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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 (iFTDTL). 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. 
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Select "APPLY"," OK" and then go to the iFTDTL 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 iFTDTL SAAR form found under the “Getting Started” dropdown 
“New User Guide” on the portal. 

 

 

 
(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. 

https://ftdtl.health.mil/
https://ftdtl.health.mil/
https://www.mynavyhr.navy.mil/Support-Services/Culture-Resilience/Drug-Alcohol-Deterrence/Systems/iFTDTL/
https://www.mynavyhr.navy.mil/Support-Services/Culture-Resilience/Drug-Alcohol-Deterrence/Systems/iFTDTL/
https://www.mynavyhr.navy.mil/Support-Services/Culture-Resilience/Drug-Alcohol-Deterrence/Systems/iFTDTL/
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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 iFTDTL 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. 
 

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

 
 
 
 
 
 
 
 
 
 
 
 
 

 
Click the “I Agree” box, then 

the CAC Login button 

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


6  

(3) Go to “My Modules” 
 

(4) Select "Results Portal" from the dropdown menu 
 

 
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. 
 

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

Testing Results” link. 
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(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. 
 

 
(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 

 
 
 
 

 
New Report / Reprint 

dropdown menu 
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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. 
 

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. 

 

(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 iFTDTL. View Date is 
the date that the results were viewed by someone with the permission to mark samples as 
“Viewed”. 

 

 
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. 

 

 
(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 
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(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. 
 

 
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 

https://www.mynavyhr.navy.mil/Support-Services/Culture-Resilience/Drug-Alcohol-Deterrence/Policies-OpGuides/
https://www.mynavyhr.navy.mil/Support-Services/Culture-Resilience/Drug-Alcohol-Deterrence/Policies-OpGuides/
https://www.mynavyhr.navy.mil/Support-Services/Culture-Resilience/Drug-Alcohol-Deterrence/Policies-OpGuides/
mailto:MILL-WEBPORTAL@US.NAVY.MIL
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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, 
OPNAV 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. 

https://www.mynavyhr.navy.mil/Support-Services/Culture-Resilience/Drug-Alcohol-Deterrence/Systems/ADMITS/
https://www.mynavyhr.navy.mil/Support-Services/Culture-Resilience/Drug-Alcohol-Deterrence/Systems/ADMITS/
https://www.mynavyhr.navy.mil/Support-Services/Culture-Resilience/Drug-Alcohol-Deterrence/Systems/ADMITS/
mailto:MILL-N17-ADMITS@US.NAVY.MIL.
https://www.bol.navy.mil/bam/
mailto:
mailto:BUPERS07_IT_EOC.FCT@navy.mil
https://www.bol.navy.mil/bam
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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. 

 

 
(5) Users with active accounts will be able to access Menu and Report navigation options 

based on account privileges. 

mailto:mill-n17-admits@us.navy.mil
mailto:MILL-N17-ADMITS@US.NAVY.MIL.
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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. 

 

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

 

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. 
 

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

 
a. MM/DD/YYYY format 

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

c. 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. 
 

4. Incident info: Select appropriate entry from list 
 

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

 

 
6. Method of Identification: Select appropriate entry from list. 
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7. Location Used: Select appropriate entry from list. 
 

8. Incident Location: Select appropriate entry from list. 
 

 
9. Comments: Enter comments about incident/referral, other statements as 

deemed appropriate. Comments are limited to 1,485 total characters. 
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10. Nature of incident: check box next to each option as appropriate. 
 

 
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 

 

2. Select “Approve Pending DAR Records” 
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(d) A complete list of all DAR pending approval will be displayed. 
 

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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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 
 

 
(2) Select enter screening record from the Menu list 
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(3) Select member from list. Only members with an approved DAR will be displayed. 

 
 
 
 
 
 
 
 
 

(4) Select search 
 

(5) Enter Screening Data by completing drop down options 
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(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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(8) Referral Reason 

 

 
(9) Recommended Action 

 

 
(10) Previous Education 
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(11) Comments 
 

 
(12) Save 

 
e. Enter Treatment Data (SARP User Only) 

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

 

 
(a) Select Enter Treatment Data from the Menu list 

 

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

(d) Enter Treatment options from Drop list 
 

(e) Type Program 
 

 
(f) Treatment Completion Date 

 
(g) Referral Source 
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(h) Program Action 
 

(i) Prognosis 
 

(j) Facility 
 

(k) Counselor 
 

 
(l) Recommended Aftercare Action 
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(m) Comments 
 

(n) Save 
 

e. Reports Tab Content 
 

(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 
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(8) Urinalysis History 
 

(9) Urinalysis Specimen Summary Data 
 

(a) Record Check 

1. Select “Reports” tab 

2. Select “Record Check” 
 

 
3. Enter the member’s full SSN in the dialog box 

 
Note: 9 digit SSN without dashes or spaces 

 
4. Select “Submit” 

 

 
5. The record check option will display the following 

 
(b) Laboratory Positives 

 

 
(c) Approved DAR 
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(d) Screening 

 

 
(e) Treatment 

 

 
(f) Training 
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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 
iFTDTL 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. 

 

b.  
 
 

c. Select USN to activate Navy features within the application. 
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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. U I C ,  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. 
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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. 
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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. 
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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. 

 

 
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 TYCOM/ISIC information in “Block 
2”. For Block 1, add contact email address in case the servicing lab needs to reach the 
command. 

 
i. 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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j. The next series of screenshots are document images saved. 
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Notification Copy 
 

 
Urinalysis Register 
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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). 
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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. 
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2D Barcode Labels 
 

 
DTP Selection Report: Upload into Web DTP once connection is established. 

 

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. 

 
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 

 
 
 

(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. 
 

mailto:MILL_NDSP@NAVY.MIL
mailto:MILL_DTADMIN@NAVY.MIL
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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 TYCOM/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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(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. xlsx; 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.      
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(8) Select file and click “Open”, then “Load Roster” 
 

Next Screen: 
 

 
 

(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. 

 

(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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(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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(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/IU), then the Collection Date. For IR, select Percentage or Number, then enter the value 
for that specific test, and then click “Generate Selection List. 

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

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

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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