONAL SERVICES - Sun  Mon  Tue  Wed  Thu Fri sat
8165 South Mingo Road Open  Closed 8:00AM 800AM B8:00AM 8:00AM B8:00AM Closed
SUITE 100

Tulsa, OK 74133 Close 480PM 4:30PM  4:80PM  4:30PM  4:30 PM

PH: 918-970-2323 Lunch Closed Open  Open  Open  Open  Open  Closed
FX: 918-970-2321 P P Pe pe .

Test/Service: URINE DOT

Account: T4C.DOT1.TEAMDEMO
Order Number: 76529942 Panel Code: ~ W215
Lab Name: Clinical Reference Lab FESZ2994az2

8. Step 8: Distributing the Donor Pass

The donor pass will display on your browser once an order has been placed. You will need to download
and/or print this and provide it to the donor. The donor must take the donor pass with them to the collection
site (they can also show it on their phone).

a. Note: The donor pass can have multiple pages. Please ensure the employee knows to bring in
all pages to the clinic.

Move forward faster Rev. 2024-03-24 | 12
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<> TEAM

DONOR PASS oreAm s

Your order / registration wil expire on February 22 2023, 8t 11:5 PM

Particpant Name: John Doe 1D: 4567
Tost Reason: PRE-EMPLOYMENT DOT Agency: FMCSA

Service Provider:

TEAM PROFESSIONAL SERVICES - - Mn e W e M
105 S0 bigaRoms b et SOMI SOOAM RODAM MOAM SIONM Comd
sl - om a0 om0 com

PH: 918.870.2323 Lunch  Closed Open. Open en Open Open  Closed
FX: 918.970-2321 P e Ope

Test/Service: URINE DOT
T4CDOT1 TEAMDEMO
2

e BRI e (LA

Account:
‘Order Number: 765294

0 Participant Instructions

-G e Service Provider ko confem cperational hours.

4901 Viest Reno Averve. 13501 Northfeid B
STE200 Denver, CO 80238
Okishoma City, OK 73127 Phone. 877.585.7366
Phone: 405.870.2323 Fax. 855.263.5666.

QUESTIONS OR ISSUES? Contact TEA

FOR SERVICES Y/IIHOUT A BARCOOE
BATS & POCT (NSTANTS).Please use
URINE or ORAL FLUI

For -

RESULTS: Send ALL completed resus o TEAM i
Fax (605) 423.7976

INVOICES: Send ALL |
Emai 2

sty sher senvics is complete. Emai: izizc " o

siracty o TEAM, LabCorp.
Fax: (405) £29.7976 Mil 8165 S Mango R Suite 100, Tulsa, OK 74133

(Case #2023021413085 - TEAM DEMO - John Doe: Page 111

Part 3: Results

TEAM clients can view results and supporting documents within the system.

How to View Results

1. Step 1: Expand Occupational Health Screening in the Navigation box (top left-hand corner).

@ Navigation «

#) |_] Account Administration
@ __| Occupational Health Screening)

__J Help and Tutorials

Move forward faster Rev. 2024-03-24 | 13
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<> TEAM

2. Step 2: Click Completed Results. The Completed Results grid will appear.

@ Navigation

4 [__) Account Administration

= ) Occupational Health Screening

Schedule New Order
|| All Recent Cases
|} Pending Orders

|. | Expired Orders

Pending Results
E\] Completed Results

New i3ccf Order
[ i3ccf Orders
+i Completed Collections
4 [_] Help and Tutorials

a. To find a specific result:

i. Use the Search button in the top right-hand corner and use the employee’s identifiers to

F

search.

© avigation

3 Account Adrministraion
3 Occupational Health Screening
Schedule New Order
{ZJA4 Recant Cases
[ Pending Orders
. Expirod Orders
[ Pending Results
| Completed Resuts
New i3ecf Order
“4330cf Orders
: Completod Collections
5 () Help and Tutorisls

Report Date ™

Start Date:

11/10/2020 ]

End Date:

02/08/2021 a
Search

BAT TOTALS

DoT
NONDOT

Schedue New Order
AU Recent Cases
Pending Orders
Expired Orders.
Pandng Results
Compioted Rasuts

Compieled Collctions
Help and Tutorisls

S

Date Field:
Report Date -
Start Date:

11/10/2020

End Date:

02/08/2021

Search

1 nowooT 1)
2

)

New | Viewed | Update

1 (nowoor 1 )
2

New | Viewed | Update

«  Completed Results

Customer

) TEAMDEMO

4 TEAMDEWO

4 TEMMDEMO

4 TEAMDEWO

LEdt | Notes ® Result “¥iDocuments | send» Eexports 4 Results Summary 4 DOT MIS Report

Cotecton
Customer Location SSNEID First Name Last Name ()

4 TEAMDEMO  TEAMDEMO 33445567 Frank Johnsan 202001.01
00:00:00

© TEAMDEMO  TEAMDEMO 88764302 Mickey Mouse 2020.01-01
0000.00

§ TEAMDEMO  TEAMDEMO 66131313 Koy Jones 2020.01-01
0000:00

3§ TEAMDEMO  TEAMDEMO 77655422 Minnie Mouse 2020.01-01
0000.00

Page 1 2] | show|25 v items| © Show © Hide » Customize

Locaton Foame  tamvame S o
TEAMOEME Completed Results Grid Search Form :g,:‘\n':’n »
o P o s o o

Only visible columns appear in this search form.

E] sww(25 v items O show

Hide ' Customnize

b. To find results older than three months:

Move forward faster

8165 South Mingo Road, Suite 100 Tulsa, OK 74133-4667 | 918.970.2323 | teamqualify.com

Report Date
2020-12-09
140127

2020-1200
10:26:14

2020-1209

RO Resut

NEGATIVE

PosmVE

MRO Result

NEGATIVE

NEGAY

mvE

NEGATIVE

Reason For Test

RANDOM

POST-ACCIDENT BREATH

PRE
EMPLOYMENT

PRE-
EMPLOYMENT

Displaying Records 1 - 4 Show Count

nForTest  Specimen Type

RANDOM BREATH
POST-ACCIDENT BREATH
PRE- BREATH
EMPLOYMENT

PRE-
EMPLOYMENT

Displaying Records 1 - 4 Show Count

Search 4 Qe
Spscimen Type

BREATH

BREATH

PoCT

Rev. 2024-03-24 | 14
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< TEAM

i. Back date the Search grid by updating the Start Date field on the left-hand side (under
the Navigation box). Change this date and select Search.

4 () Account Administration
53 Occupational Health Screening
Schedule New Order
| All Recent Cases
_ Pending Orders
| Expired Orders
.| Pending Results
| Completed Results
New i3ccf Order
£4i3ccf Orders
2 Completed Collections
3 (] Help and Tutorials

Date Field:

Report Date A
Start Date:

nd Date:

02/08/2021 3

Missing Reports

TEAM’s typical turn-around-time (TAT) for lab-based results is 24-72 hours after the collection has been
completed. Breath alcohol tests (BATs) and occupational service results, like physicals, will be entered upon
receipt from the clinic.

*If you have not received a result within the TATs outlined above, please contact TEAM and we will investigate
this issue for you.

Part 4: Randoms Management

TEAM clients can view their random selections and maintain their random rosters within the system.

Move forward faster Rev. 2024-03-24 | 15
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How to View Random Pools

1. Step 1: Select the Start button (bottom left-hand corner).

=
© Navigation ' 'TEAM PROFESSIONAL - TRAINING AND COVID-19 2021-02

) Account Adrinistration ‘Welcome to Customer Administration

(2] Melp an¢ Tutriols

S TEAM

PROFESSIONAL SERVICES

|

Welcome to Customer Administrat

Select from the navigation on the left to begin.

Software Training & Best Practices

To maximize your expes TEAM, Join us for g 2 member of our
TEAM willteach you the basics of using our online ordering system and other skills you will need to mainti
‘workplace compllance program.

Learn How To:

2. Step 2: Select Randoms Management. A new Navigation box will appear (top left-hand corner).

© Navigation «'TEAM PROFESSIONAL - TRAINING AND COVID-19 2021-02

9 () Acoount Adminisration
() Ocoupssons!
9 () Holp and Tutorils

Welcome to Customer Administration
the ket o begin.

STEAM

PROFESSIONAL SERVICES

B customer Adminstation

o Welcome to Customer Admii

Select from the navigation on the left to begin.

Software Training & Best Practi

To maximize your experience with TEAM, join us for a software training webinar wher
TEAM will teach you the basics of using our online ordering system and other skils you \
workplace compliance program.

Learn How To:

Move forward faster
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<> TEAM

3. Step 3: Select Active Pools (top left-hand corner under Navigation). A Search grid will populate. Leave
all fields blank and click the Search button. Your random pools will populate.

<« TEAM PROFESSIONAL - TRAINING

1= Active Poois .

| to
Unmatched Selections Select from the navigation on the left to bagin.

[ Random Orders

Welcome to

Selec

To maximize your experience with TEAM, joi
TEAM will teach you the basics of using ot

Active Pools Grid Search Form

va suse the for \("v)v nfor the
valuas in the field

Iple
onlv visibla cotumns apmv m thia search form.

Notes: [

e — i
Pool:
.

Selection Type:
Frequency:
Employees:

st Run:

g
;

How to View and Update your Random Pool Roster

1. Step 1: Follow steps 1-3 under How to View Random Pools.

1= Active Pools £ Entities ™ Periods |, Results Summary 4, DOT MIS Report S Export» , Search (@ Clear
& Randoms Partcipants - ——— Annual | Compl. Drug  Amnwal  Compl.. Alonol oo
Unmatched Selections. Notes Poolld  Pool of Custo. by Freque... Emplo... LastRun Drug Drug Compli... Alcohol  Alcohol  Compi... Agency
L Target  Tests (%) Target  Tests (%) ianager
21448 FMCSA - TEAM TEAM PARTI. Quartery 12 202101 7 0 0.00 2 o 0.00 FMCSA
TEAM DEMO  PROF. DEMO 08
SERVI...
9995 PHMSA - TEAM TEAM PARTI. Quartery 12 2021-01- 7 o 0.00 o o 0.00 PHMSA
TEAMDEMO  PROF.. DEMO 01
SERVI
975  NONDOT-  TEAM  TEAM  PARTL. Quartedy 12 2021.01- 4 0 000 4 ) 000
TEAM DEMO  PROF. DEMO o
SERVL...
Move forward faster Rev. 2024-03-24 | 17
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2. Step 2: Click on the pool you'd like to review (the row will turn blue).

© Navigation <« Active Pools
17 Active Pools £ Entities “™ periods |, Results Summary 4, DOT MIS Report &) Export~ , Search @ Clear
&3 Randoms Partcipants r— e Aanual | Compl.. Drug Annual — Compl.. Alcohol
Unmatched Selections Notes Poolld  Pool o:“ “* Custo. "' Freque... Emplo.. LastRun Drug Drug Compi.. Alcohol  Alcohol  Compli.. 0% Agency
Yoo Target  Tests (%) Torget  Tests (%) 9
21 FMCSA - TEAM TEAM PARTI.. Quarterly 12 2021-01- 7 o 0.00 2 o 0.00 FMCSA
TEAMDEMO  PROF... DEMO 06
SERVI..
9995 PHMSA- TEAM  TEAM  PARTI. Quartedy 12 202101 7 0 000 o 0 000 PHMSA
TEAMDEMO  PROF... DEMO ol
SERVI
975  NON-DOT-  TEAM  TEAM  PARTL. Quartedy 12 202101~ 4 0 000 4 0 000
TEAMDEMO  PROF. DEMO o1
SERVI.

3.

1" Active Pools , Results Summary 4, DOT MIS Report ] Export v

) Randoms Participants .
“* Unmatched Selections Custo. Selection Anoual e 2
o Notes Poolld  Pool o Custo... Freque.. Emplo.. LastRun Drug Drug Comgli.
b Taget  Tests (%)
21446 FMCSA - TEAM TEAM PARTI... Quarterly 12 2021-01- 7 0 0.00
TEAMDEMO  PROF... DEMO 06
SERVI...
9995 PHMSA - TEAM  TEAM  PARTL. Quarerly 12 2021-01- 7 0 0.00
TEAMDEMO  PROF. DEMO o1
SERVI.
9675 NON-DOT - TEAM TEAM PARTI.. Quarterly 12 2021-01- 4 0 0.00
TEAMDEMO  PROF. DEMO o1
SERVI.

Annual

Compl...

Alcohol

. Alcohol  Alcohol | Compil
Target  Tests (%)
2 [ 000
0 0 0.00
4 [ 000

How to Remove an Employee from the Random Roster

a.

button (top right-hand corner within the Entities box.

«  Active Pools

£ Entites) ™ Periods -, Results Summery

DOT MIS Report ] Export»

8 Randams Partcipants
- Annual | Compl.
Unmaiched Selections Notes Poolld  Pool S0 custo.. | N Froque.. Emplo.. LestRun Dug D
Target  Tests
21446 FMCSA-  TEAM TEAM  PARTL. Quarery 12 22101 7 o
TEAMDEMO PROF.. DEMO 3
SeRvi..
995  PHMSA-  TEAM TEAM  PARTL. Quarery 12 22101 7 [
TEAMDEMO PROF.. DEMO o1
seRvi
%75 NONDOT-  TEAM TEAM  PARTL. Quatey 12 202101 4 o
TEAMDEMO PROF.. DEMO o1
servi
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Oug  Annual
Compl... Alcohol
(%) Target
00 2

0o 0

000 4

Compl
Acohol
Tosts.

Acohol
Compli

™)
000

Step 3: Select Entities from the toolbar. This will populate the current employee roster for that pool.

\ Search (@ Clear

Step 1: Find the employee under Entities. You can search for the employee by clicking the Search

. Search @ Clear

Pool

Vonager | A8ency
FMCSA
PHSA
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b. Step 2: Click on the employee you'd like to remove (the row will turn blue).

c. Select the red minus sign icon,

3 Ear Partpant B export+ . Search @ o
Compary - fist Las § T m =
et Losiion  Primary 1D (L Abemsie k| Atarsin i Typs | Alensis 2 Adeerisie K 2 Type Addod Enlity Nerre
TEAM TEAM FLIZASET  Mrnin  Mouss 776556422 SSNGovernmem 1 Employen 1D 20210106 Mo @
DEMD DEMO o 090835 Mouse
TEAM TEAM FLIZMSES  Moksy  Mouss 88766302 SSNGovernment 2 Emplogun 1D 20210106 Moy @
DEND DEMO o U085 Mouse
TEAM TEAM FLIZASS  Donskd  Duck 50131313 SSNGowenmen 3 Emplogan 1D 20210106 Dot @
DEMO DEMO [0 0GOS Ouck
TEAM TEAM FL1234S5T0 Daiy D 131313 SSNGawenman 4 Fmpiean 1D 20210106 DwsyDuk @
DEMO DEMO o 08:08:35
TEAM TEAM OKI2USTT Kally  Jowa 66131313 SSNGowenman 7 Empioyaa 1D 20210106 Kaly Jorws )
DEMO DEMO o 08:08:36
TEAM TEAM OKIZM572 Wallar  Brown 56131313 SSNGovernmant 12 Empioyaa 1D 20210106 Wasr =)
DEMO DEMO o 00:08:3  Brown
TEAM TEAM TX124673 Doy  Pak 56464546 ssnGovernmant & Empioyaa 1D 0210106 DogPan @
DEMO DEMO [ 00:09:35
TEAM TEAM FLIZMST4 Mko  Vkzoasd 22338856 ssNGawnmen & Empioyea ID 20210106 Mke )
DEMO DEMO o 00:0038  Wazowehi
TEAM TEAM NOIZMETE Nex  Smih 44332210 ssGaweman & Empioyaa 1D 0210106 MaxSmn @
DEMO DEMO 0] 08:00:35
TEAM TEAM FLIZMSTE James  Sulban 11223346 SENGovnman € Employaa 1D 0210106 JamesP. @
DEMO DEMO P n 000038 (Suly)

(Suty} Sulivan
TEAM TEAM NOI2MSTT o Smih 44556678 SSNGowenment 10 Fmpioyaa 1D John Sith @
DEMO DEMO [
TEAM TEAM NOI12MSTE Frak  Jobeaon 33445557 SsNGovernmant 1 Empioyaa 1D 20210106 Frank (-]
DEMO DEMO o 08:08:35  Johneon

to the right of the employee’s name.

7 Edt Partidipant 3] Export~ Search 4 Clear
Corrpany First  Last
R Locaon  PrimarylD B OF Alemateld  Alemate d Type  Aternate 13 2 Alternate Id 2 Type Added Entity Name
TEAM TEAM FL1234567 Minnle  Mouse 77655422 SSNIGoverment 1 Employee ID 2021:01-08  Minnie =)
DEMO ) 030936 Mouse
TEAM FLI234568 Mickey Mouse 88764392 SSNiGovernment 2 Employee ID 20210106 Mickey @
DEMO ) 090936 Mouso
FL1234563 Donald  Duck 99131313 SSNiGovernment 3 Employee 1D 20210106 )
DEMO ) 09:09:36
TEAM FL1234570 Daisy  Duck 7131313 SSNIGovernment 4 Employoa ID 20210106 =)
DEMO D 09:00:36
TEAM OK1234571 Kelly  Jones 66131313 SSNiGovernment 7 Employee ID 2021-01-06
DEMO 0 08:08:36
TEAM OK1234572 Walter  Brown 66131313 ‘SSNIGovernment 12 Employse 1D 2021-01-08 -]
DEMO D 09:09:36
T TXZHMSTS Do Pa 55164646 SSNiGovernment 9 Employee 1D DogPark @
DEMO 0
FLI2346T4  Mike — Wazowsk 22334456 SSNIGovemment 5 Employee ID Mike =)
DEMO ) Vazowski
ND12M4575 Alox  Smith 44332210 SSNiGovernment 8 Employea 1D 20210106 Alox Smith @
DEMO D 09:09:36
TEAM FLI234576 JamesP. Sulivan 11223345 SSNiGovernment & 20210108 JamesP. @
DEMO DEMO (Suty) ) 02:0836  (Sully)
Sulivan
TEAM TEAM ND12M577 John  Smih 44556678 SSNiGovernment 10 Employee ID 20210106 Joha Smith @
DEMO DEMO D 09:09:26
TEAM TEAM ND1234578 Frank  Johnson 33445567 SSNIGovernment Employoe ID 20210106 Frank =)
DEMO DEMO 0 09:0836  Johnson

d. Enter the reason for removing the employee from the roster (termination, not hired, medical leave,

etc.).

Move forward faster

Confirm Entity Delete
Use this form to Confirm Entity Delete. All required fields are in bold.

Reason For Delete:

oo
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Rev. 2024-03-24 | 19

© 2024 TEAM Companies | Confidential & Proprietary



<> TEAM

*Please use caution! If an employee is removed for more than 30 days, a new negative pre-
employment or pre-site access test will be required for the employee to be added back to the
pool.

e. Select Yes to delete the employee from the roster.

*If the employee you are deleting was selected for a random drug or alcohol test, you MUST notify
TEAM to receive an alternate.

How to Add an Employee to the Random Roster

Employees will automatically be added to the roster after TEAM receives a negative pre-employment
result for them (please reference for instructions on how to
schedule this). You will not have access to manually add employees to the roster within the system.

How to View Random Selections

A list of random selections will be emailed to authorized users at the beginning of each quarter. The selection list
can also be viewed within the system.

1. Step 1: Follow steps 1-3 under How to View Random Pools.

2. Step 2: Click on the pool you'd like to review (the row will turn blue).

3. Step 3: Select Periods from the toolbar. This will populate the history for this pool.

@ Navigation «  Active Pools

1= Active Pools & Enmles Results Summary 4, DOT MIS Report B Export~ , Search @ Clear
ER”""""‘S Parficlpants @ o Annual  Compl.. Drug Annual  Compl.. Alcohol
Unmatched Selections Gles Poolld  Pool of Custo... o Freque... Emplo... LastRun Drug Drug Compii... Alcohol  Alcohol  Compli... W' Agency
/ yee Target  Tests (%) Target  Tests (%) o
21446 FMCSA- TEAM  PARTL.. Quarterly 12 2021-01- 7 0 0.00 2 0 0.00 FMCSA
TEAMDEMO PROF.. DEMO 06
SERVL..
9995 PHMSA - TEAM  PARTL. Quarterly 12 202101- 7 0 0.00 0 0 0.00 PHMSA
TEAMDEMO  PROF.. DEMO ot
SERVI...
9675 NON-DOT-  TEAM  TEAM  PARTIL.. Quarterly 12 2021-01- 4 0 0.00 4 0 0.00
TEAMDEMO  PROF.. DEMO o1
SERVI...
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4. Step 4: Select the desired year and period you would like to review by using the plus sign icon to the left
of the pool name.

View Pool History

Pool History (Green Periods Have Run) l Report @]Expor( to Excel , Search g Clea
& __| FMCSA - TEAM DEMO Selec... Selec...
Primary Last  First  For For Alcohol  Drug s:fw‘ 2:2 2':::"' Drig | Alcohol
] Name  Name  Drug Alcohol T Altern...  Altern.. Tested Number Number Rank Rank
Testing Testing
No data to display

5. Step 5: Select the year you would like to review by selecting the plus sign icon to the left of the year.

View Pool History

Pool History (Green Periods Have Run) ] " Report @]Export to Excel

=|_|FMCSA - TEAM DEMO Selec... Selec...

4[] 2020-01-01 - 2020-12-31 Primary Last First For For
ID Name  Name Drug Alcohol

(97 2021-01-01 - 2021-12-31 ) Testing | Testing
\ No data to display

N

6. Step 6: Select the quarter (or period) you would like to review (it will turn blue).

[View Pool History

1= Report @)Export to Excel , Search @ Clear

Pool History (Green Periods Have Run)

3] FIMCSA- TEAM DEMO Selocs | Ssisced Aoskal  Drg RaasanNot Drag Casa  ocohdl Hcanai

P ’ PrverylD  LsstName FretName ForDug  ForAbohol | Losaton oo M8 Tenednfiol THEOEE ey OngRenk oo
Testing Testing Number
FLIZUSTE Sulven  JamesP.  Yes Yeo TeAn 000018, 00030ta..
d iSully) BEMO
Period 2 (2021-04-01)
Period 3 (2021.07.61) ND1Z34575  Smith Aex Yes 1;:1‘\5 0.054061... 0.064051...
 Pariod 4 (2021.10.01)
NOVZ3ASTE Jommeon  Frank TEAM 0108522, 0108522
DEMO
[Yzssea wazowss n TN 07071, 0105781,
DEMO
Txomsrs Park Do TEaM arsae. 0158916
oeno
FL12M86T Mowse  Marie Ten 2575, 0285378
DEMO
FL12M4570 Duck Daisy TEAM 0.310780...  0.310750.
DEMO
FL2Ms6s  Duck Danst TEAM 0596460, 0503480..
fi=e)
OK1234571  Jones Kely TEAM 0.784371 0.764371...
DEMO
ND1Z34STT  Smith John TEAM 0.822975... 0.822016..
DEMO
OKIzaSTZ Bown  wweer TEAM 0890605, 0859608
DEMO
FLzsser Mowse  Mekay Tean 0BT, 080SH7.
DEMO

a. Note: Future quarters will not be available for review.

7. Step 7: View the selections for that period. You can see what type of test(s) the employee was selected
for by referencing the checkmark under the Selected for Drug Testing and Selected for Alcohol Testing
Columns.
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1= Report B Export to Excel

Selected  Selected
ForDrug  For Alcohol
Testing  Testing

First Reason

Name

Customer  Location LastName  Primary ID Alcohol  Drug

TEAM TEAM James P.  Sullivan
DEMO DEMO  (Sully)

TEAM TEAM  Alex Smith
DEMO DEMO

Yes Yes

Yes

TEAM TEAM Frank Johnson ND1234578
DEMO DEMO

TEAM TEAM Mike ‘Wazowski FL1234574
DEMO DEMO

TEAM TEAM  Dog Park TX1234573
DEMO DEMO

TEAM TEAM Minnie  Mouse FL1234567

DEMO DEMO

TEAM TEAM  Daisy Duck FL1234570

DEMO DEMO

a. “Selected for Drug Testing” — Employees with “Yes” under this column are those selected for
random drug testing.

b. “Selected for Alcohol Testing” — Employees with “Yes” under this column are those selected for
random alcohol testing.

*If you are in a PHMSA pool, Alcohol testing is not required and therefore no employees will be
selected for a breath alcohol test.

You can export this list by selecting the “Export to Excel” button from the toolbar. The DER (Designated

Employee Representative) will automatically receive and emailed copy of the list at the beginning of the
quarter.

*Please use caution! If you request any alternate selections, your exported list will no longer be accurate.

*Any changes made on the exported list will not reflect in the system.

1 Report: & Export to Excel)
Select... Select...
P First o For For Alcohy
Customer Location o Last Name imary ID Drug Alcohol | Alten
Testing  Testing

TEAM TEAM  James  Sullivan FL1234576 Yes Yes
DEMO DEMO P
(Sully)
TEAM TEAM  Alex Smith ND1234575 Yes
DEMO DEMO
TEAM TEAM  Frank Johnson ND1234578
DEMO DEMO
TEAM TEAM Mike Wazowski FL1234574
DEMO DEMO

How to Schedule Random Tests from the Random Module

1. Step 1: Follow steps 1-7 under How fo View Random Selections.

2. Step 2: Click on the employee you wish to schedule (the row will turn blue).

3. Step 3: Click “Order Now” at the top of the page
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Pool History (Green Periods Have Run) Force Match 3 Reason Not Tested = Report EH]Export to Excel EH) Export Current Search

% Order Now

=30 B Selected F Selected F Alcohol
=[] FMCSA - TEAM DEMO First Name Last Name Primary ID e " ol Altemate Id Altemate Id 2 Location N OT S
(7] 2020-01-01 - 2020-12-31 Drug Testing Alcohol Testing Altemate
=[] 2021-01-01 - 2021-12-31 James P. Sullivan FL1234576 Yes 11223345 6 TEAMDEMO  Yes
[ Period 1 (2021-01-01) (Sully)
[ Period 2 (2021-04-01)
[ Period 3 (2021-07-01) Minnie Mouse FL1234567 Yes 77655422 1 TEAMDEMO  Yes )
i Period 4 (2021-10-01) Frank Johnson ND1234578 Yes 33445567 1" TEAMDEMO  Yes
Kelly Jones OK1234571 Yes 66131313 7 TEAMDEMO  Yes
Dog Park TX1234573 Yes 55464646 9 TEAM DEMO
Donald Duck FL1234569 Yes 99131313 3 TEAM DEMO

4. Step 4: Follow the steps/prompts to complete the scheduling. Additional screenshots of this process can
be found under Part 2: Ordering Drug and Alcohol Testing.

a. The donor pass will display on your browser once an order has been placed. You will need to
download and/or print this and provide it to the donor. The donor must take the donor pass with
them to the collection site (they can also show it on their phone).

i. Note: The donor pass may have multiple pages. Please ensure the employee knows to
bring in all pages to the clinic.

S TEAM ORDER CONFIRMATION @ KB

e om Febeuary 02, 2021, 1 1159 PA.

ol 1117711

s ) NN

(Case 2021012621544 - TEAM DEMO -t oo Poge 1012

How to Request an Alternate

If you need an alternate selection, please email our Randoms TEAM at randoms@teamqualify.com with the
unavailable sections first/last name and the reason the selection is unable to complete their random test.
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Part 5: Clinics

How to Request a New Clinic Setup

If you are needing a new collection site setup, please email our Clinics TEAM at clinics@teamqualify.com. Please
include the city, state and zip code where the site is needed in your request.

*The turnaround time (TAT) for collection site setups is 5-7 business days.

One-Time setups

TEAM offers one-time clinic setups for situations where a donor needs to test in an area outside of your
company’s standard clinic network. You can submit a one-time setup request for $35 on our website here.

*All requests will be completed within 24 hours. Post-accident and reasonable suspicion requests will be
completed within 2 hours.

Additional Supplies

If a clinic needs to order drug or alcohol testing supplies, they can submit this request on our website here. Once
submitted, a member of our Clinics TEAM will begin processing the order.

*The turnaround time (TAT) for supply deliveries is 5-7 business days.

Part 6: Contact TEAM

TEAM prides itself on our professionalism and high-caliber customer care. We are happy to help serve you at
the highest level. Please give us a call, send us an email, or go to our website at www.teamqualify.com to contact
us by chat.

Thank you for your business and continued partnership with TEAM!

Customer Excellence TEAM:

Drug Testing Inquiries

o help@teamqualify.com
o (918)970-2323

Background Screening Inquiries

o backgroundsupport@teamqualify.com
o (918)921-4815
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Alert Contractor Compliance Inquiries

o support@teamqualify.com
o (918)970-4990

Escalation Contacts:

Sr. Account Services Manager

o Sierra Lancaster: (918) 872-0512
slancaster@teamqualify.com

Vice President

o Tammy Person: (918) 970-6040
tammy@teamaqualify.com

Important Contact Info:

I3Screen

o Medical Review — Client questions/requests regarding test results.

= (877)585-7366, Option 2 mrs@i3screen.com
o Donor Medical Review/Callback — Medical review line for donors to discuss their drug test
results.

= (877)585-7366, Option 1

Background Consumers

o Contact for applicants/individuals who wish to dispute information on their background check.

=  consumers@teamqualify.com
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