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Preface

This guide establishes the authoritative procedures for the management, execution, and oversight of the

Navy Substance Prevention and Deterrence program, in strict accordance with the OPNAVINST 5350.4
series. It serves as the foundational resource for all personnel engaged in the daily administration of this
program.

Contained herein are the requisite step-by-step procedures and critical legal requirements that shall
govern all program operations. Adherence to this guidance is mandatory to ensure the efficiency,
quality, and integrity of the Substance Prevention and Deterrence program.

Any deviation from the policies stipulated in the OPNAVINST 5350.4 series or this associated
Operational Guide is prohibited without the express prior written consent of OPNAV N173.
Recommendations for modifications to this guide shall be submitted directly to OPNAV N173 for
review and consideration.
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Guide 6 — Support Programs

1. Internet Forensic Toxicology Drug Testing Laboratory Portal G(FTDTL). iFTDTL is a
web-based system, operated by Department of War (DoW) that is the primary means of
reporting urinalysis results. Each command is responsible for tracking their urinalysis results,
drug positives, and discrepancies for all samples submitted for testing.

a. Account Request Instructions: Accounts are given to individuals based on written
authorization from their Commanding Officer.

b. Accessing the iFTDTL Portal: Security settings may interfere with access to the
iFTDTL portal. Ensure TLS 1.2 is checked. Use the following steps in Internet Explorer
to verify security settings:

Note: Google Chrome or Microsoft Edge are the recommended browsers. Other web browsers
may impact some functions within the portal.

(1) Type “Internet Options” in the search box
(2) Click the “Advanced” tab

(3) Under Settings Security, scroll down and look for: Use TLS 1.2. Make sure it’s checked.
You might have to have your local IT Rep to take care of it.

& Internet Properties ? X

General Security Privacy Content Connections Programs Advanced

Settings

[ Allow software to run or install even if the signature is invalid
) Block unsecured images with other mixed content

@ Check for publisher's certificate revocation

@ Check for server certificate revocation

@ Check for signatures on downloaded programs

) Do not save encrypted pages to disk

) Empty Temporary Internet Files folder when browser is dosec
@ Enable DOM Storage

@ Enable insecure TLS server compatibility

@ Enable Integrated Windows Authentication

@ Enable native XMLHTTP support

[CJ Send Do Mot Track requests to sites you visit in Internat Explc
[ Use S5L 3.0

[JUse TLS 1.0

B Use TLS 1.1

—p 8 Use TLS 1.2

[ UseTLS 1.3

8 Warn about certificate address mismatch

[ Warn if changing between secure and not secure mode

@ Warn if POST submittal is redirected to a zone that does not p

Restore advanced settings

@  Some settings are managed by your system administrator.
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Select "APPLY"," OK" and then go to the iIFTDTL web-site: https:/ftdtl.health.mil to make sure the
connection works.

c. Requesting an iFTDTL Account:

(1) To access iFTDTL go to https://ftdtl.health.mil (add it to your Favorites). All Users

are required to only use the iIFTDTL SAAR form found under the “Getting Started” dropdown
“New User Guide” on the portal.

IFTDTL Portal

Getting Started ~ Contact Support

Back to Login @
How To Register

New User Guide

You are accessing a U.S. Government (USG) Information System (IS) that is provided for USG-authorized use only.

By using this IS (which includes any device attached to this |S), you consent to the following conditions:

-The USG routinely intercepts and monitors communications on this IS for purposes including, but not limited to, penetration testing, COMSEC monitoring, network operations and defense,
personnel misconduct(PM), law enforcement(LE), and counterintelligence(Cl) investigations.

-At any time, the USG may inspect and seize data stored on this IS

-Communications using, or data stored on, this IS are not private, are subject to routine monitoring, interception, and search, and may be disclosed or used for any USG authorized purpose.

-This 1S includes security measures (e.g., authentication and access controls) to protect USG interests-not for your personal benefit or privacy.

-Notwithstanding the above, using this IS does not constitute consent to PM, LE or Cl investigative searching or monitering of the content of privileged communications, or work product,

related to personal representation or services by attorneys, psychotherapists, or clergy, and their assistants. Such communications and work product are private and confidential. See User
Agreement for details

"0 1 Agree

CAC Login

Reqgister as a new user

IFTDTL Portal

Getting Started ~ Contact Support
New User Guide @

Preregistration requirements include the fol

+ Acompleted and signed DD2875 System Authorization Access Request (SAAR) dated within the past year. Contact your program office for the latest version and assistance

« Avalid Cyber Awareness certificate dated within the past year
« Complete the user regisiration - Getting Started --= How To Register.

» Approval from an account administrator.

(2) Directions for correctly completing the iFTDTL SAAR are available at the Navy
Substance Prevention and Deterrence website https://www.mynavyhr.navy.mil/Support-

Services/Culture-Resilience/Drug-Alcohol-Deterrence/Systems/iFTDTL/ under iFTDTL SAAR
Instructions.

(3) Access the Portal. Click the New User link to start the new user registration process.
Enter the required information as denoted by the red asterisks. Upload the iFTDTL SAAR to
complete registration. Click the “Register” button, a “Thank You” message will pop up and a
"Back to Login" button will appear. Exit the portal.
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(4) E-mail a copy of your cyber awareness certificate to
mill-webportal@us.navy.mil.

Note: It is required for all iIFTDTL SAAR forms to be signed digitally in order for request to
be processed.

d. Account Confirmation:

(1) Access iFTDTL at https://ftdtl.health.mil (add it to your favorites).

(2) If assistance with iFTDTL is needed, contact the iFTDTL Help Desk at (901) 874-
2458 or mill-webportal@us.navy.milmailto:.

(3) Once account request is process by the staff, User will receive an automated email
notification that their account is enabled.

i An official websie of the United States government Hara's how you know

IFTDTL Portal

Getting Started - Contact Support
Account Log in @

You are accessing a US Government (USG) Information Systam {IS) that is provided for USG-authorized use only
By using this IS (which includes any device attached to this IS), you consent (o the following conditions

-The USG routinely intercepts and monitors communications on this IS for purposes including, but not imied to, penetration testing, COMSEC moniionng, network operations and defense
personnal misconduct{PM), law enforcement(LE), and countennteiigence(Cl) investigations

-At any time, the USG may inspect and seize dala stored on this 1S
-Communications using, or data stored on, this 1S are not privale, are subject to mouting moeniaring, interception, and search, and may be disclosed or used for any USG authorized purpose
-This IS includes secunity measures (e g, authenbcation and access controls) to protect USG interests-not for your personal benefit or privacy.

-Notwithstanding the above, using this IS does not constitute consent 1o PM, LE or Cl investigative searching or monitoring of the content of privilaged communications, or wark praduct

related to personal representation or services by atlorneys, psychotherapists, or clergy, and their assistants. Such communications and work product are private and confidential See User
Agreement for details

| Agree

CAC Login

Register as a new user

e. How to review your urinalysis results: When you receive an e-mail notification from

iIFTDTL reporting you have test results, log into the iFTDTL portal. https://ftdtl.health.mil. The
iFTDTL Portal will appear.

(1) Click "I Agree"

(2) Click "CAC Login"


mailto:mill-webportal@us.navy.mil
https://ftdtl.health.mil/
mailto:mill-webportal@us.navy.mil
mailto:
https://ftdtl.health.mil/

(3) Go to “My Modules”
(4) Select "Results Portal" from the dropdown menu

iFTDTL POI'taI Logout

(L LN Administration ~ DoD Drug Testing Labs Help Desk

Portal Home Page @

DDR Program Office
DoDDTP
& MRO Portal May 13, 2021 6:46:54 AM

5 Results Portal b 29, 2016 2:48:53 PM
38:30 AM

WebDTP

iIFTDTL Announcement

FTDTL- WRS is also known as the iFTDTL Portal. The iFTDTL Portal includes modules covering all aspects of drug testing to include reports, live queries, administration, user guides, the
DTP Lite standalone executable desktop application. Each page or module in the portal has the menu tabs located at the top of the screen for accessing Your Modules, Administration, DoD

Drug Testing Labs, and Help Desk Support.

Please keep your profile current or you may miss important nofifications from the iFTDTL Pertal. Click on your email address in the upper right-hand of the iIFTDTL webpage to manage
your profile.

Your iIFTDTL Portal user access session will disconnect after 15 minutes of inactivity; administrative sessions disconnect after 10 minutes of
inactivity. You will be required to logon again.

Note: Whenever the UPC selects the "New Drug Testing Results," and views results, those
results will become marked as “viewed” and will no longer be viewable under "New Drug
Testing Results".

(5) Select “Results” accordion and click the “+” to drop down to see results report
options.

Results Portal @

Dowi I 24
Results +

Unit Result Status +
PM Result Status Reports +
+

Compliance Reports

Batch Reports

f. New Test Results: To first assess your command testing results, click “New Drug
Testing Results” link.




Results Portal @

Download Results Portal User Guide

Result -

View Laboratory Results Reports

o New Drug_Testing Results

View new results reports and reprint results reports

Query Laboratory Results

o Ad Hoc Results
Query results by a combination of fields.

< Discrepancy Report by RRU

Query Discrepancies by the Date Specimen was received at the laboratory.

(1) Choose “New Report” from the Report Type drop down menu.
(2) Type in the RRU that you want to view results.
(3) Click the “Search” button to see the results.

(4) To view a different RRU, click the “Reset” and repeat steps 1 and 3.

New Drug Testing Results @

Portal Home Page | Results Portal | New Drug Testing Results

port Tvpe
New Report s I
My RRUs

‘ Type RRU here ‘

(5) To Reprint past results, select Re-Print from the Report Type dropdown.

(6) Type in the RRU that you want to view results of.
(7) Enter Viewed Begin Date: (MM-DD-YYYY)

(8) Enter Viewed End Date: (MM-DD-YYYY)

(9) Enter Records per page (Example 100)

(10)  Click the “Search” button to see the results
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(11)  To view a different RRU, click the “Reset” and repeat steps 5 and 10.

Note: Results can be downloaded in Excel or PDF format.

New Drug Testing Results

Portal Home Page | Resulls Portal | Mew Drug Testing Results

Report Type
| Re-Print -]
My RRL [ ] [
LALEC Viewed Begin Date | 10/01/2020 Viewed End Dale | 04/11/2021

Type RRU here
m
Records per page

g. Ad Hoc Results. To see results previously viewed select the “Ad Hoc Results” link.
This report gives the user the ability to search for results by RRU, UIC, DODID, LAN, ARG and
more, allowing you to see test history for the current year plus two years.

While this report can be used in multiple ways, ensure that you have the proper dates selected.

Results Portal

Download Resuilts Portal User Guide

Result

View Laboratory Results Reports

<+ MNew Drug Testing Resuits

Wiew new results reports and reprint resulls reports.

Query Laboratory Results

+ Ad Hoc Rasults

Query resulis by a combination of fislds
o Discrepancy Report by RRU

Query Discrepancies by the Date Specimen was received at the laboratory.
(1) Choose the date range that the samples were collected by inputting the “Begin
Collection Date” and “End Collection Date”.
(2) Type in the “UIC” of your command then click “Search” to generate report.

Note: Begin and End Collection Date are the dates the samples were collected at the command.
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Begin and End Report Date are the dates the lab reported the results to iIFTDTL. View Date is
the date that the results were viewed by someone with the permission to mark samples as
“Viewed”.

Ad Hoc Results @

Portal Home Page | Results Portal | Ad Hoc Results

Begin Collection Date End Collection Date Begin Report Date End Report Date View Date
10/01/2020 04/11/2021 mm/dd/yyyy

RRU uic DoDID LAN

‘TypeRRUhere ‘ ‘ ‘ ‘ ‘ ‘

Batch # My ARGs Result Form #

‘ ‘ ‘ <Al ARGs> + ‘

<Report Call> v ‘ ‘

h. Discrepancy Report: This report displays commands that have discrepancies on
samples received by the laboratory.

(1) Click on “Discrepancy Report by RRU” link in the Query Laboratory Results section
located under the Results accordion.

Results Portal ®

Wl sults Portal User Guid

Result -

View Laboratory Results Reports

= New Drug Testing Resuits

View new results reports and reprint results reports.

Query Laboratory Results

= Ad Hoc Results
Query results by a combination of fields.
= Discrepancy Report by RRU
Query Discrepancies by the Date Specimen was received at the laboratory.
(2) Enter Begin Collection Date: (MM-DD-YYYY).
(3) Enter End Collection Date: (MM-DD-YYYY).

Note: The collection date is the date on DD Form 2624



(4) Begin Receive Date: (MM-DD-YYYY)
(5) End Receive Date: (MM-DD-YYYY)

Note: The Receive Date is the date the servicing lab received the specimen sample(s). This
date is not needed if searching by Collection Date only.

(6) Enter your command RRU in “My RRUs” box.
(7) To view a different RRU, click the “Reset” and repeat steps 2 and 5.

(8) Click the “Search” button to see the results.

Discrepancy Report by RRU @

Portal Home Page | Results Portal | Discrepancy Report by RRU

Begin Collection Date End Collection Date Begin Receive Date End Receive Date

04/13/2021

My RRUs | Type RRU here

10/01/2020

Note: ADCOs have oversight over multiple commands to ensure that posted results are viewed
and to assist in resolving command issues.

For additional information, please visit the Navy Substance Prevention and Deterrence website:
https://www.mynavyhr.navy.mil/Support-Services/Culture-Resilience/Drug-Alcohol-
Deterrence/Policies-OpGuides/

Contact information:

iFTDTL Processing Office

Navy Substance Prevention and (OPNAV N173C) BLDG 457 Room 249
5720 Integrity Drive

Millington, TN 38055-6000

Help Desk — DSN 882-2854 or Commercial: (901) 874-2854
Email: MILL-WEBPORTAL@US.NAVY.MIL

2. Alcohol and Drug Management Information Tracking System (ADMITS) ADMITS is a
web-based data system maintained by the Chief of Naval Operations (OPNAV N173) and is a
central repository of alcohol and drug misuse incidents, screening data, treatment data, and
training information. DAPAs, ADCOs, UPCs, Commanding Officers/Officer’s in Charge, and
SARP Providers must use ADMITS in the execution of the OPNAVINST 5350.4 Series and the
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OPGUIDE. Each command is responsible for tracking alcohol and drug related incidents,
command referrals, self-referrals, education and training, screening, and treatment.

a. Requesting an ADMITS Account

(1) Obtain and complete a System Authorization Access Request Navy (SAAR-N) form,
OPNAYV 5239/14, available from the Navy Substance Prevention and Deterrence web site
https://www.mynavyhr.navy.mil/Support-Services/Culture-Resilience/Drug-Alcohol-
Deterrence/Systems/ADMITS/ (ADMITS page). Directions for correctly completing the
SAAR-N are also available at the N173website. All User Account Requests must include full
SSN for an ADMITS account to be created.

(2) The User Account Request must be signed by the CO/OIC, echelon 2/3 Commander,
or civilian director.

(3) All ADMITS account requests must be sent by digitally signed and encrypted email
to: MILL-N17-ADMITS@US.NAVY.MIL.

(4) Users will receive an email notifying them that the account has been created and
providing additional login instructions.

b. ADMITS new account and log in instructions

(1) All users must have and maintain an active BUPERS online (BOL) account and must
log in every 30 days to prevent account from being suspended.

(2) To unlock a BOL account, follow direction on web site at
https://www.bol.navy.mil/bam/ or contact help desk at 901-874-
4700/DSN 882-4700 or mailto:BUPERS07-IT-EOC@us.navy.mil.

(3) Additional information can be found at
https://www.bol.navy.mil/bam/FAQs.aspx

c. ADMITS login

(1) Log onto BUPERS ON-LINE: https://www.bol.navy.mil/bam.

(2) Select "ADMITS" link from Main menu.
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BOL Application Menu

%Eﬁ&']&] [ADMITS

; ; [Advancements!/Selection Boards
[Privacy Policy] [Application (FORMAN) Status
[ARPR/A SO5H Online
[CCAJFITREP/Eval Reports
COXOICMC
[Advancement/Selection Board
Verification
[CWAY - Sailor Self-Service ]
[ESSBED {Submit letter to SelBoard) |
[Individual Medical Readiness (IMR).
Status i
[JOIN
[Military Locator System
[Mame Change
[Maval Register }
[MavPers Legacy and PERSTEMPO |
[Ma\qr Personnel Command
Document Services
MNavy-Marine Corps Mobilization
[Processing System (NMCMPS) -
View |ATADSW orders
[ODC, O5SR, PSR, ESR
[Officer Photo
[Crl'ﬁu:ial Military Perzonnel File
{OMPF) - My Record
[PRIMS
[PFTDR
[Selective Reenlistment Bonus

Click on any information icon to the right of 2
menu itemn o see addibenal information about that
applicstion.

S8ee eS¢ ¢ Sccese see ssces

If you have received an email from ADMITS confirming your account has been created and the
ADMITS link is not listed in the BOL Main Menu please contact the ADMITS help desk for
additional assistance at (901) 874-4214, (DSN) 882, or mill-n17-admits@us.navy.mil.

(3) Enter CAC pin when prompted.

(4) Example of ADMITS home Page display.

Admﬂs Menu~ Reporis~ 3 -
Welcome to ADMITS

Personal Readiness Summits provide the latest information on policy updates, current and new initiatives
Specific sessions for COs/XOs/CMCs, JOs/Senior Enlisted, DAPAS/UPCs/SAPR, Junior Enlisted

Administrator Message

*Urinalysis Program Coordinator Course is NOW AVAILABLE - The UPC course is available on Navy eLearning
*All IFTDTL users: The Legacy Portal migrated to a new website on August 15, 2020. Effective November 12
2020 at SPM CST, the Legacy IFTDTL Portal will be shut down permanently. This includes various features from
HelpDesk, WebDTP and various download/upload services thal Legacy IFTDTL Portal used to provide. Use the
following link to access the new portal hitps:/iftdtl heaith.mil. * General ADMITS contact information: ADMITS
Processing Officer 215t Century Sailor Office (OPNAV N17) Total Sailor Fitness (OPNAV N170) Navy Alcohol
and Drug Prevention (NADAP)YOPMNAVN170A) Building 457, Room 249 5720 Integrity Drive Millinglon, 38055-
6000 Help Desk - DSN: 882-4214 or Commercial: (901) 874-4214 Fax - DSN: §82-6655 or Commercial: (901)
874-6655 Email: mill_n17_admits@navy.mil

(5) Users with active accounts will be able to access Menu and Report navigation options
based on account privileges.
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d. Menu Tab Content

(1) Enter DAR Record (Command DAPA Only)
(2) Approve Pending Records (CO/OIC and DAR Approver)
(3) Enter Screening Record (SARP Provider)
(4) Enter Treatment Data (SARP Provider)
(a) Enter DAR Record
1. Select “Menu” tab
2. Select “Enter DAR Record”

Note: Ensure that you have selected the correct UIC for the member from your UIC list if you
have access to more than one UIC.

Admits Menu~ Reports~

00000

Welcome to ADMITS .

Personal Readiness Summits provide the latest information on policy updates, current and new initiatives.
Specific sessions for COs/XOs/CMCs, JOs/Senior Enlisted, DAPAs/UPCs/SAVI, Junior Enlisted.

Administrator Message

- The Alcohol and Drug Management Information Tracking System (ADMITS) has been offline since September
2013 due to security issues. This is an interim system with limited capability, designed to meet minimum Fleet
requirements with a cybersecurity compliant application. The system will allow commands to enter new Drug and
Alcohol Reports (DARs) and those held on station while the system was offline. - For the forwarding/processing
of all ADMITS Registrations, the new ADMITS Mailbox address is MILL_N17_ADMITS@navy.mil - General
ADMITS contact information: ADMITS Processing Officer 21st Century Sailor Office (OPNAV N17) Total Sailor
Fitness (OPNAV N170) Navy Aleohol and Drug Prevention (NADAP)(OPNAVN170A) Building 457, Room 249
5720 Integrity Drive Millington, 38055-6000 Help Desk — DSN: 882-4214 or Commercial: (901) 874-4214 Fax —
DSN: 882-6655 or Commercial: (901) 874-6655 Email: mill_n17_admits@navy.mil

3. Enter the SSN for the member and select search.

Admits Menu= Reports~

4. Select “New Record” or “Edit” to edit a DAR that has not been approved.

5. If the member has more than one DAR entry a list will be displayed.
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6. Edit DAR link will be present if the DAR is pending approval and can be
opened for editing.

7. Once a DAR has been approved it cannot be edited locally. Please contact the
ADMITS help desk for additional assistance for editing an approved DAR.

(b) DAR Data fields

1. Select the appropriate options from the dropdown menu.

Incident Report Entry

Name

Rank UNK
BranchOfService US Navy
Uic

Date of Incident

12132021

Primary Substance

Alcohol v

Incident Info

Commander, Supervisor,

Unit Identification Code

Frequency Of Abuse

1-3 times per Month w

Method of Identification

Aftercare - Urinalysis w

Location Used

Ashaore - Off Duty w

IncidentLocation

AK Alaska v

Comments

Mature of Incident

[ Abuse [ Manufacture [ Possession [ Trafficking

[ DUI/DWI/ BWIF OWI

Save Report Cancel

[t

Date: Use Calendar Box or enter date of incident/referral

MM/DD/YYYY format

&

b. Incident date is the urinalysis collection date for a Drug positive result

@

Actual date of alcohol or drug referral/incident
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d. Cannot be a future date

3. Primary Substance: Select appropriate entry from list.

Primary Substance
Aleshol w

rs
Amphetamines
Anabolic Steroids
Barbiturates
Benzodiazephine
Cocaine
Codeing
Designer Drugs
Drug (other)
Drug Paraphernalia
Hallucinegens (LSD)
Heroin (BMAM)
Hydrocodone/Hydromorphone
Inhalants
Marijuana
MDMAMDA (Ecstasy)
MOPY/Mephedrone (Bath Salts)
Methamphetamines
Morphine
Oxycodone/Oxymorphone 7

4. Incident info: Select appropriate entry from list

Incident Info

Commander, Supervisor,

Commander, Supervizor, DAPA Alcohol Detection

Self Referral Alcohol Detection

Urinalysis Tesfing

Military Law Enforcement Alcohol Detection
Civiliam Law Enforcement Alcchol Detection
Medical Alcohol Detection

Military Law Enforcement Drug Defection
Civiliam Law Enforcement Dmug Detection
Commander, Supervisor, DAPA Drug Detection
Self Referral Drug Detection

Mot Applicable

Medical Drug Deteclion

5. Frequency of Abuse: Select appropriate entry from list.

Frequency Of Abuse

1-3 times per Month w

1-3 times per Month

1-3 times per Week

3 or more times per Month
4.7 times per Week
Abuse Denied

Less than monthly

Mot Dietermined
UNKNOWHM

6. Method of Identification: Select appropriate entry from list.
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Method of Identification

Aftercare - Urinalysis g
Civilian Police - Law Enforcement
Command - Incident
CommandfSupervisor - Command
Consensual - Urinalysis
Fitness for Duty - Urinalysis
Medical - Command
Medical Examination - Urinalysis
Military Police - Law Enforcement
Ciher Ingpection - Urinalysis
Probable Cause - Urinalysis
Random - Urinalysis
Self-ReferralDisclosurs
Service Directed - Urinalysis
Surveillance - Urinalysis
Unit Sweep - Urinalysis
UMEMOWH

7. Location Used: Select appropriate entry from list.

Location Used

Ashore - Off Duty et

Ashore - On Duty
Shipboard
Unknown/Other

8. Incident Location: Select appropriate entry from list.

IncidentLocation

AK Alaska ~
AK Alaska s
AL Alabama

AL Alabama Cther

AL Montgomery

AR Arkanszas Other

AR Jacksonville

ASHORE QUTSIDE U.S.

AZ Arizona Other

AZ Yuma

CA Barstow

CA Califormia Other

CA Camp Pendleton North

CA Camp Pendleton Scuth

CA China Lake

CA Coronado

B CaE Centro !
CA Lemoore

CALos Angeles Area 1
CA Monterey

CA Oceanside -

9. Comments: Enter comments about incident/referral, other statements as
deemed appropriate. Comments are limited to 1,485 total characters.
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Comments

s

10. Nature of incident: check box next to each option as appropriate.

Mature of Incident

[J Abuse [ Manufacture [ Possession [ Traficking
[ DULF DWI S BWIET OWI

11. Select “Save Report.” Saving the report will send to “Approve Pending DAR
Records” for approval.

(c) Approve Pending DAR Records. This option is only available to the CO/OIC or
individuals with DAR Approval Role in ADMITS.

1. Select UIC drop down to select UIC if user has multiple UIC’s

Admits Menu~ Reports~

Welcome to ADMITS L

Perscnal Readiness Summits provide the latest information on policy updates, current and new intiatives
Specific sessions for COs/XOs/CMCs, JOs/Senior Enlisted, DAPAs/UPCs/SAVI, Junior Enlisted

Administrator Message

- The Alcohol and Drug Management Information Tracking System (ADMITS) has been offine since September
2013 due o security issues. This is an interim system with limited capability, designed to meet minimum Fleet
requirements with a cybersecurity compliant application. The system will allow commands to enter new Drug and
Alcohol Reports (DARs) and those held on station while the system was offline. - For the forwarding/processing
of all ADMITS Registrations, the new ADMITS Mailbox address is MILL_N17_ADMITS@navy.mil - General
ADMITS contact information: ADMITS Processing Officer 21st Century Sailor Office (OPNAY N17) Total Sailor
Fitness (OPNAV N170) Navy Alcohel and Drug Frevention (NADAP (OPNAVN170A) Euilding 457, Room 249
5720 Integrity Drive Millington, 38055-6000 Help Desk —~ DSN: 882-4214 or Commercial: (901) 874-4214 Fax -
DSN: 882-6655 or Commercial: (801) 874-8655 Email: mill_n17_admits@navy.mil

2. Select “Approve Pending DAR Records”
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Admits Menti~ Reports~

Approve Pending DAR Records

Welcome to ADMITS

Personal Readiness Summits provide the latest information on policy updates, current and new initiatives
Specific sessions for COs/XOsS/CMCs, JOsiSenior Enlisted, DAPAS/UPCS/SAPR, Junior Enlisted

Administrator Message

*Urinalysis Program Coordinator Course is NOW AVAILABLE - The UPC course IS available on Navy eLearning
"All IFTDTL users: The Legacy Portal migrated to a new website on August 15, 2020. Effective November 12
2020 at SPM CST, the Legacy IFTDTL Porial will be shul down permanently. This includes various features from
HelpDesk, WebDTP and various download/upicad services that Legacy IFTDTL Portal used to provide. Use the
following link to access the new portal hitps:/ftdtl health.mil. * General ADMITS contact information: ADMITS
Processing Officer 21st Century Sailor Office (OPNAV N17) Total Sailor Fitness (OPNAV N170) Navy Alcohol
and Drug Prevention (NADAP)YOPNAVN170A) Building 457, Room 249 5720 Integrity Drive Millington, 38055-
6000 Help Desk — DSN: 882-4214 or Commercial. (901) 874-4214 Fax — DSN: 882-6655 or Commercial: (901)
874-6655 Email: mill_n17_admits@nawy.mil

(d) A complete list of all DAR pending approval will be displayed.

Admits  Men~  Reports-

Pending DAR Records (HOLDING)

Incident Date Primary Substa

71212021 Alcohol = Delate
4162021 Abzohol =3
8372020 Alcohal
#2020 Alcohol [ view |
/302021 Alcohol = m
22021 Alcohol = Delste
5152021 Alcohal =

1. Scroll to locate appropriate member DAR

2. Select “View,” “Approve”, or “Delete.”
3. Selecting “View” will display the pending DAR (view only) in PDF format.

4. Selecting “Approve” will open a new dialog box prompting the CO/OIC to
enter their name and select the “Approve” box.
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Commanding Officer's Name

—.

Note: The CO/OIC’s name shall be entered when the approval authorization has been
delegated, not the name of the individual approving the DAR.

Note: DAR is now approved and there is no need to fax or email the document to N173.

5. Selecting “Delete” will remove the pending DAR from ADMITS. The DAR
is no longer retrievable.

d. Enter Screening Record (SARP User only)

(1) Select UIC From UIC list for the members UIC

Admits Menu~ Reports=

Welcome to ADMITS Lo

Perscnal Readiness Summits provide the latest information on policy updates, current and new intiatives
Specific sessions for COs/X0s/CMCs, JOs/Senior Enlisted, DAPAS/UPCs/SAVI, Junior Enlisted

Administrator Message

- The Aicohel and Drug Management Information Tracking System (ADMITS) has been offline since September
2013 due to security issues. This is an interim system with limited capability, designed to meet minimum Fleet
requirements with a cybersecurity compliant application. The system will allow commands tc enter new Drug and
Alcohol Reports (DARs) and those held on station while the system was offline. - For the forwarding/processing
of all ADMITS Registrations, the new ADMITS Mailbox address is MILL_N17_ADMITS@navy.mil - Genera
ADMITS contact information: ADMITS Processing Officer 21st Century Sailor Office (OPNAV N17) Total Sailor
Fitness (OPNAV N170) Navy Alzohel and Drug Prevention (NADAP(OPNAVN1T0A) Buliding 457, Room 249
5720 Integrity Drive Milington, 38055-6000 Help Desk — DSN: 882-4214 or Commercial: (901) 874-4214 Fax -
DSN. 882-6655 or Commercial. (901) 874-8655 Email. mill_n17_admits@navy.mil

(2) Select enter screening record from the Menu list
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Admits Menu~ Reports~

Enter Treatment Data

Welco' Enter Screening Record

Personal Readiness Summits provide the latest information on policy updates, current and new initiatives
Specific sessions for COs/XOs/CMCs. JOs/Senior Enlisted, DAPAS/UPCS/SAPR. Junior Enlisted

Administrator Message

*Urinalysis Program Coordinator Course is NOVY AVAILABLE - The UPC course is available on Navy eLeaming
*All IFTDTL users: The Legacy Portal migrated to a new websie on August 15, 2020. Effectrve November 12
2020 at SPM CST, the Legacy IFTDTL Portal will be shut dovwn permanently. This includes various fealures from
HelpDesk, WebDTP and various download/upload services that Legacy IFTDTL Portal used to provide. Use the
following link to access the new porlal hitps /Mdti heaith mil. * General ADMITS conltact information: ADMITS
Processing Officer 21st Century Sailor Office (OPNAV N17) Tolal Sailor Fitness (OPNAV N170) Navy Alcohol
and Drug Prevention (NADAPNOPNAVN1T0A) Building 457, Room 249 5720 Integrity Drive Millington, 35055-
6000 Help Desk — DSN: 882-4214 or Commercial: (901) §74-4214 Fax - DSN: 882-6655 or Commercial: (901)
874-6655 Email: mill_n17_admits@navy mil

(3) Select member from list. Only members with an approved DAR will be displayed.

Admits  Menu~ Reports~ Admin~ -

Screening Records

r )
i

(4) Select search

(5) Enter Screening Data by completing drop down options
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Admits Menu= Reporis=

Enter Screening Data

Member Name:
Iincident Date: 72014

Substance Alcohol
Previous Detections
Self Referral Alcohol Detection 1

Screening Date

121142021 E

Facility

SARP SAN DIEGO w

Referral Reason

DUl or DWI Incident Refemal

Recommendad Action

Intensive Qutpatient w

Previous Education

ADAME (EG and above) W

Comments

(6) Screening Date. Use Calendar Box or enter date of incident/referral
(a) MM/DD/YYYY format
(b) Should not be a future date
(c) Should not be a date prior to the DAR incident date

(7) Facility
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Facility

SARP SAN DIEGO w

SARP SAN DIEGO o~

SARP NORFOLK

SARP JACKSONVILLE

TRIPLER AMC

ANDREWS TRISERVICE ADDICTIONS RECOVERY CENTER
SARP KITSAP WASHINGTOM

SARPD CAMP PENDLETON

SARP GREAT LAKES

SARD OKINAVA

SARP PEMSACOLA

SARP BETHESDA

SARFP PEARL HARBOR

SARP PORT HUENEME

SARP WHIDBEY ISLAND

SARP YORKOSUKA

SARP GUAM T
SARFP LEMOORE

SARFP DIEGO GARCIA

SARP SASEBO

SARP USS ENTERPRISE CVN 65 =4

(8) Referral Reason

Referral Reason

DUl or DWI Incident Referral

DUl or DWW Incident Referral Reason
Level Il Holding Referral Reason

(9) Recommended Action

Recommended Action

Intensive Quipatient w

Intensive Qutpatient

Command Level

Early Intervention Impact or equivalent
Cutpatient

Residential

Medically Managed

RTD - Mo Further Action

RTD - Mot Amenable

RTD - Mo Problem

Inpatient (Level 1II}

(10)  Previous Education

Previcus Education

ADAMS (EB and abowve) b
ADAMS (E6 and above)

Awrare
GMT
NADSAP
Mone
Cther
Prevent
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(11)  Comments

Comments

(12)  Save
e. Enter Treatment Data (SARP User Only)

(1) Select UIC from UIC list for the members UIC

Admits Menu~ Reports~

30626
00000

Welcome to ADMITS -

Personal Readiness Summits provide the latest information on policy updates, current and new intiatives.
Specific sessions for COs/XOs/CMCs, JOs/Senior Enlisted, DAPAs/UPCs/SAVI, Junior Enlisted

Administrator Message

- The Alcohcl and Drug Management Information Tracking System (ADMITS) has been offine since September
2013 due to security issues. This is an interim system with limited capabiity, designed to meet minimum Fleet
requirements with a cybersecurity compliant application. The system will aliow commands to enter new Drug and
Alcohol Reports (DARs) and those held on station while the system was offline. - For the forwarding/processing
of all ADMITS Registrations, the new ADMITS Mailbox address is MILL_N17_ADMITS@navy.mil - General
ADMITS contact information: ADMITS Processing Officer 21st Century Sailor Office (OPNAV N17) Total Sailer
Fitness (OPNAV N170) Navy Alcohol and Drug Prevention (NADAP (OPNAVN170A) Eullding 457, Room 24¢
5720 Integrity Drive Millington, 38055-6000 Help Desk — DSN: 882-4214 or Commercial: (901) 874-4214 Fax -
DSN: 882-8655 or Commercial: (901) 874-6655 Email. mill_n17_admits@navy.mil

(a) Select Enter Treatment Data from the Menu list

Admits Menu~ Reports~

Welcome to ADMITS M-

Perscnal Readiness Summits provide the latest information on policy updates, current and new initiatives
Specific sessions for COs/X0s/CMCs, JOs/Senior Enlisted, DAPAs/UPCs/SAVI, Junior Enlisted

Administrator Message

- The Alcohcl and Drug Management Information Tracking System (ADMITS) has been offline since September
2013 due to security issues. This is an interim system with limited capability, designed to meet minimum Fleet
requirements with a cybersecurity compliant application. The system will allow commands to enter new Drug and
Alcohol Reports (DARs) and those held on station while the system was offline. - For the forwarding/processing
of all ADMITS Registrations, the new ADMITS Mailbox address is MILL_N17_ADMITS@navy.mil - General
ADMITS contact information: ADMITS Processing Officer 21st Century Sailor Office (OPNAV N17) Total Sailor
Fitness (OPNAV N170) Navy Alcohol and Drug Prevention (NADAP (OPNAVN170A) Building 457, Room 24¢
5720 Integrity Drive Millington, 38055-6000 Help Desk — DSN: 882-4214 or Commercial: (901) 874-4214 Fax -
DSN: 882-8655 or Commercial: (801) 874-6655 Email: mill_n17_admits@navy.mi

(b) Select member from display
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(c) Select Search

(d) Enter Treatment options from Drop list

Admils Mena Reports-

Enter Treatment Data

Member Name

Incadent Dabe: 321995
Subsiance Alcohol
Type Program
Early Interventon USMC Pra w

Tresiment Compistion Date

12742021 L

Refemal Source

Command of Supernisor -

Program Aclion

Complated Program - RTD W

Prognosis

Fair -
Facility

SARP SAN DIEGO ~
Counselorn

Recommendsad Aflercare Action

Counselng -

Comments

m Cancel
(e) Type Program

Type Program

Early Intervention USMC Prii »

Early Intervention USMC Prime
Early Intervention Level 0.5
Cutpatient Level |

Intensive Outpatient Level Il
Clinical Monitoring/Residential Lewvel 11
Medically Managed Level [V

(f) Treatment Completion Date

(g) Referral Source
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Referral Source

Command or Supervisor o

Command or Supervisor
Law Enforcement
Medical

Cther Program

Self Referral

Urinalysis

=

(h) Program Action

Program Action

Completed Program - RTD

Completed Program — RTD
Program not Completed -RTD

(1) Prognosis

Prognosis
Fair A
Good
Poor
(j) Facility
Facility
SARP SAN DIEGO ~

SARP NORFOLK

SARP JACKSONVILLE

TRIPLER AMC

ANDREWS TRISERVICE ADDICTIONS RECOVERY CENTER
SARP KITSAP WASHINGTON

SARPD CAMP PENDLETON

SARP GREAT LAKES

SARD OKINAWA

SARP PENSACOLA

SARP EETHESDA

SARP PEARL HAREOR

SARP PORT HUENEME

SARP WHIDBEY ISLAND

SARP YOKOSUKA

SARP GUAM

SARP LEMOCRE

SARP DIEGO GARCIA

SARP SASEBO

SARP US3 ENTERPRISE CVN 65 7

(k) Counselor

Counselor

(I) Recommended Aftercare Action
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(m) Comments

(n) Save

Gomments

e. Reports Tab Content

Admits

Menu~

Reporns>

Recommended Aftercare Action

Counseling ~

Education
Meelings
Other

'

Welcome {c¢

Personal Readiness Summits prc
Specific sessions for COs/X0s/C

Administral

Incident Listing

Urinalysis Specimen Details

Record Check

Screening Listing

Treaiment Listing

Urinalysis History

Urinalysis Specimen Summary Data

DAR View/Print
*Urinalysis Program Coordinatorn wewresamrerrmyrmsmwss = rimewroweersura-avanasse-oel N3VY ELEAMING
*All IFTDTL users: The Legacy Poral migrated {o a new website on August 15, 2020. Effective November 12
2020 at 5PM CST, the Legacy IFTDTL Portal will be shut down permanently. This includes various features from
HelpDesk, WebDTP and various download/upload services that Legacy IFTDTL Portal used to provide. Use the
following link to access the new portal hitps:/Mdil. health.mil. * General ADMITS contact information: ADMITS
Processing Officer 21st Century Sallor Office (OPNAY N1T) Total Sailor Fitness (OPNAY N170) Mavy Alcohol
and Drug Prevention (MADAPHOPNAVN170A) Building 457, Room 249 5720 Integrity Drive Millinglon, 38055-
6000 Help Desk — DSN: 882-4214 or Commercial: (901) 874-4214 Fax — DSN: 882-6655 or Commercial (201)
874-6655 Email. mill_n17_admits@navy.mil

(1) Record Check

(2) Treatment Listing

(3) Screening Listing

(4) Incident Listing

(5) Urinalysis Specimen Details

(6) Urinalysis Specimen Receipt Summary

(7) DAR View/Print

26

{ initiatives
ed



(8) Urinalysis History
(9) Urinalysis Specimen Summary Data
(a) Record Check
1. Select “Reports” tab

2. Select “Record Check”

Admits

Treatment Listing
Screening Listing
m ncident Listing
Urinalysis Specimen Details
Urinalysis Specimen Receipt Summary
DAR View/Print
Urinalysis History

Urinalysis Specimen Summary Data

3. Enter the member’s full SSN in the dialog box
Note: 9 digit SSN without dashes or spaces

4. Select “Submit”

Admits Menu~ Reports~ Admin~

SSN

5. The record check option will display the following

(b) Laboratory Positives

Sample Date Test Date Drug Code UIC/RUC BNSpec Specimen Premise Code Sample Location Date Received
3/1/2001 12:00:00 AM  3/20/2013 12:00:00 AM  HYM 55575 San Diego
8/1/2007 12:00:00 AM  8/1/2007 12:00:00 AM MDA 99999 0003 003 IR San Diego
8/1/2007 12:00:00 AM  8/1/2007 12:00:00 AM MDM 99999 0003 003 IR San Diego

(c) Approved DAR
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Incident Date Substance DUIlDwI 1D Method UIC/RUC

1/1/1800 12:00:00 AM Alcohol False UNKNOWMN 00000
1/1/1800 12:00:00 AM Alcohol False UNKNOWN 00000
1/1/2006 12:00:00 AM Alcohol True Civilian Police - Law Enforcement 01053
1/1/2009 12:00:00 AM Alcohol False UNKNOWN 62980
1/1/2012 12:00:00 AM Alcohol False UNKNOWMN 00000
1/21/2013 12:00:00 AM Aleohol False Command/Supervisor - Command 00000
5/8/2015 12:00:00 AM Alcohol True Command/Superviscr - Command 12345
8/10/2015 12:00:00 AM Alcohol True Command/Supervisor - Command 00000

(d) Screening

Screening Primary Command Incident Date
Facility Name  Date Substance  Incident Info Recommended Action UIC/RUC Name Date Received
ADMITS 1/1/2008 Alcohol Civilian Law Enforcement Intensive Outpatient 12345 DAPA 5/8/2015 8/10/2015
ADMIN 12:00:00 AM Alcohol Detection SCHOOL  12:00:00 12:00:00 AM
GROUP AM
1/30/2008 Alcohol 00000 OARD 1/1/1900 5/12/2008
12:00:00 AM 12:00:00 12:00:00 AM
AM
711/2009 Alcohol Military Law Enfarcement Outpatient 82980 1/1/2009 1/1/1900
12:00:00 AM Alcohol Detection 12:00:00 12:00:00 AM
AM
1/1/2012 Alcohol 00000 OARD 1/1/1900 1212812011
12:00:00 AM 12:00:00 12:00:00 AM
AM
ADMITS 1/2/2012 Alcohol Commander, Supervisor, DAPA  Early Intervention 00000 OARD 1/1/2012 1/1/1900
ADMIN 12:00:00 AM Alcohol Detection Impact or equivalent 12:00:00 12:00:00 AM
GROUP AM

(e) Treatment

Primary Command
Facility Completion Date Substance Program Type Program Action UIC/RUC Name Prognosis
ADMITS ADMIN 1/29/2012 12:00:00  Alcohol Intensive Outpatient Completed Program — 00000 OARD Fair
GROUP AM Level Il RTD
ADMITS ADMIN 6/5/2008 12:00:00 Alcohol Intensive Outpatient Completed Program — 00000 OARD Paor
GROUP Al Level Il RTD
ADMITS ADMIN 5/12/2008 12:00:00 Alcohol Early Intervention Level Completed Program — 00000 OARD Poor
GROUP AM 0.5 RTD

(f) Training
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Completion Date Training Type Member UIC/RUC Training Facility UIC/RUC

1/1/2008 12:00:00 AM Alcohol Awareness Training 41706 41706
7/1/2009 12:00:00 AM Alcohol Awareness Training 62980 62980
1/1/2010 12:00:00 AM Urinalysis Program Coordinator Training 00000 00000
4/1/2010 12:00.00 AM Alcohol Awareness Training 0oooo e]als]ols)
11/3/2010 12:00:00 AM Urinalysis Pragram Coordinater Training 00880 00880
7/12/2011 12:00:00 AM Urinalysis Program Coordinator Training Qosea 00880
7/12/2011 12:00:00 AM DAPA (USN) or SACQO (USMC) Training 00880 00880

Contact information:

ADMITS Processing Office

Navy Substance Prevention and Deterrence (OPNAV
N173C) BLDG 457 Room 249

5720 Integrity Drive

Millington, TN 38055-6000

Help Desk — DSN 882-4214 or Commercial: (901) 874-4214
Fax-DSN 882-6655 or Commercial: (901) 874-6655
Email: MILL-N17-ADMITS@US.NAVY.MIL

3. Drug Testing Program Lite (DTP LITE) V6.X. DTP Lite is a standalone, workstation
hosted application. The Urinalysis Program Coordinator (UPC) will upload a roster and generate
a test and print the same custody documents as WebDTP. However, DTP Lite does not require a
login to access the application because it does not retain a history. Once the User closes the
application, the test information is automatically deleted. The User must upload a current roster
each time the program is opened and used. DTP Lite is to be used “ONLY” when connectivity to
iIFTDTL cannot be established. It is not to be used in lieu of WebDTP for convenience. Users
MUST save a copy of the “DTP Selection Report” when downloading the products for
collection. This report is an Excel file to be uploaded into WebDTP later. The following steps
will enable the UPC to operate DTP Lite correctly.

a. Double click on the DTP Lite icon.

c. Select USN to activate Navy features within the application.
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O o1e Lite — [l

Department of Defense Drug Demand Reduction Program

Select the Appropriate Service for Testing

6.0.8.3

|Abou£i | Close |

d. Make sure the roster to be used is saved in .XLSX or .CSV format. Select the location of
the roster to Import. Make sure each column contains, at a minimum, Last Name only; and
DODID. Other column fields are highly recommended but not required to produce a test
include: First Name, Middle Initial, Rank/Rate and Gender. UIC, Phone and Organization
isn’t necessary since this is a temporary function. Once you have a saved roster, ready to import,
proceed using the next series of screen shots. Each activity must follow local security policies on
where the app may be located. Recommend placing a shortcut on the desktop for ease of access.
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e. For this example, the roster is located in the Public folder on the system “C” drive.

Identify Roster File

Browse 1o the directory that contains your roster file and select it from the list of available files. Only Files in one of the supported formats (Comma Delimited or MS Excel) will appear

on this screen.

Browse to the directory whare your Raster File is Iocated, selact it, and then click <Next> or Alt+N,

TR
b owe HA
I o SA

Next > Close Home

31



Identify Roster File
Browse to the directory that contains your roster file and select it from the list of available files. Only Files in one of the supported formats (Comma Delimited or MS Excel) will appear
on this screen.

€\

T

AP
Deploy

hp

Intel

Mat

Micro Focus Content Manager
0sDLogs

osmarhip

Perflogs

Program Files

Program Files (x86)
Quarantine

system.sav

Temp
Users
Windows

Do HA
b wr SA

Identify Roster File
Browse to the directory that contains your roster file and select it from the list of available files. Only Files in one of the supported formats (Comma Delimited or MS Excel) will appear
on this screen.

CAUsers\Public\Navy Sample Rosterxlsx
T

I Deploy

I hp

r Intel

I Mat

! Micro Facus Content Manager

I 0SDLogs

I osmgr.hlp

I Perflogs

! Program Files

I Program Files (x86)

I Quarantine

[ system.sav

I Temp

4 Users

Administrator

defaultuser0

defaultuser

defaultuserd

defaultuserd

defaultuser)

defaultuserd

defaultuser(

defaultuserd

defaultuser)

defaultuser(

defaultuser

defaultuser

defaultuser0

Public
AppData
Documents

Downloads

Music

NDSP
Pictures
Pulse Secure

i defaultuserd
I defaultuser
L defaultuserd
I Windows
b owe HA
b SA =

Next > Close Home
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f. Click on “Do Not Import” and select the fields that correspond with the information
below it. Once all is selected, click “Next” to set up testing information.

Format Roster
Chck orn that colurnn, tithes. and wsbect the crteiia reduuined by DTP Lite (Naene. DOD 10, Rank. &ndl b W yosr rosme v Pubiacien b TATON, Teecerd it By Picking The
{igrore Heade:) checkbar.
Vi it aantify thi followirg columnlsl Last Name
Do naot impert = | Do mot import = | Do not kmpart = (DoDID = | Donot import = | Gander
(plligant rotwent A £ Y] LSS NEVERSAIL
gilligan? roben? A 1+ T LSS NEVERSAIL
willigard Fobert] L B Ll LSS NEVERSAIL
pplligard oo A (2 L WSS NEWTRSAIL
plligans robens A (5] M LI5S NEWTRSAIL
olligard: ol A 12 L LSS NEVERSAIL
ligaT rodent A d M 1SS NEVERSAIL
Hlliganst rolwerilh A o M 155 NEVERSAIL
flligardd L L (L] L LSS NEWERSAIL
plligan 10 ol il & (1.1 L A% NEVTRSAIL
gillgant 1 -] A G M USS NEWERSAIL
wlligan1d el h A 4] L0 LSL MEVERSAIL
gilligant 1 robort13 A 108 M LSS NEVERSAIL
elligan 14 ot 14 A (=} L LS NEVERSAIL
elligantt rober1h A A M LS MEVERSALL
gilligan 16 ot A coM M LSS NEVIRSAIL
gilligan 1 7 ket ¥ A BAD L] 53 NEVERSALL
pllagan 18 robenil A WADM L 53 NEWTRSAIL
glligan19 a1l A L | L] LSS NEVERSAIL
illigandg o0 A A M LSS NEVTRSAIL
pilliganl robertd A 1] LS5 NEVERSAIL
gilligand? robertd} A L LSS NEVERSAIL
pilligarad robenl A [ LSS NEVERSAIL
lligan4 roberi2d A M LI%% NEVERSAIL
plligands oS A L LSS NEVERSAIL
plligandd robenld A L LSS NEVTRSAIL
pligans? o2 ? A M 153 NEVERSAIL
glligarch rolen2s A M LSS MEVERSAIL
plligands o A M USE NEVERSAL
gilligan robendd A L LI5S NEVERSAIL
gilligani obenid A M LI5S NEVERSAIL
gilligar i} robeni? & L] LSS NEVTRSAIL
glligarid robeitld A M 1SS NEVERSAIL
gilligani4 robenid A M LSS MEVERSAIL
oilligands robendd A L USS NEWTRSAIL
gelligan b e A ™ LSS NEVERSAIL
ailligardT robend? A M USS MEVERSAIL
cbeos | o | Gem | tiome
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Format Roster
Click on the column titles and select the criteria required by DTF Lite (Name, DOD 10, Rank. and Gender). If your roster file contains header informatian, nemove it by checking the
(ignane Header) checkhon.

Criteria Complete!

.

Last Mame. - | Bonot import ~ | Do mot import ~ |DaDID ~| | Do nat mpart - D not Impart -
giliigani robert A E1 ] LSS NEVERSAIL
pilligand robend A 2 M LSS NEVERSAIL
gilliganl robertd A =] M LS5 NEVERSAIL
gilligand robend A B4 ] LSS NEVERSAIL
gilligans roberts A ES M LIS MEVERSAIL
qilligant A 6 M LSS NEVERSAIL
gillg IS =] " USS NEVE
g A B "M USS NEVE
il A S M LS5 NEVERSAIL
gilliganto A ENS ] LS5 NEVERSAIL
gillgan1l A G M USS NEVERSAIL
i T " LSS NEVERSAIL
A [Tas ) M LIS5 NEVERSAIL
'y COR ] LSS NEVERSAIL
A CAPT M USS NEWERSAIL
A oM M LSS MEVERSAIL
aillg A RADM M US5 NEVERSAIL
gillgante A VAL M USS NEVERSANL
A SR " LSS NEVERSAIL
A SA M LSS NEVERSAIL
A M M LSS NEVERSAIL
A PO3 M LSS NEVERSAIL
A PO2 " 1S5 NEVERSAIL
ilhgandd A L] M LS5 MEVERSAIL
gilligan2 A PO M
A SCP0 "M
A M M LSS NEVERSAIL
A E10 M LS5 NEVERSAIL
A £ M 1S5 NEVERSAIL
A E12 ] LSS NEVERSAIL
A E13 M USS NEVERSAIL
A [0 M LSS NEVERSAIL
robenii A (311 L0 USS NEVERSAIL
roberti4 “ 16 M LSS NEVERSAIL
robenis A (4] M LS5 NEVERSAIL
gilkigandg A (3] M USS NEVERSAIL
gilliaand? “ ENS ] USS NEVERSAIL
| <pretous | ppea Chose Home

Format
ek o e colamsn rkes and sedet The criters nequered by OFF Line (M. DO 3 Band, and Gesncerl ® o roster lile covstaer. baades sviarmmation, nemens if ey chisding the

igrone Bmadier] checides.

Criteria Compleie! Fite [ iarnane Header
Femt Marmee = | el = | Dol D =| | Rank = | ke = | Cmpanisation -
woltuertl A 1 M LSS VRSN
. 2 F £ o PSS M VE RS
Tkt A i3 u 1S NEVIRSAR
- £ " ISS
roeet A i u
e A 6 "

e A ] u
a i o
A 15 u
~ L r
& o
& i
~ u
A u 1755 BEVERSAS
I o LIS N VE RS
L o LS I ERAR
- "
A n
A SR "
A A u
A SN u
ezl A » "
w23 ® "
4 & "
3 & el o
A S u
A e &
A i "
A E11 u
A iH] o
A 1t o
A 1 o
A 1] e
& 616 " PSS e A
A i u LIS BV REAR
L i u LS Sl E R
A ik u i e v Ak

g. Input the Location Code and set up testing parameters. If testing by percentage, the value
enter will be the value produced. The application percentage is set to a default of 40 percent. The
roster in this demonstration has 200 names with the percentage set at 20 percent. The test will
produce 40 names. If the program is set to test by Total Number, whatever value entered that
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does not exceed 40 percent of the database will produce that number of names on the list. For
this information, testing was conducted by percentage.

Choose Testing Parameters
Below is the roster from which your test will be generated. Select the Premise and other values to specify how members will be selected for testing.
Filter.
Last Name First Name Mi 0OoD 1D Rank i
giligan1  robestt A 3]
giligan10  robert1d A ENS
gilligan100  robent100 A SR
gilligan101  robest101 A SA
giligan102  robert102 A N
gilligan103  robert103 A POG Location Codi: r <|
gilligan104  robert104 A PoOT |
giligani0s  robest 105 A POB :
gilkigan106 robert106 A PO Testing Premise: !Randomieningm b |
giligan107  robert107 A PO
gilligan108  robent108 A MC ;
giligan10  robert109 A e _ o —
gilligan1t  roberti A LG SCcHon Mehod O Probability
gilligan110  robeet110 A 3
gilligan111  robest111 A E39
gilligan112 robert112 A Ed0
gilligan113  robert113 A Ed41 Percentage [e0 |
gilligan114  robent114 A E42
giligan115 robent115 A E43
giligan116 robeet116 A Edd
gilligan117  robet117 A E45
gillig.nﬂts robert118 A ENS
gilligan119  robest119 A LG
gilligan?  robest12 A LT
giligan120 robest120 A hj
gilligan121  robert121 A LODR
gilligan122  robert122 A COR
gilligan123 robert123 A CAPT
giligan124 robest124 A oM
giligan125  rober 25 A RADM
giligan126 robest126 A VADM
giligan127 robert127 A SR
giligan128 robert28 A sA
giligan12s robert129 A N
giligan13  robesti3 A LODR
gilligan130  robest130 A PO%
giligan131  robent13 A POID
giligan132 robet32 A PO11
giligan133  robert133 A PO

Roster Count: 200 '_‘Mn Close [ —
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Note: If the command program is set to conduct four Random Samplings per month at 20
percent of assigned personnel, then for a command with 100 personnel assigned, set the
percentage at 5 percent each time a test is generated for a total of 20 percent for the month.
Remember, 20 percent is based on samples to the lab and tested.

Choose Testing Parameters
oo 14t rcostee o which yoae bent will b genevated. Select the Premise and ot vakies b wpecdy hosw mambaen will be selected for testing usN @
&
Fillss

L W I !
A Et
A ENS
A iR
A 54
A N
A P06 Location Code US UNITED STATES
A PO7
A FOB
A [0 1
A SCPO
A MC
A E37
A LTI
A E38
A (%1
A £40
A [Z}] age
A E42
A E43
A (L0
A E45
A ENE
A LTEG
A i1
A LT
A DR
A CDR
A CART
A 08
A RADM
A WADM
A SR
A 5A
A 5N
A LCDR
A P0G
A PO
A PO

gilkyan i1l robent11) A CPO

Faster Count: 200 < Previous | Mests | Close | Home

h. For the example below, input testing activity UIC and command name as it appears in
plain language address (message) format for “Block 1”” and TY COM/ISIC information in “Block
2”. For Block 1, add contact email address in case the servicing lab needs to reach the
command.

1. Set the collection date, starting batch number and select products to print and save.
Create separate folders, by collection date and premise code, for each test event to avoid
overwriting. Save all items needed. Once the program is closed, no items can be reprinted.
Make sure to check the “DTP Selection Report” and save it. Upload into Web DTP when connection is
reestablished. Once finished, click Next.
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Print Products
The members bekow hawe been selected for testing. Fill out the appropriate information to be printed on your products, select the products you wish o print, and cick the (Print)
bution.

Filter.

Gender Last Name First Mame M DO I Rank 5
L] gifigan’ robert] A 3] LLin
L giligani0 robert10 A ENS N[1Z345
M giiganiii roberti11 A 30
Mo g2 wbetiz A 0 0D fom 2624 Bock t: DD Form 2624 Bock 2
" S robert117 A £S5 |5 reversail COMWONTSAIL
M giliganti20 robert120 A i
L giigan’ % robert129 A 5N
M giligant33 robert133 A ] Collection Dute: Stting Barch
M gifigan’34 robert134 A SCPO 7520t 3| | ot
M giligan’38 robert138 A E48 7 bl Dot
M giligan39 robert139 A 49 I G By G
MEagmiad o o e [] Print Blanik Reports
M aiigan156 robert156 A sne Botthe Labed Start Position: |
M P Lt A itk Avaidable Forms, Labels, and Docurments
" s Ehee A o ] Personnel To e Tested (Notification Copy)
M gligantéi rabert 61 A SCPO e
M gifigan163 robert163 A £S5 ] Pecsannel To e Tested (Working Copy)
M gligan 16! robert167 A £ 5] Testing Registes
M giligan1B2 robert182 A A 1] DD Form 2624 - Full (Front & Back)
L] gifigan’1il robert183 A SN [[] 00 Foam 2624 - Froat Only
M giigan’8s robert 185 A PO [7] DO Foem 2624 - Back Only
M giligan185 robert186 A PO17 7] Bottle Labels
M glfigani9% robert196 A ET0 ] DTF Selection Report
L. Gl nobe 25 A oo
Mol —— A Ew POFs “MUST* be printed with the ‘Actual Size’ option selected.
] giligan32 robert32 A Ed
L giligania robetIs A L7
L giligand? robertdd A AT
] giligands. robertdf A SR
M giligand? robertd] A A
M giligans2 roberts2 A (=]
™M Giiensd berts3 A SCPO
M giliganT1 rabertT1 A RADM
M Ggani? robert?2 A VADM
M giliganti robertB0 A SCPO
M giligantii raberth A MC |
™M giligantis robert8s A B3
M giligan? robevtBT A £33
L] giligand0 robertd) A E36 v|
R Selection Count: 40 | PO p— Close P

J- The next series of screenshots are document images saved.
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Notification Copy

Drug Testing Program 12345
Testing Subjects
Notification Copy 07/05/2021

Organization Rank Name DoD ID Premise M/F
USS NEVERSAIL E1 gilligan1, robert1 IR M
USS NEVERSAIL ENS gilligan10, robert10 IR M
USS NEVERSAIL E39 gilligan111, robert111 IR M
USS NEVERSAIL E40 gilligan112, robert112 IR M
USS NEVERSAIL E45 gilligan117, robert117 IR M
USS NEVERSAIL LT gilligan120, rob v IR M
USS NEVERSAIL SN gilligan1. . obe. 29 IR M
USS NEVERSAIL CPO Cligan1l b, bert 3 IR M
USS NEVERSAIL 9 AT TR & Y Y 4 B IR

USS NEVERS . 48 . ligan ', robert138 IR M
USS NEVERS. 49 gimgan139, robert139 IR M
USS NEVERSAI _CDR gilligan148, robert148 IR M
USS NEVERSAIL SN gilligan156, robert156 IR M
USS NEVERSAIL PO13 gilligan158, robert158 IR M
USS NEVERSAIL COM gilligan18, robert18 IR M
USS NEVERSAIL SCPO gilligan161, robert161 IR M

Urinalysis Register

Drug Testing Program

Testing Register 07/05/2021
Batch: 0001 IR
Date of Batch Tested Members TPl |Observer's Printed Name and Comments and Disposition
Collection and Rank Printed Name DOD ID Signature and Initials
MM/DDAYYYY Specimen # Signature Initials
07/05/2021 Batch: Spec |E1 gilligan1, robert1 IR

0001 001 | |
07/05/2021 Batch: Spec:|ENS gilligan10, robert10 IR

0001 002 | |
07/05/2021 Batch: Spec:|E39 gilligan111, robert111 IR

0001 003 | |
07/05/2021 Batch: Spec:|E40 gilligan112, robert112 1 IR

0001 004 |
07/05/2021 Batch: Spec |E45 gilligan117, robert117 T =

0001 005 | |
07/05/2021 Batch: Spec:|LT giligan1™" robert12 1R [

0001 006 | |
07/05/2021 Batch: Spec:|SN _igan12: ro. w12 IR

0001 - | |
07/05/2021 Batch: Spec:|CPO gilf- "33, vertl. IR

0001 nne | |
07/05/2021 Batch: Spec:|SGF gilligan134, robert134 IR

0001 009 | |
07/05/2021 Batch: Speoc.. 48 gilligan138, robert138 IR

0001 010 | |
07/05/2021 Batch: Spec:|E49 gilligan139, robert139 IR

0001 011 | |
07/05/2021 Batch: Spec:|LCDR gilligan148, robert148 IR

0001 012 | |
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DD Form 2624: “C6” code above the premise code identifies DTP Lite was used, vice Web
DTP. Do not send this form to the lab when using WebDTP and DTP Lite. The UPC is to send
samples “ONLY”, unless accompanied with request to conduct specialized testing or to justify an
error to a bottle or on the bottle label(s).

SPECIMEN CUSTODY DOCUMENT - DRUG TESTING A. LABORATORY CONDUCTING DRUG
(Read ingtructions on el page before completing fom ) TESTING
1. SUBMITTING UNIT | us 2. ADDITIONAL SERVICE INFORMATION (Second Echelon
UEE Maversad COMMAVWONTSAIL
3. BASE and UNIT IDENTIFICATION ** 4, DATE SPECIMEN COLLECTED €. LAE BATCH NUMBER | B, DAMAGE TO SHIPPING CONTAINER!
12345 Y L oo DISCREPANCY CODES
R R S A
] ] e ?. UNIT DOCUMENT NUMEER |D. DRUGS TESTED
** Reguired information entry on front and backof fom. [T |
£. SPECIMEN NUMBER / SERVICE MEMEER'S ID NUMBER (CAC) 7. TEST BASIS |8 TESTINFO |4, ACCE 5 510N NUMBER 10. DiSC CODE
T .
o
@ "
002
3 =
003
@ .
004 _ |\ B
) .
005 N - —
(6) _ |
006 ! A WA W VN E
@ e
007
(8 R
008
@ .
009
(10) .
010
M) .
011
(12) R
012
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DD FORM 2624 (Backside): Must be printed or saved and edited using Adobe Pro. The form

cannot be edited within DTP Lite.

11. CHAIN OF CUSTODY TRACKING |BASE AND UNIT IDENTIFICATION 12345 |UNIT DOCUMENT NUMBER 0001
a DATE (YYYYMMDD) b. RELEASED BY . RECEIVED BY d. PURPOSE OF TRANSFER
(1) 20210705  |SIGNATURE SIGNATURE
NAME NAME
@ SIGNATURE SIGNATURE
NAME NAME
@] SIGNATURE SIGNATURE
NAME NAME |
() SIGNATURE SIGNATURE |
|
NAME NAME
() SIGNATURE SIGNA | =
NAME 41 vE
(6) SIGNATURE SIG. ¥ JRE
NAME | NAME
m SIGNATURE SIGNATURE
NAME NAME
@) SIGNATURE SIGNATURE
NAME NAME
©) SIGNATURE SIGNATURE
NAME NAME
(10) SIGNATURE SIGNATURE
NAME NAME

DD FORM 2624 (BACK), NOV 2014
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2D Barcode Labels

E— | 0001 001
e
== =
o |2 Collect Date: 2021/07/05 @
T |EEE e ooaes T
v | Ees o
& | === sm &
EO ==EE e =
E
et
| | cul
—_— R 0001 003
=it us
p | =E=EE Collect Date: 2021/07/05 o
2| ZE=2E icooaas -
s | = 5
g | === sMm &
ol =EEE e =
=== -
==t ===t
I cul I
| e
S Us see=os
o | == | o
o |z & Collect Date: 2021/07/05 & = | 2
- =t |
g |55 sw === -
Eol =EE oee == -
= ==
— cul —

DTP Selection Report: Upload into Web

A E c

(] E P G H

1 You may only madify the "Selected Not Tested” and "Dus Back Date” columns.

= 2o e~ w

sallori2e
sallorl3
Sailor1ad
Sailorlds
Sailorlds
Sailor151
Sailor152
Sailorls3d
Sailor161
sailor162
Sailorl?

sailori73
SailorlTe
Sailorld4
Sailorldd
Sailor199
Sailor2il
Sailor223
Sallor22s
salloraz9
Sailor23l
Sailor2a4
Sailor23g
Sailor2ds
Sailor247
Sailor250
Sailorasd
Sallor2sg
Sailor2s
sailor2sl
Sailor2s
SailardTs
Sailor2d

Sailor2sn

[ Bue Back iLast Name First Nams initial

Rank [aled ] Gender
Snuffes X SR M
snuffypds B PO2 F
sruffgs A LT E
snuffss K FO1 M
Snufflog w FOL2 M
snuffyds C POL M
Snuffss B o3 M
Snuffes M PO M
Snuffiog & LT M
Snuff1ol K FOL ']
snufflz A 7 F
smufflos © SR M
Snufflos © T Y]
souffys4 8 SR M
Snufflog | P03 M
Snuffyss C PO3 F
Snuffill M P02 M
Snuffys? A POL M
Snuffyss K FOZ M
Snuffyss w SCPO M
Snufflls C PO27 M
smuffll? D PO M
Seuflyed G SR M
Snufflzl M PO17 M
Snuffyél C PO M
Snuffyéd D oo M
Snuffll2 & o M
Snuff1zs K sCPO ]
snuff1zz € FO3 M
snufflzs w FOL M
Snuffyez M PO2 M
Smufflls C PO1% L
Snuffyl0 B T M
Snuffyss B ro2 M

1 ]

Organizati BATCH
HSL-00/SE
MSL-D0/SE
MSL-00/SE
HSL-00/'SE
HS5L-00/'SE
HSL-00/SE
HSL-00/'SE
HEL-00/5H
HSL-00/SH
HSL-00/SE
HSL-00/SE
HSL-00/'SE
HSL-00/SH
HSL-00/'SE
HSL-00/'SE
HSL-00/'SE
HEL-00/SH
HSL-00/SE
HSL-00/SE
HSL-00/SE
HSL-00/SE
HSL-00/'SE
HSL-00/5H
HSL-00/SH

HSL-00/'SE

e e
= z uUs = ¢
g = Collect Date: 2021/07/05 =|
T uIC: 12345 T
2 2
= e &
UPC
cul
IR 0001 004
us
g Collect Date: 2021/07/05 g
T UIC: 12345 T
[}] L)
2 o 2
e uPC
===rr
I Cul
— R 0001 006
=
=== us
o === Collect Date: 2021/07/05 g
el % UIC: 12345 i
8 |5 sw g
| = vk L
e
==
— cul
DTP once connection is established.
N a 1 aQ R 5 T u v w

SEECIMED

B oo s bW e

BuoswuwevseswnweBEBon us vewse

US000012345000020181114

k. Once all actions are completed, close DTP Lite and return to Tab D, Guide 3, for
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collection, packaging and transportation procedures.

4. Web Drug Testing Program (WebDTP) is a web-based application. The UPC will upload
a roster, generate tests and print custody documents. WebDTP produces 2D barcode DD Form
2624(s) and bottle labels negating the need to send DD Form 2624s to the servicing Drug
Screening Laboratory (DSL). It also produces Urinalysis Testing Register, Notification Copy
and Working Copy documents. WebDTP is the primary Drug Testing Program (DTP)
application to be used. UPC may use the available desktop application (DTPLite) when access to
WebDTP is limited or not accessible. WebDTP users will not have to mark samples as collected
or positive/negative as all members are connected to the results portal and their status is
automatically updated. WebDTP access is for UPCs only and can be found under “My Modules’
within iFTDTL Portal. The following steps are to be followed to access and use WebDTP. This
is for general use and does not include newly added features after release of this document. For
questions, contact the support desk at (901) 874-4204 or email: Mill-dtplite@us.navy.mil.

b

a. Access: UPC must register as a new user in iFTDTL Portal and email their IFTDTL
SAAR (Special SAAR Form) and a copy of their Cyber Awareness certificate to the iFTDTL
Support desk at Mill-webportal@us.navy.mil. Once access is established, access iFTDTL at
https://ftdtl.health.mil.

Initial Setup: UPC must set up the WebDTP Container parameters, in Manage Container, for testing,
then import roster to create the necessary Unit(s) and Pool(s) within WebDTP.

(1) Export roster from NDSP or acquire from local Admin and save to the desktop

Log into iFTDTL Portal. Click on My Modules and select WebDTP

IFTDTL Portal

My Modules ~ Administration -

Portal Home Page
DDR Program Office
DoDDTP

i MRO Portal

= Results Portal

AL WebDTP

nnouncemeni

(2) If the Results Reporting Unit (RRU) doesn’t appear, click the up/down arrows to
reveal the RRU(s) and select the desired unit, then Open Container.
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mailto:MILL_DTADMIN@NAVY.MIL

iFTDTL Portal

My Modules - Administration - DoD Drug Testing Labs Help Desk ~

DOD Web DTP - Select Container

Container:| NAVY00000 - 00000

4

Open Container

b. Manage Container: UPC must set up testing frequency, Blocks 1 & 2 info, starting
batch number and chain of custody.

(1) Select Manage Container Tab: Input Command information and UIC. Use of
local phone number is highly encouraged. Enter TY COM/ISIC in block 2 (optional).

(2) Check the “Retest Carryover” to have members automatically added to the next test
event when they did not provide a sample. Leave “Retest Carryover” blank to manually

control members being tested upon return.

(3) Input the number of Random Testing Days per month (minimum of 4 without
an approved waiver) and input starting Batch Number.

(4) Set up Chain of Custody (optional).

(5) Click “Save” to save all changes.
Note: The percentage/total number option is available during the test selection. The system will
produce the exact number of Random Samplings requested as well as the exact percentage/total

number requested on each random test event. The system will produce additional test even if
“Check Random Testing Day” is selected beyond the desired amount.
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Testing Entity Member List Blank Products Manage Selections Reporting Manage Container

DD-2624 Block 1
Chec r Block 1/UIC Edit Chain of Custody

USS NEVERSAIL (NS-001) Line Released By Received By Remarks
GILLIGAN@NS001.NAVY.MAIL 1| Petty Officer Gilligan Released to Postal Rep
(555) 555-4321 2
B
N 12345 3
4
DD-2624 Block 2
COMNEVERSAILGR1 5
Line 2 6
Line 3 7
() Retest Carryover 8
# Random Testing Days: 9
Batch Prefix Batch# 10

(6) Return to Testing Entity to Import Roster.

(7) From the Testing Entity Screen, click Import Roster, then “Choose File” and map
your way to the Roster.

Note 1:  Ensure Roster is one of the following formats. xIsx; or csv.
Note 2: Each Column is an individual field. The following columns are required: Last Name, First Name, Initial,

Rank, DODID/SSN, Unit Name, and Gender. During Import, select the column containing DODID/SSN. For
individual Unit UIC, add another column with those UICs and select Unit during upload.

WebDTP Q

Testing Entity DOD Web DTP - NAVY00000 - 00000

0 completed / 4 required
Testing Entity  [EEYSylsgRE Blank Products Manage Selections Reporting Manage Container

Units Pools

Import Roster

Records per page: Records per page:
1 + 100 =
0O ‘Name 4 luicipas |AvaiIler |Carrynver |Last Selection Name * | AvailiMbr | Carryover ~ |Last Selection
No data available in table O [ooo00 0/0 0
- O [Unique Member 00 0
No records available Previous ~ Next —
Showing 1 to 2 of 2 entries Previous ‘ 1 ‘ Next
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Importing into: Container

Roster : | Choose File |

(8) Select file and click “Open”, then “Load Roster”

I Desktop /e Navy Sample Roster!.xlsx 12/13/20213:25 M Microsoft Excel Worksheet

| Documents &5 Navy Sample Rosterxlsx 12/13/2021 3:01 PM Microsoft Excel Worksheet

I nawnlaade v < )
File name: ‘Navy Sample Rostert sk V| Custom Files (*.cov;*xlsi* xls;*.c v

Next Screen:

Importing into: Container

Roster : | Choose File | Navy Sample Roster1.xIsx Load Roster

(9) Select the applicable options below “Load Roster” that apply. For Ignore Header,
WebDTP will automatically check the box if Header row exists.
- Check “Replace Roster with Import” for first time import and to replace any existing
blank database information. Do not check if you are going to Append.
- Check “Append Import File to Roster” if only adding new information to the existing
pools/units currently in the WebDTP Container.

Importing into: Container

Roster : [ Choose File | Navy Sampie Roster1 xisx Load Roster
Ignore — Replace Roster With Import O Append Import File to Roster

Required Selections: Last Name

v

g 1 to 100 of 200 entries Previous | 1 | 2 Next

oo et Imgon

4
Ta
5
4

‘Lm et imgeat

*
£
£

»

(10)  Click “Do Not Import” above each column and select the corresponding title for
each column and click “Import This Roster.”
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Replace Roster With Import Append Import File to Roster
Import This Roster

L

(11)  Once loaded successfully, look for green dialogue box with “Successful Imported
Roster”. Click “Close” and Member List will appear. Click “Testing Entity” which is the home
screen. All members are listed within the associated Unit(s) and/or Pool(s) and the system is
ready for use.

c. WebDTP Features: The following tabs within Testing Entity are to assist the User with
managing their program effectively.

(1) Member List: Displays all members listed in the Container and the Unit they are
associated with. There can be multiple Units within the Container. Other identifiers for each
member include, their DODID/SSN, Available Date if in a Carry Over status, Last Test Date;
Discrepancy/Retest status; Positive/Retest Status. From Member List, individual personnel can
be selected for various tests, including New Check-In testing and command wide testing from
this section. Also, UPC’s can add individual members to any unit from this screen. New Check-
In Pool is no longer necessary. Members can be exported via Excel or PDF. Note: The
Availability Date is applied only when a member will not be available to provide a urine
specimen sample. The date selected will be the date they will be available to provide a sample.

(2) Blank Products: User can print blank custody forms and bottle labels with or without
Block 1&2 information.

(3) Manage Selections: Users change the Collection Date; place members in Carryover
status with reason. Test can be canceled or member can be canceled. Reason needed. Select the
test generated and make the appropriate changes. Sample selection will remain until all
members on the list have provided a sample and others marked as being on Leave, TAD,
Liberty, etc. Selections left unattended at the 75 day mark will automatically removed from
Manage Selection and placed in a carryover status by the system and added to the next
selection, regardless of the premise code. Do Not allow sample selections to remain in Manage
Selection without a reason. Contact OPNAV N173 if assistance is needed.

(4) Reporting: Section contains a variety of reports to assist the user in managing their
program.

(5) UNITS: This section contains the hierarchy Pools for selection. Multiple units can be
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selected for testing during one test event. There are 5 tabs associated with this section.

(6) View Details: Select the desired Unit to view its details and make edits where
applicable.

(7) Members: Displays all members from the selected individual unit(s). From there,
user can add/delete members, apply Carry Over date, add member to Pool, generate tests, view
member details and make edits where applicable (name/rank change).

(8) Selection: Generate Random/Unit Sweep/Sub-Unit Sweep testing.

(9) Import Roster: Allows import into the Unit or Pool sections. Roster must have the
exact same name of the Unit in one of the columns for organization.

(10)  Deactivate: Use this to delete a Unit/Poole and its contents. They can be reactivated
but the members will not.

d. Pools: This section is a members group. It can contain the entire command or the
members can be separated into subordinate pools (i.e. Departments, Divisions, Duty Sections,
etc.). This flexibility allows the UPC to select a specific group to test. In Pools, the same
member(s) can be listed in more than one pool because only one pool can be selected for
testing at a time.

(1) View Pool Details: Select the desired Pool to view its details and make edits
where applicable.

(2) Members: Displays all members from the selected individual pool(s). From there,
user can add/delete members, apply Carryover date, generate tests, view member details and
make edits where applicable (name/rank change).

(3) Selection: Generate Random/Unit Sweep/Sub-Unit Sweep testing.
(4) Deactivate: Use this to delete a Pool and its contents.
(5) Create: Create as many Pools as necessary.

e. Generate Test: From the Testing Entity Screen, click “Check Random Testing Day”
each day to see if it’s a test day. Do not check on days the activity does not intend to generate a
test. If the system says it’s not a testing day but the activity wants to run a test anyway, use the
“Selection” tab under Units or Pools after selecting which unit(s) or Pool(s) to test. This
function will generate a random selection. It’s akin to Manually Choose Testing Days option in
NDSP.
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Testing Entity

DOD Web DTP - NAVY00000 - 00000

Switch Container Check Random Testing Day

0 completed / 4 required

Testing Entity Member List Blank Products Manage Selections Reporting Manage Container

Units

Import Roster
Filter Results... \

Records per page

100

Pools

Filter Results..

Records per page

100

[ TNamv “ | UICIPAS AvailiMbr |Carryuvlr ‘Lasi Selection

[ Name * [ AvailMbr [ carryover [ Last i ]

No data available in table

No data available in table |

No records available Previous Next

No records available Previous Next

(1) If it’s a Testing Day, Select the Unit or Pool to test from by clicking on the radial
button next to the corresponding Unit or Pool, then Selection above. Select the Premise code
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(IR/IO/1U), then the Collection Date. For IR, select Percentage or Number, then enter the value
for that specific test, and then click “Generate Selection List.
®

Set testing parameters for: 1: UNIT2

(*) indicates a required field.

Locali0n| UNITED STATES $|
*Premise | Random Testing (IR) 3‘

Collection Date | mm/

® Percentage (PCT)
O Number (CNT)
O Probability (PRB)

Selection Value Value must be between 1 and 40

Generate Selection List
Back to Testing Entity

(2) Once members are listed, verify no changes to the members are required. If none,
click “Download Products” to retrieve documents to be printed.

@ Back to Testing Entity
Selection List For: A
12/14/2021 00000 - Global v Download Product(s)

Collection date mm/dd/yyyy Change Collection Date

Availability date | mmvdd/yyyy - Carryover/Caneallation Reason - s

(3) Follow guidance in “Barcode Management” below, regarding the use of 1D vs 2D
barcoded products to download.

O - oo |

Print Products

Products to Generate:

O Check All

Notification Copy

Working Copy

Testing Register

DD2624 Custody Document 1D Full
DD2624 Custody Document 1D Front
DD2624 Custody Document 2D Full
DD2624 Custody Document 2D Front
DD2624 Custody Document Back
Bottle Labels 1D

Bottle Labels 2D

Mail Merge Excel File

Selection Order

[nfuln] - (miufufu)-J-]-1-]

O Separate ducts O Group Pool Selections by Units
O Group by [nder

Label ions:
Frint Starif@bsition: | 1 $

® Mo pagdireak between entities
© Page brjl betwesn enfitiss
C Page =n entities and fill with extra labels

When printing bottle labels, select "Actual size" in the page
Size & Handling section
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Note: For other type of tests, Click on Member List, then select the member(s) to be tested, then
click “Selection” for other available premise code options.

f. Barcode Management

(1) 2D Barcoded custody documents are used with DTP Lite and WebDTP and is
“never” to be sent to the laboratory with specimen samples unless requested; Failure to comply
will result in specimen samples receiving testable discrepancy code (2F). When using 2D
barcoded documents/labels, only send a box of bottles to the servicing lab (no forms).

(2) Handwritten information on custody forms and bottle labels must be accompanied
with a Label Correction Memo to the servicing Drug Screening Lab.
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