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Guide 6 — Support Programs

1. Internet Forensic Toxicology Drug Testing Laboratory Portal (iFTDTL). iIFTDTL is a
web-based system, operated by Department of Defense (DOD) 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

permission from the UIC’s Commanding Officer or echelon 2/3 Alcohol and Drug Control
Officer (ADCO).

b. Accessing the iFTDTL Portal: Security settings may interfere with access to the
IFTDTL portal. Ensure TLS 1.0 is the only protocol 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) Tools
(2) Internet Options
(3) Advanced

(4) Under Settings Security, scroll down and look for:

H Internet Options [ -y

General I Security I Privacy I Content I Connections I Programs | Advanced l

Setlings

Enable Enhanced Protected Mode™ -
Enable Integrated Windows Authentication™

Enable native XMLHTTP support

[ Enable SmartScreen Filter

[T Enable strict P3P Validation™®

[ use ssL 2.0

Use SSL 3.0

Use TLS 1.0

[ useTLs 1.1

[ use TS 1.2

warn about certificate address mismatch™

[T] warn if changing between secure and not secure mode =
warn if POST submittal is redirected to a zone that does n

4 LI 3

*Takes effect after you restart your computer

[ Restore advanced settings ]

Reset Internet Explorer settings

Resets Internet Explorer's settings to their default
condition.

You should only use this if your browser is in an unusable state.

[tjl Some settings are managed by your system administrator.

[ Ok ] [ Cancel ] Apply




Select "APPLY"," OK" and then go to the iIFTDTL web-site: https://ftdtl.health.mil

¢c. Requesting an iFTDTL Account:

(1) To access IFTDTL go to https:/ftdtl.health.mil (add it to your favorites). New Users

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

iIFTDTL 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-autherized use only.

By using this IS (which includes any device attached to this IS), 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 I1S.

-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 IS 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 1S does not constitute consent to PM, LE or Cl investigative searching or monitoring 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 praduct are private and confidential See User
Agreement for details

O 1 Agree

CAC Login

Register 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 registration - Getting Started —= How To Register.

« Approval from an account administrator.

(2) Directions for correctly completing the iFTDTL SAAR are available at the Navy
Drug and Alcohol Deterrence (DAD) 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/

(4) E-mail a copy of your cyber awareness certificate to
MILL DTADMIN@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). New Users are
required to download the IFTDTL SAAR from the portal and complete it using the instructions
found on the Navy Drug and Alcohol Deterrence (DAD) website and upload the form into the
Portal as part of the registration process.

(2) Email a copy of the completed SAAR along with Cyber Awareness certificate their
Command Access Card (CAC) with iIFTDTL on first log in. If assistance with iFTDTL is
needed, contact the iIFTDTL Help Desk at (901) 874-2458 or MILL_DTADMIN@NAVY.MIL.

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

W An official website of the United States government Hara's how you know

iIFTDTL Portal

Getting Started - Contact Support
Account Log in @

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 IS), you consent to the following conditions

-The USG routinely intercepts and monitors communications on this IS for purposes including, but not imited to, penetration testing, COMSEC monitoning, network operations and defense,
personnel misconduct(PM), law enforcement(LE), and counterinteiligence(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 IS 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 monitoring of the content of privileged communications, or work product
;{ggl?;idmlé:zn??;?%rg;;gpresenlanon or services by attorneys, psychotherapists, or clergy, and their assistants. Such communications and work product are private and confidential. See User

| 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_dtadmin@navy.mil
mailto:mill_dtadmin@navy.mil
https://ftdtl.health.mil/

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

IFTDTL Portal Logaut

[ LLIVIEEPNE Administration ~ DoD Drug Testing Labs Help Desk ~

Portal Home Page @

DDR Program Office
DoDDTP

E MRO Portal May 13, 2021 6:46:54 AM
l1 Results Portal 29, 2016 2:48:53 PM

WebDTP 36:30 AM

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 lacated 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 notifications from the iFTDTL Portal. Click on your email address in the upper right-hand of the IFTDTL webpage to manage
your profile.

Your iFTDTL 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

Dow

Results L
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

o 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 | Results Portal | New Drug Testing Results

Report Type

Re-Print v

My RRUs

Type RRU here
=3

Records per page

Viewed Begin Date | 10/01/2020 Viewed End Date | 04/11/2021

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 @

Result

View Laboratory Results Reports

o MNew Drug Testing Results

View new results reports and reprint results reports

Query Laboratory Results

o Ad Hoc Result
Query results by a combination of fields.
= 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 the 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”.

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

RRU uic
‘ Type RRU here ‘ ‘ ‘

Batch # My ARGs Result Form #
‘ <Al ARGs=> $ ‘

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

<Report Call= v ‘ ‘

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

Results Portal @

Result —

View Laboratory Results Reports

o MNew Drug Testing Results

View new results reports and reprint results reports

Query Laboratory Results

o Ad Hoc Result
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 Recsive 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 being
viewed and assist in resolving issues commands may have.

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

Contact information:

IFTDTL Processing Office

Navy Drug Detection and Deterrence (NDDD) (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_DTADMIN@NAVY.MIL

2. Alcohol and Drug Management Information Tracking System (ADMITS) ADMITS isa
web-based data system maintained by the Chief of Naval Operations (OPNAV N170A) and is a
central repository of alcohol and drug abuse 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 Drug and Alcohol Deterrence (DAD) 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 NAAP website. 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@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 on line (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 1-800-951-6289 or
BUPERSO7_IT_EOC.FCT@navy.mil.

c. ADMITS login

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

(2) Select "ADMITS" link from Main menu.

11
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BOL Application Menu

{E:g]&] [ADMITS Click on any information icon to the right of 3
i it dditienal information abowt that
[Privacy Policy] [Advancements! Selection Boards ;";:gm";_ﬂ &e andibonal imonmation shout tal

[Application (FORMAN) Status
[ARPR/A SOSH Online
[CCA/FITREP/Eval Reports
COXOiICMC
[Advancement/Selection Board
Verification

[CWAY - Sailor Self-Service ]
[ESSED {Submit letter to SelBoard) |
[Individual Medical Readineszs (IMR),
Status ’
[JOIN

[Military Locator System
[Mame Change

[Maval Register ]
[MavPers Legacy and PERSTEMPO |
Mavy Personnel Command
Document Services
Mavy-Marine Corps Mobilization
[Processing System (NMCMPS) -
View IAJADSW orders

[ODC, OSR, PSR, ESR

[Officer Photo

[Crlﬁcial Military Personnel File
{OMPF) - My Record

[PRIMS

[PFTDR

[Selective Reenlistment Bonus

$ESE S8 & SeSsee s8¢ sgsse

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@NAVY.MIL.

(3) Enter CAC pin when prompted.

(4) Example of ADMITS home Page display.

Admits Menu~ Reports~ 2 -
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 that Legacy IFTDTL Portal used to provide. Use the
following link to access the new portal https://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@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~ 12345 v
30626
Welcome to ADMITS ADIN

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 Alcohel 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~

I~

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

o

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 drop down menu.

Incident Report Entry

Name

Rank UNK
EranchOfService US Navy
Uic

Date of Incident

1201372021

Primary Substance

Alcohal w

Incident Info

Commander, Supervisor, W

Unit Identification Code

Frequency Of Abuse

1-3 times per Month w

Method of Identification

Aftercare - Urinalysis w

Location Used

Ashore - OF Duty w

IncidentLocation

AK Alaska w

Comments

Mature of Incident

Abuse Manufacture Possession Trafficking

DUL/ DWI/ BWIT OWI

Save Report Cancel

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

[N

MM/DD/YYYY format

i3

=

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

o

Actual date of alcohol or drug referral/incident
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(&

d. Cannot be a future date

Primary Substance: Select appropriate entry from list.

Primary Substance

Alcohol A

Amphetamines

Anabolic Steroids

Barbiturates

Benzediazephine

Cocaine

Codeine

Designer Drugs

Drug {other)

Drug Paraphermalia
Hallucinegens (LSD)

Heroin (GMANM)
HydrocodeneHydromorphone
Inhalants

Marijuana

MDMAMDA (Ecstasy)
MOPV/Mephedrone (Bath Salts)
Methamphetamines

Morphing
Cxycodone/Oxymorphone e

Incident info: Select appropriate entry from list

Incident Info

Commander, Supervisor,

Commander, Supervisor, DAPA Alcohol Defection

Self Referral Alcohol Detection

Urinalysis Tesfing

Military Law Enforcement Alcohol Detection
Civilian Law Enforcement Alcchol Detection
Medical Alcohol Detection

Military Law Enforcement Drug Detection
Civilian Law Enforcement Drug Detection
Commander, Supervisor, DAPA Drug Detection
Self Referral Drug Detection

Mot Applicable

Medical Drug Detection

Frequency of Abuse: Select appropriate entry from list.

Frequency Of Abuse

1-3 times per Month b

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 Determined
UNKMOWM

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

Aftercare - Urinalysis -~
Civilian Police - Law Enforcement
Command - Incident
CommandfSupervisor - Command
Con=sensual - Urinalysis
Fitness for Duty - Urinalysis
Medical - Command
Medical Examination - Urinalysis
Military Police - Law Enforcement
Ciher Inspection - Urinalysis
Probable Cause - Urinalysis
Random - Urinalysis
Self-ReferralDisclosure
Service Direcled - Urinalysis
Surveillance - Urinalysis
Unit Sweep - Urinalysis
LIMEMOWH b

7. Location Used: Select appropriate entry from list.

Location Used

Azhore - Off Duty A

Ashore - On Duty
Shipboard
Unknown/Other

8. Incident Location: Select appropriate entry from list.

IncideniLocation

AK Alaska R
AK Alaska —~
AL Alabama

AL Alabama Other

AL Montgomery

AR Arkansas Other

AR Jacksonville

ASHORE QUTSIDE U.S.

AZ Arizona Other

AZ Yuma

CA Barstow

CA California Other

CA Camp Pendleton Morth

CA Camp Pendleton South

CA China Lake

CA Coronado

B CaElCentro !
CA Lemoore

CA Los Angeles Area I
CA Monterey

CA Oceanside 7

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

o

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

Mature of Incident

[ Abuse [ Manufacture [ Possession [ Trafiicking
[ DU DWW BWI 7 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 -

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 !0 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) Euliding 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) 874-8655 Email: mill_n17_admits@navy.mi

2. Select “Approve Pending DAR Records”
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Admits  Menu~ Reports~ 3 § X 00003 v

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/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 that Legacy IFTDTL Portal used to provide. Use the
following link to access the new portal https:/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)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

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

Admits  Menu~ Reports~ Admin=

Pending DAR Records (HOLDING)

Incident Date Primary Substa

71212021 Alcohal
4162021 Alcohal m
8372020 Alcohol m
8172020 Alcohol m
93072021 Alcohol m
282021 Alcohol m
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 NAAP.

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 e

Perscnal Readiness Summits provide the latest information on policy updates, current and new intiatives
Specific sessions for COs/X0Os/CMCs, JOs/Senior Enlisted, DAPAs/UPCs/SAVI, Junior Enlisted

Administrator Message

- The Alcoheol 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 te 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 Alcohel and Drug Prevention (NADAP (OPNAVN170A) Buliding 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) 874-8855 Email: mill_n17_admits@navy.mi

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

Enter Treatment Data

We I co. Enter Screening Record

wr

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 eLeaming
*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 that Legacy IFTDTL Portal used to provide. Use the
following link to access the new portal hitps /Mdtl heaith mil. * General ADMITS contact information: ADMITS
Processing Officer 21st Century Sailor Office (OPNAV N17) Total Sailor Fitness (OPNAV N170) Navy Alcohol
and Drug Prevention (NADAPXOPNAVN170A) Building 457, Room 249 5720 Integrity Drive Millington, 38055-
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~ Reporis~ Admin~ -

Screening Records

r )
-

(4) Select search

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

Enter Screening Data

Member Name
Incident Date THZ2014

Substance Alcohol

Previous Detections

Self Referral Alcohol Detection 1

Screening Date

12142021

Facility

SARP 3AN DIEGO A

Referral Reason

DUI or D'WI Incident Refemal

Recommended Aclion

Intensive Outpatient w

Previgus Education

ADAME (EG and above) hd

Comments

. [

(6) Screening Date. Use Calendar Box or enter date of incident/referral
(@) 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 A

SARP SAN DIEGO -

SARP NORFOLK

SARP JACKSONVILLE

TRIPLER AMC

ANDREWS TRISERVICE ADDICTIONS RECOVERY CENTER
SARP KITSAP WASHINGTON

SARPD CAMP PENDLETOM

SARP GREAT LAKES

SARD OKINAWA

SARP PENSACOLA

SARP BETHESDA

SARP PEARL HAREOR

SARP PORT HUENEME

SARP WHIDBEY ISLAND

SARP YORKOSUKA

SARP GUAM N
SARP LEMOORE

SARP DIEGO GARCIA

SARP SASEBO

SARP USS ENTERPRISE CWN 65 &7

(8) Referral Reason

Referral Reason

DUI or DWI1 Incident Referral

DUl or DAWI Incident Refemral Reason
Level ILT Holding Referral Reason

Other Drugfalcohol Incident Referral Reason
[ENEveE O ETEnT W[

(9) Recommended Action

Recommended Action

Intensive Oulpatient 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 (Lewvel 111}

(10)  Previous Education

Previous Education

ADAMS (E6 and abowe) ~
ADAMS (E6 and above)

Aware
GMT
NADSAP
None
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~

Welcome to ADMITS e

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 Alcohol and Drug Management Information Tracking System (ADMITS) has been offine 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 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 Sailor
Fitness (OPNAV N170) Navy Alcohol and Drug Prevention (NADAP)(OPNAVN170A) Eullding 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

(a) Select Enter Treatment Data from the Menu list

Admits Menu~ Reports~

Welcome to ADMITS MET—

Personal Readiness Summits provide the latest information on policy updates, current and new inttiatives
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 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) Bullding 457, Room 24¢
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

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

(d) Enter Treatment options from Drop list

Admits Mena Reports~

Enter Treatment Data

Member Name

Incident Dabe: IN21995

Sunstance Alcehal
Type Program

Earty intervention USMC Pra v

Tresiment Complstion Diate

121472021 L]

Refemal Source

Command of Supervisor ~

Program Action

Compleied Program - RTD

Prognosis

F. ~
Facility

SARP SAN DIEGO -
Counseion

Recommended Aflercare Action

Counselng -

Commants

m Caacel

(e) Type Program

Type Program

Early Intervention USMC Prii

Early Intervention USMC Prime
Early Intervention Level 0.5
Cutpatient Level |

Intensive Cutpatient Level 11
Clinical Monitoring/Residential Level I
Medically Managed Level IV

(F) Treatment Completion Date

(9) Referral Source
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Referral Source

Command or Supervisor ~

Command or Supervisor
Law Enforcement
Medical

Other Program

Self Referral

Urinalysis

(h) Program Action

Program Action

Completed Program - RTD
Completed Program — RTD
Program not Completed -RTD

Prognosis

(i) Prognosis

Fair w

Good
Poar

() Facility

Facility
SARP SAN DIEGO ~

SARP SAN DIEGD —~

SARP NORFOLK

SARP JACKSONVILLE

TRIPLER AMC

ANDREWS TRISERVICE ADDICTIONS RECOVERY CENTER
SARP KITSAP WASHINGTON

SARPD CAMP PENDLETON

SARP GREAT LAKES

SARD OKINAWA

SARP PEMNSACOLA

SARP BETHESDA

SARP PEARL HARBOR

SARP PORT HUENEME

SARP WHIDBEY ISLAND

SARP YOKOSUKA

SARP GUAM

SARP LEMOORE

SARP DIEGO GARCIA

SARP SASEBO

SARP USS ENTERPRISE CVM 65 w7

(k) Counselor

Caounselor

() Recommended Aftercare Action
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Recommended Aftercare Action

Counseling w
Education
Meefings
Other
(m) Comments
Comments
4
(n) Save
e. Reports Tab Content
Admits Menu~ Reports» 2

Incident Listing

We I come tc Urinalysis Specimen Details

Record Check

Screening Listing
Personal Readiness SUmMits pr¢  Treatment Listing { Initiatives

Specific sessions for COs/XOs/C 2d
Urinalysis History

Ad m i n istra‘ Urinalysis Specimen Summary Data

DAR View/Print
*Urinalysis Program Coordinator wewrewrerwrrr mymmsrsss = rimewr e wwurew e aveanaens-wrl NaVY €Leaming
"All IFTDTL users: The Legacy Portal migrated o a new website on August 15, 2020. Effective November 12,
2020 at 5SPM 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:/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)(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: (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
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(8) Urinalysis History
(9) Urinalysis Specimen Summary Data
(a) Record Check
1. Select “Reports” tab

2. Select “Record Check”

Admits Menu~ Reports~ Admin~

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 98999 0003 003 IR San Diego
8/1/2007 12:00:00 AM 8/1/2007 12:00:00 AM MDOM 99999 0003 003 IR San Diego

(c) Approved DAR
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Incident Date Substance DUIIDWI ID Methed UIC/RUC

1/1/1800 12:00:00 AM Alcohal False UNKNOWN 00000
1/1/1800 12:00:00 AM Alcohal False UNKNOWN 00000
1/1/2006 12:00:00 AM Alcehol True Civilian Police - Law Enforcement 01053
1/1/2009 12:00:00 AM Alcohol False UNKNCWN 62980
1/1/2012 12:00:00 AM Alcohol False UNKNOWN 00000
1/21/2013 12:00:00 AM Alcohol False Command/Supervisor - Command 00000
5/8/2015 12:00:00 AM Alcohol True Command/Supervisor - Command 12345
8/10/2015 12:00:00 AM Aleohol 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 Qutpatient 12345 DAPA 5/8/2015 8/10/2015
ADMIN 12:00:00 AM Alcchol Detection SCHOOL  12:00:00 12:00:00 AM
GROUP AM
1/30/2008 Aleohol 00000 QARD 1/1/190Q 5/12/2008
12:00:00 AM 12:00:00 12:00:00 AM
AM
711/2009 Aleohol Military Law Enforcement QOutpatient 62980 1/1/2009 1/1/1900
12:00:00 AM Alcohol Detection 12:00:00 12:00:00 AM
AM
11172012 Alcohol 00000 OARD 1/1/1900 1212812011
12:00:00 AM 12:00:00 12:00:00 AM
AM
ADMITS 1/2/2012 Aleohol Commander, Supervisor, DAPA  Early Intervention 00000 OARD 11172012 1/1/1900
ADMIN 12:00:00 AM Alcohol Detection Impact or equivalent 12:00:00 12:00:00 AM
GROUF 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 Poor
GROUP AM 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

28



Completion Date Training Type Member UIC/RUC Training Facility UVIC/RUC

1/1/2008 12:00:00 AM Alcohol Awareness Training 41706 41706
7/1/2009 12:00:00 AM Alcohal Awareness Training 62980 62980
1/1/2010 12:00:00 AM Urinalysis Program Coordinator Training Q0oooo 00000
4/1/2010 12:00.00 AM Alcohol Awareness Training Qoooo 00000
11/3/2010 12:00:00 AM Urinalysis Program Coordinator Training 00880 00880
7/12/2011 12:00:00 AM Urinalysis Program Coordinator Training oogso 00880
7/12/2011 12:00:00 AM DAPA (USN) or SACQO (USMC) Training 00880 00880

Contact information:

ADMITS Processing Office

Navy Drug and Alcohol Deterrence (OPNAYV 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@NAVY.MIL

3. Drug Testing Program Lite (DTP LITE) V6.X. DTP Lite is a standalone, workstation
hosted application that operates similarly to the Navy Drug Screening Program (NDSP)
application. The UPC will upload a roster and generate a test and print the same custody
documents as NDSP. 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. Once mandated, DTP Lite is to be used “ONLY” when connectivity to WebDTP
cannot be established. It is not to be used in lieu of WebDTP for convenience. Users must save a
copy of the test generated by checking the box next to “DTP Selection Report”. This report is an
Excel file to be uploaded into WebDTP at a later date. The following steps will enable Users to
operate DTP Lite correctly.

a. Double click on the DTP Lite icon.

b. Select USN to activate Navy features within the application.
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° Department of Defense Drug Demand Reduction Program

Select the Appropriate Service for Testing

6.0.7.2

|About | Close

c. Select the location of the roster to Import. Make sure the Roster contains, at a minimum,
each column with Last Name only; First Name only, DODID and Organization (name of the
primary testing activity). Other column fields are highly recommend but not required to produce
a test include: Middle initial, Rank/Rate and gender. Phone 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. Activities with this program installed on systems connected to CANES are to
save their roster and program to the “F” drive, unless otherwise directed by local authority.

d. 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 scroen. USN L 4
Brow. i

the directory where your Roster File is located. select it. and then click <Next> or Alt+N.

Close Home
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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

irdie] usn (&)

[
PETR=)

[ AP
Deploy
hp
Intel
Mat
Micro Focus Content Manager
OSDLogs
osmgrhlp
Perflogs
Program Files
Program Files (x86)
Quarantine
system.sav
Temp
Users
Windows

Rl vov 550609 5 S0 o S0 8
v
Zz

¢

Next

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.

C\Users\Public\Navy Sample Rosterxisx

[ AP

I Deploy

[ hp

I Intel

I Mat

I Micro Focus Content Manager

I 1 0SDlogs

I osmgr.hlp

I Perflogs

[ Program Files

I Program Files (x86)

[ Quarantine

I system.sav

I Temp

4 Users

Administrator

defaultuserd

defaultuser)

defaultuser0

defaultuser0

defaultuser

defaultuser0

defaultuser

defaultuserd

defaultuser0

defaultuser

defaultuser

defaultuserd

defaultuser0

Public
AppData
Documents
Downloads
Music
NDSP
Pictures
Pulse Secure
Videos

L defaultuser0 |

I defaultuser
v defaultuserd
I Windows
I we HA
b SA v

Ao oo e e e e e

Next > Close Home
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e. 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.

Click on the cokumn tithes and select the criteris sequired by DTP Lite (Name. DOD 10, Rank. and Gender). If your roster e contains header information, remove it by checking the @ '
(ignore Header) chackbon. 1) ‘
You mwst identify the following columnis): Last Name Filter.. [ Ignoce Header
Do not tmport ~ | Do not import * | Do not kmport = | DoDID * | Do not import * | Gender * | Do not mport wi B
glligant robertt A 3 M USS NEVERSAIL
giligan? robert2 B 3] “ USS NEVERSAIL
oilligand robertd A 3] M USS NEVERSAIL
glligand robertd B “ M USS NEVERSAIL
glligans robent5 A 5 M USS NEVERSAIL
glligarss robent A [ “ USS NEVERSAIL
olligan? robent? i 2 M USS NEVERSAIL
pligans robert A i M USS NEVERSAIL
pilligard robentd A L] M USS NEVERSAIL
piligan10 robent 10 3 (159 LY USS NEVERSAIL
pihigantt robenti i s M USS NEVERSAIL
pilgan12 robert)? A u " USS NEVERSAIL
gligan1d robert13 A LCOR M USS NEVERSAIL
giiligantd obert14 A COR M USS NEVERSAIL
glligan1s robert1s A A ] USS NEVERSAIL
glliganté robentt6 A com M USS NEVIRSAIL
Qiligant7 robent? ~ AL ™ USS NEVERSAIL
Pilganty robent 18 A VADM M USS NEVERSAIL
glligan19 roben19 A SR ] USS NEVERSAIL
Pilgan20 robent20 A A LY USS NEVERSAIL
glligan2? robert2 * N M USS NEVERSAIL
gilligan22 robert22 A PO} " USS NEVERSAIL
plligan2) robent2) B o M USS NEVERSAIL
plligan24 robert24 A POt M USS NEVERSAIL
glligan2$ robends A w0 M LSS NEVERSAIL
pliligar6 robent26 A SCPO ~ USS NEVERSAIL
plliganZ? roben2? A LTS ™M USS NEVERSAIL
glliganzs robert28 A £10 M USS NEVERSAIL
olligan29 roben29 A (31 ~ USS NEVERSAIL
gilligan30 robert30 A £ M USS NEVERSAIL
gilligan3) robend A 33 M USS NEVERSAIL
gilligan32 robert32 A o M USS NEVERSAIL
piligar33 robert33d A E15 M USS NEVERSAIL
gilligan34 robert34 » £16 " LSS NEVERSAIL
oilligan3s robends A (124 ™ USS NEVERSAIL
gilligan3s robert6 A £ M USS NEVERSAIL
alligen3? robert? A NS M VIJSS NEVERSAIL
« Previous Bont Close. I Home
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Format Roster
Click on the column titles and select the criteria required by DTP Lite (Name, DOD 10, Rank. and Gender). If your roster fle contains header information, remove it by checking the

(sgnore Header) checkbax
. plete!
~ | Donot import ~ | Do ot import « |DoDID ~ | Donotimport ~ | | Gender
A (3 L
A €2 1]
A (2] M
A 2] ™
A €5 ™
A £ w
A 3] ™
A (13 M
A €9 "
A EN: M
A LK ™
A (A4 M
A L ™M
A 0 M
A APt ™
A com M
A RADM M
A VADM m
A SR "
A SA "]
A SN M
A O3 M
A PO2 M
A POY ™
A P M
A S ™
A M M
A E10 M
A £n M
A £12 M
A 35} ™
A 14 M
A E1S M
A E16 M
A €17 ™
A €18 M
A ENS M
Format Roster e —
ok . Wap Codpmn DEG S Lot Thes CTiten rexgseed Dy TP Lie: (Musves, DO B0 sk, sl Cumnchenl 8 yous 106380 (i DOwatbarvt. Fanschiss svicamation, 1emane i Dy Chesing the I Az
[igricne Blenacier') chacichon )
e =L
Lt hame Firnt Piarren watal = | Dol | Rank = | e -
gt et & i ] 5 VY R
gz ot 2 u 2 2
T 2t a 0 o
aiepenad [ra— 14 u PSS MR
gt P a i o 2
- - a i+ o LSS R
3o et A i 2] 4 e Y LA
P - a s o LSS YRS
. = A i u S na
- - " hs " 5 NEVERSA
» . -
ot 1 2 - T ot
i
v
aF1 b
- a2 o
o = Py
-l bt - WAl %}
. — 55 ™
- oper A " u
- — A Shi ™
] e & r u
- - ™
apandd - A el ]
- A : "
- A e "
e - A w u
s ot 0 o
e - £ u
. = 0" o
e - £ .
- - "
e - u
- "
o "
. "
u

f. 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
Balow is the roster from which your test will be generated. Select the Premise and other values to specify how members will be selected fior testing.

Filter..
Last Name First Name MI DOD D Rank ’
gilligan1 robertl A E1
giligan10  robert10 A ENS
gilligan100  robert100 A SR
gilligan101  robert101 A SA
gilligan102  roberi102 A 5N )
giligan103  robet103 A P06 Location Code: o
gilligan104  robert104 A PO7
gilligan105  robert105 A P8
gilligan106  robert106 A cPO Tasting Premiss e e R N
giligan107  robent107 A SCPO
gilligan108  robent108 A MC
giligan108 ~robert109 A B e
giliganii  robertii A e Selection Method ) Probability
gilligan110 robert110 A £38
gilligan111  robert111 A £39
giligan112 robert112 A E40
giligan113 robest113 A B4l Percentage 0
gilligan114  robert114 A Ed2
giligan115 robent115 A £43
gilligan116  robert116 A E44
gilligan117  robert117 A E45
giligan118 robert118 A ENS
gilligan119  robert119 A G
giligan12  robert12 A ]
giligan120  robert120 A v
gilligan121  robert121 A LCOR
gilligan122 robert122 A COR
gilligan123 robert123 A caPT
gilligan124  robert124 A oM
giligan125 robert125 A RADM
giligan126 robest126 A VADM
gilligan127  robert127 A SR
giligan128 robert128 A SA
giligan129  robert129 A SN
giligan13  robest13 A LCOR
gilligan130  roben130 A PO
giligan131  robest131 A PO10
giligan132 robert132 A PO
gilligan133 _robert133 A cPO -
Raster Count: 200 [ « Previous Close Home
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Note: If the command program is set to conducting 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
Bedow i the ot bom which your et will be genevated.  Solect the Premise and ot valuey to specity how memben will be selected for testeg, us"
Fiter
Last Narme Farst Name DOD 1T X
2
i

Ed42

B

B R X F FFF FEF FF EFEFEEFEEFE
z

CAPT

g. 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.

h. 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
overwrite. 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
Thie members below have been selected for testing. Fill cut the appropriate information to be printed on your products, select the products you wish to print, and click the (Print)

button,
Filtir_.

Gender Last Naene First Mame M DOD I Rank ”
M ml revbeeet] A E1 i
L] giiganil robert10 A ENS N[12345
M giliganitl rabert111 A E39
M giligan112 robeet112 A E40 D0 Farm 2624 Block 1: DD Forrm 2624 Block 2
M giligan117 robeet117 A E45 LSS Newirsail COMWONTSAIL
L giligan120 robent120 A o
M giligan1 2 robet] 29 A SH
L giligan133 robert33 A o] Collection Date: Saeting Batche
" giliganid4 robert134 A SCPO 75021 [ i
M giligani3s robert38 A £ [ Blank Date
L Giligan139 robedt 39 A 49 1] Group By Gender
M giligan14d robert 148 A LCDR T Print Blank Reparts
Ll ) rolmet8 A M Bottle Label Start Position: |
" o158 =) 6. S Avadable Forms, Labels. and Doouments
M giligan16 robert 16 A oM o
] giligan161 robert161 A - v‘| Personnel To Be Tested (Notification Copy)
'] giligan163 robert163 A 55 | Personnel To Be Tested (Working Copy)
e rabert167 A 50 ] estiog Register
] giigan182 rabeet 182 A A ] DO Form 2624 - Full (Froet & Back)
L giligan1Bd robeet183 A SN [T] DO Form 2624 - Fromt Only
M oiigen185 robaet185 A POTG [] DD Form 2624 - Back Oy
M giligen186 robert 186 A POIT ] Bottle Lbels
M giligani6 robert196 A ET0 ] TP Selection Repart
M iligan2s robert25 A =]
" e i A 3 POFS *MUST* be printed with the ‘Actual Size’ option selected.
L giligen32 robeta2 A 1171
U] giigan39 robaet39 A u
M giligand? robentdz A CAPT
M giligands robertdf A SR
M giligand? robertdT .n <A
M giigan52 robeet52 A (=]
M 9igan53 robets3 A SOPO
M giligan?1 rabtT 1 I RADM
M giligan7? robeetl2 A VADM
L] Qiliganal robeets0 A SCPO
M giiganit robeets A MC
M oiligani robeeths A E3i
M P rba<t87 A £33
L] giliger roberta0 A E36 v

iR Selaction Count: 40 | R - — * F—

i. 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

QOrganization Rank Name DeD 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

USS NEVERSAIL E45 gilligan117, robert117 IR M
USS NEVERSAIL LT gilligan120, rob~ v IR M
USS NEVERSAIL SN gilligan1. . obe. 29 IR

USS NEVERSAIL CPO Clliganit b, bert 3 IR

USS NEVERSAIL L9 vilhy w1l e bl 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 gilligan1586, robert156 IR

USS NEVERSAIL PO13 gilligan158, robert158 IR M
USS NEVERSAIL COM gilligan18, robert16 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/DD/YYYY  [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 giligan112, robert112 IR

0001 004 |
07/05/2021 Batch: Spec:|E45 gilligan117, robert117 N 1

0001 005 | ‘
07/05/2021 Batch: Spec:|LT gilligan1?” robert12 T r

0001 006 | ‘
07/05/2021 Batch: Spec:|SN igan12y o, 12 IR

0001 | |
07/05/2021 Batch: sSpec:|CPO gilb- 33, hertl. IR

0001 oog | ‘
07/05/2021 Batch. Spec[SCF  gilligan134, robert134 IR

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

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

0001 o1 | ‘
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 Wed
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 :'Emmmm CONDUCTING DRUG
(Read ingtruchions on Gl page before completing fom.)
1. SUBMITTING UNIT | (=] 2. ADDITIONAL SERVICE INFORMATION (Fecond Echelon)
USE Noversai COMMAVWONTSAIL

3, BASE and UNIT IDENTIFICATION = 4, DATE SPECIMEN COLLECTED C. LAB BATCH NUMEER | B. DAMAGE TO SHIPPING CONTAINER/
12345 Y L DISCREFPANCY CODE S

S e e L

** Rlequired information entry on frant and backef form = - [ooo ]
&. SPECIMEN NUMEBER / 3ERVICE MEMBER % 1D NUMBER (CAC) 7. TEST BASIS| & TEST INFO |8, ACCE S5I0N NUMBER 10. DISC CODE
(1

001
@

002
3) .
003
@ -
004
® -
005 .
(L] \
006 '
0] .
007
®

008
®

009
(10) -
010
D) -
o
(12)
012

R
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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 |umr DOCUMENT NUMBER 0001
a. DATE (YYYYMMDD) b. RELEASED BY c. RECEIVED BY d. PURPOSE OF TRANSFER
(1) 202107056  |SIGNATURE SIGNATURE
NAME NAME
@ SIGNATURE SIGNATURE
NAME NAME
@) SIGNATURE SIGNATURE
NAME NAME |
@ SIGNATURE SIGNATURE |
|
NAME NAME
(5) SIGNATURE SIGNA . =
NAME A # 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

== =
==t US =o=mas
o | BB Collect Date: 2021/07/05 Se=me | @
g | B ' === g
& | ==X=% sMm === | g
= iﬁ uPC iﬁ =
1 Cul 1
IR 0001 003
us
o | Z|EE=E= Collect Date: 2021/07/05 Smme= | @
2 | Z==EE ¢ 1035 == 2
o | =R === 0
g | === sm === | g
= iﬁg UPC ;ﬁ% =
1 CUl 1
IR 0001 005
us
o | 2L Collect Date: 2021/07/05 @
P | =22 ico12aes 2
g | === ' Q
@ === SM @
==
1 Cul

DTP Selection Report: Upload into Web

A E c b E F G H
1 |You may only medify the “Selected Not Tested” and "Due Back Date™ columns.
2 |selected tDue Back ILast NameFirst Namainitial  Rsnk  DoDID  Gender
3 Sallor126 Smuffss X SR M
4 sailorlds snuffyas 8 POZ F
5 sailor1ad smuffes A T F
& sailorlds Smuffes & POL M
7 sailor1as seuffloo w PO12 M
] Sailori51 Smuffyds C POL M
9 Sailor152 Snuffss B8 P03 M
0 sailor153 Sruffss M PO1 M
1 Sailorifl Smuffind G LT M
12 sallorls? Snufflol & FOL M
13 Sallor1? Smuffiz A T F
14 sailor173 Snuffis D SR M
15 Sailorl7s Smufflos C r M
16 sailor134 Sruffys4 B SR M
17 Sailorldd snufflog J P03 M
18 Sailor199 SnuffySs C P03 F
19 1 Smuffill M ] M
20 Snuffys7 & FOL M
21 Sallor226 Smuffyss pO2 M
22 sallor229 Smuffyss W SCPO M
3 sailorz3l smuffinse c FOZ7 M
24 Sailor234 Seuffll7 o POL M
23 Sailor23s snuffyso G SR M
26 Sailor246 Snufflll M rO17 M
27 Sailor247 Snuffysl C sCPO M
28 Sailor250 snuffysd D PO M
2 Sailor2s4 Smuffi?? 6 POL M
30 Sallor2sg Smuff12s sCPO M
31 Sailor260 Smuff122 E POl M
32 Sailor25] Smuffizs w POL M
33 Sailor262 snuffysz ™ POZ M
4 Sailord7s SmufflZs C PO1% M
35 Sailor2d  Smuffylo B LT M
36 Sailor280 Snuffysd 8 PO2 M

1 1]

Organizat| BATCH
HSL-00/SE
H5L-00/SE
HSL-00/SE
HSL-D0/SE
HSL-D0/SE
HEL-DOYSE
HEL-D0Y'SE
HSL-D0/SH
HSL-00/SH
HSL-00/SE
HSL-00/SE
HSL-00/5E
H5L-00/SH
HEL-DOYSE
HSL-D0W'SE
HEL-00/SE
HSL-00//5H
HSL-00/SE
HSL-00/SE
HSL-00/SE
HSL-D0/'SE
HSL-DOYSE
HSL-00/'5H
HEL-00/SH
HEL-DOVSE
HEL-D0/'SE
HSL-00/SH
HSL-00/SE
HSL-D0/SE
HSL-00/SE
HSL-D0/SH
HEL-00/5H
HSL-00//5H
HEL-DOW'SE

=g Us =sf=ot
o | =|=2E Collect Date: 2021/07/05 S=ms | ©
S | =i == o
T e UIC: 12345 =it T
2 _:E'Ei == _:E'Ei ==z
F O =EEE ke = | F
— cul —
IR 0001 004
s us
o F=|E=  Collect Date: 2021/07/05 S g
£ | === uic 1035 =t 7
F FS e
& | =S s =
Eo =EEEE ure == F
e Srime
1 Ccul |
_— R 0001 006
== us
o B2 Collect Date: 2021/07/05 Sa=ae= 2
8 - SE| oy
g | = = sm 0000 =g
Fo| == ure ==
sea=r o
— cul —
DTP once connection is established.
N P a R 5 T u v w X

E

SPECIME

B e d ek e

=]

L

BOMIR

M

1051601 330000000000000000000000000000000000000000

J. 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 that operates similarly
to the Navy Drug Screening Program (NDSP) application. The UPC will upload a roster,
generate tests and print the same custody documents as NDSP. WebDTP, like NDSP, currently
produces 1D barcode documents which the DD Form 2624(s) accompany the specimen samples
to the lab. However, WebDTP is transitioning to a 2D Barcode which will enable activities to
send specimen samples to the lab without the DD Form 2624(s). WebDTP will be the primary
Drug Testing Program application to be used. The UPC may use the available desktop
application 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, DSN (312)
882-4204 or email: MILL_NDSP@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 iIFTDTL
Support desk at MILL DTADMIN@NAVY.MIL, or NDSP/WebDTP support Desk via their
respective Alcohol and Drug Control Officer (ADCO).

b. Initial Setup: UPC must set up the Container parameters, in Manage Container, for
testing, then import roster to create the necessary Unit(s) and Pool(s) within WebDTP. Roster
can be taken from NDSP or produced locally. See steps below, including roster format.

(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

iIFTDTL Portal

My Modules ~ Administration

Portal Home Page
DDR Program Office
DoDDTP

i MRO Portal

= Results Portal

WebDTP

IFTDTL Announceme n_

(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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IFTDTL Portal

My Modules + Administration + DoD Drug Testing Labs Help Desk +

DOD Web DTP - Select Container

Container:] NAVY00000 - 00000

12

Open Container

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

(1) Select Manage Container Tab: Check box below DD2624 Block 1 to lock in
information. 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 are in a “Carry Over” (Due Back) status. Leave blank to manually control
members being tested upon return.

(3) Input the number of Random Testing Days per month and input starting Batch
Number.

(4) Set up Chain of Custody.

(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 event if
“Check Random Testing Day” is selected beyond the desired amount.
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Testing Entity Member List Blank Products

DD-2624 Block 1

Chec r Block 1/UIC
*

USS NEVERSAIL (NS-001)

GILLIGAN@NS001.NAVY.MAIL

Manage Selections Reporting Manage Container

Edit Chain of Custody

Line Released By

1

Received By

Remarks

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: | 4 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:

Note 2:

Ensure Roster is one of the following formats. xIs; xIsx; or csv.

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.

WebDTP

Testing Entity

DOD Web DTP - NAVY00000 - 00000

Testing Entity [EEYERIEARE Blank Products Manage Selections Reporting Manage Container

Switch Container

Check Random Testing Day

0 completed / 4 required

Units Pools
Import Roster m
Records per page: Filter Resulls... Records per page Filter Results...
- A
100 s 100 v
) |Name 4 uicipas |AvaiIIMbr |Carrynver |Last Selection Name * | AvailiMbr | Carryover  |Last Selection
No data available in fable O ooooo 00 0
] O [Unique Member 00 0
No records available Previous ~ Next

Showing 1 1o 2 of 2 entries
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Importing into: Container

Roster: | Choose File |

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

I Desktop iE Navy Sample Roster! xisx 12/13/2021 3:25 PM Microsoft Excel Worksheet

& Documents §é Navy Sample Rosterls 12/13/2021 3.01 PM Microsoft Excel Workshest

L Prumlnsde vi8 ?
File name; ‘Navy Sample Roster1 xlsx v | Custom Files (*.csv;*xlsx* s}, v

Next Screen:

Importing into: Container

Roster : | Choose File | Navy Sample Roster1.xlsx 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
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 Sample Roster1 xisx Load Roster
Ignore ‘ Replace Roster With Import Append Import File to Roster

Required Selections: Last Name

o]

(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 1o Roster
Import This Roster

2 4

«»
@
@
(|
13
@
4
£

(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.

d. 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.

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

(3) Manage Selections: User 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.

(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
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).
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(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 and its contents.

e. Pools: This section works much like the Pools section within NDSP. Sub-Pools from
NDSP are created here. UPC can only test one Pool at a time. However, the same member can
be added to multiple pools. This allows flexibility in creating various pools and testing. There
are five tabs associated with this section. Those with the same name as the Unit side, functions
in like manner in the Pools side.

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

(2) 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).

(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.

f. 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 want 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.

Testing Entity DOD Web DTP - NAVY00000 - 00000
0 completed / 4 required
Testing Entity Member List Blank Products Manage Selections Reporting Manage Container
Units Pools
[crai

Records per page Filter Results Records per page [Filter Results

“»

100

“»

‘ Name - ]UIC/PAS Avail/Mbr Carryover [Last Selection Name = ]AvaiI/Mbr [C:lrryover ]Las( Selection
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/10/1U), 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.

Location

UNITED STATES :‘

*Premise

Random Testing (IR) 3 |

Collection Date |

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

Selection Value Walue must be between 1 and 40

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: -
12/14/2021 _00000 - Global v Download Product(s)

Collection date mm/dd/yyyy Change Collection Date

Avalilability date - Carryover/Gancellation Reason - $

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

@ Back to Testing Entity

Print Products

Products to Generate:

O Check All

Notification Copy

Working Copy

Testing Register

DD2624 Custody Document 10 Full
DD2624 Custody Document 10 Front
DD2624 Custody Document 20 Full
DD2624 Custody Document 20 Front
DD2624 Custody Document Back
Bottle Labels 1D

O Bottle Labels 2D

[ Mail Merge Excel File

O Selection Order

godesa@

[ < [mi

[ Separate
O Group by

ducts O Group Pool Selections by Units

Label jons:

When printing bottle labels, select 'Actual size' in the page

Sizing & Handling section

Back to Testing Entity
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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 options.

g. Barcode Management

(1) 1D Barcoded custody documents (DD Form 2624) and bottles labels are used within
the Navy Drug Screening Program (NDSP) to accompany specimen samples to the lab.

(2) 2D Barcoded custody documents is used with DTP Lite and WebDTP and is “never”
to be sent to the laboratory with specimen samples; nor shall 2D barcoded specimen bottles be
packaged with 1D barcoded specimen samples or handwritten bottle labels. Failure to comply
will result in specimen samples receiving a fatal discrepancy code (2F) which means samples
will not be tested. When using 2D barcoded documents/labels, only send a box of bottles to the
servicing lab (NO DD FORM 2624s TO BE SENT).

(3) Handwritten custody forms must accompany specimen sample samples to the
servicing Drug Screening Lab. Handwritten DD Form 2624(s) and/or Bottle Label(s) may be
packaged and shipped within the same shipping container as 1D barcoded specimen samples.

5. Navy Drug Screening Program (NDSP). OUSD memo dated 10 December 2021 states the
Military Drug Testing Programs will no longer support the Drug Testing Program Desktop
applications 5.x for the collection of Service member urinalysis specimens. Effective 22 January
2022, all Navy activities are to complete shifting from using NDSP to using either WebDTP or
DTP Lite or both, accordingly. Effective

23 January 2022 NDSP users will continue to have their specimen samples tested with assign
testable discrepancy code “5Z-5.X DTP Sample” until the shift is completed. Beginning 23 July
2022, specimen samples received using NDSP will no longer be tested and the testing activity
will receive fatal discrepancy code “5Y-5X DTP Decertified”. The following information is for
those who are not able to access DTP Lite or WebDTP.

The Navy Drug Screening Program was developed to reduce the likelihood of gaming the
urinalysis program. In 1993 and 1994, a review of urinalysis testing revealed significant
problems with the method of testing. In 1995, Navy introduced the Navy Drug Screening
Program which implemented features such as computer randomly selected testing days which
randomized testing times and number of persons selected, setting parameters to testing by
percentage. The most current version is available on the NDSP page of the Navy Drug and
Alcohol Deterrence (DAD) website: https://www.mynavyhr.navy.mil/Support-Services/Culture-
Resilience/Drug-Alcohol-Deterrence/. The use of NDSP 5.4 is authorized until replaced by
WebDTP/DTP Lite. For information purposes, NDSP and DTP 5.x are the same. They both
uses the same Client Collection Software. For assistance/questions, contact the
NDSP/WebDTP/DTP Lite support desk at (901) 874-4204, DSN (312) 882-4204 or by email at
MILL NDSP@NAVY.MIL.

a. Hardware Requirements
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(1) Before attempting to install the NDSP, ensure that your system meets the following
minimum requirements:

(2) Pentium 200 MHz Processor, 64 MB RAM, 100 MB of free hard disk space,
Windows XP, 2000, Vista, or Windows 7 operating systems, and a Laser Printer.

(3) Prior to installation and use of the program, ensure that you have the appropriate
version for your specific network application by using the NDSP page of the DDD Web-site.

(4) Use of version 5.4 or greater is authorized. Version 5.4 is approved for use on
systems connected to all Navy networks (i.e. CANES/ISNS/CENTRIX/One Net/NMCI, etc.).
See DADMS #93275 and eMASS #2543. NMCI users must contact NMCI to have NDSP
pushed to the designated computer. Do not run NDSP with the same database on more than one
machine at a time. NDSP version 5.4 replaces all other versions in its entirety and is capable of
using SSN and/or DODID (EDIPI).

(5) NDSP version 5.4 will be replaced by WebDTP and/or DTP Lite version 6.x. Users
will be notified when NDSP 5.4 sunset date is set for all users to switch to WebDTP and/or DTP
Lite.

b. NDSP Program Installation (Install Wizard). Use one of the applicable methods
below to install the software onto the designated computer.

(1) For NMCI users. Request the local IT (CTR rep) submit a “Move And Change
(MAC) Request” form to have NDSP pushed to the designated machine. NMCI will install the
application for you. Proceed to step (4) of the procedure below.

(2) For users on other networks. Contact the local IT to have the program pushed to your
machine or download a copy from the NDSP/DTP page in IFTDTL. Contact NDSP Help Desk
for assistance or to obtain a copy of NDSP 5.4. Once installed proceed to step (4) below.

(3) For desktop/laptop standalone computers. NDSP software has to be loaded via a disc
which a copy can obtained from DDD Program Office at (901) 874-4204 or email requests to
MILL NDSP@NAVY.MIL. Ifadisc has to be mailed, provide the command mailing address
with POC information along with a copy of the primary UPC designation letter. Once received,
transfer the CD to the designated computer, double click on the "setup icon™ and follow the next
steps below.

(4) For desktop/laptops connected to the network. Download a copy of NDSP from a
designated website, such as iFTDTL, NDSP/DTP page to the desktop of the computer or have it
pushed to the machine via IT Rep. Double click on the "setup icon™ and follow the steps in the
next section below. If downloading is not possible, utilize one of the methods above to acquire a
copy of the application via a CD and follow the appropriate steps below.

For questions, contact the NDSP Help Line at (901) 874-4204 or email
MILL_NDSP@NAVY.MIL.
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() Click “Next” for the NDSP InstallShield Wizard.

InstallShield Wizard X

Welcome to the InstallShield Wizard for Diug
- Teszting Program

The Ingtalls hield® ‘wizard will install Drug Testing Program
ah your computer. Ta continue, click Mest.

MNext » | Cancel

(b) Read the informational window and select “Next”, then “Install”.

InstallShield Wizard

Information f L '
Please read the following test. n

Text

Drug Testing Program Yerzion 5.2.6

This install program will Ioad the Dug Testing Program version 5.2 6 onto gour
spztem.

MOTE: If you are upgrading fram a previous version of DTF, it is advizable to back
up pour data before installing this software on your machine.

L3 3

< Back Mext > | Cancel

(c) Click “Finish”.
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InstallShield Wizard

InstallShield Wizard Complete
1

Setup has finished installing Dirug Testing Program an your
computer.

Finish | |

(d) A shortcut will be created on the desktop. Double click on icon.

(e) Next screen appears to initiate install and click “Continue”.
(f) The initial screen (below) requires the system administrator for the application to

create an initial password. Minimum amount of characters allowed is 8. Password must contain
either two numbers or special characters and begin with a letter.

Navy Drug Screening Program

=T

Usar: IADMIN

Password: I

Reverify I

‘ o Ok I x Cancell ? Help

m

“Yarsion 5261
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(g) After the admin password is complete, the following screen will appear. Click
C‘OK77.

Navy Drug Screening Program

& Select Pool =13
Available Pools:
-3 Global
o 0K X Cancell ? Help

Wersion 5.26.1

(h) Select dates to be excluded from testing, click ¥ to save, then B to exit.

Navy Drug Screening Program

il
+ B |[oecember 7] [0 2B
Sun | Mon | Tue |Wed | Thu | Fri | Sat |
1 2 3 4
5 B 7 8 9 10 11
12 13 14 G ' IR 18
19 0 21 2 23 24 P
%5 27 28 29 0 3
|

Yersion 5.2.6.1

(i) Type in the command location or click the drop down and select the "country"
and click “OK”.

Navy Drug Screening Program

AR

-
Collection Location

Please Indicate The Location Of Your Collection Site

I |
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(J) Click “Next”. Note: If the user has a backup data file to use, click “Finish” to
skip the remaining steps and the program will open to the main screen. See step 32 for visual
reference and proceed to section (f) “Database Restore” to restore a previous database from
another system. To continue with installation onto a new computer without a backup database
file, click “Next” and proceed to step (11).

& Setup Wizard

Welcome to the DTP Setup *Wizard, The nest few screens will guide vou through the
required setup processes in the order prezcribed.

MOTE: Some functionality will not be used by certain sites.

| P bewt | " Finish | annceI| ? Help

(k) Click the “Create Users” button.

& Setup Wizard

Perform the following tazks prior to using the program for testing. Create a uszer
account for each person that will access the database. Change the Admin accounts
passward.

Enzure that the pazsword far the Admin account is witten down, and placed in a
safe.

MOTE: It iz inadvizable to uze the Admin account for daily processing,

Create Users

{ Prev

" Finish | x Cancel ‘ ? Help |

(I) Click the green “+” symbol to add users.
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b & User Maintenance
File Edit Help

+t-1m&[* &
User D Full Mame

Administratar

Note: The designated primary UPC is to establish an ADMIN user account which is not to be
shared with anyone. The primary UPC is to create accounts for assistants with the assistants
creating their own password access. The command can designate as many accounts as needed.
It’s important for the primary UPC to delete members who no long require access to NDSP.

(m) Enter User 1D, Full Name and Password. “DO NOT” use the word ADMIN
when creating additional user accounts. The ADMIN account cannot be deleted. Password
criteria contains at a minimum: Eight alpha/numeric/special characters with at least 2 numbers
or 2 special characters or combination of 1 number and 1 special character.

(n) Click “OK” once information is complete. An error message will appear if the
password criteria aren’t completed correctly.

Add User 3
Muodify User Information
| | UserID ' OK | |
| R
y X Cancel | |
1 | Full Mame
[Bills

Pasgword:

S aagaatsd

Retype Password

—

(0) Click the ® jcon to exit.
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& User Maintenance Z E| f'5__<|

File Edit Help

+-/=& 7 H

User D | Full Name |
B2 ADMIN Administrator

(p) System Parameters are the established policy testing requirements established by
Navy and the command. The following steps will allow the user to set up their monthly testing
requirements. Click “Setup Parameters”.

& Setup Wizard

Setup the Spstem Parameters to match the preferences for your site.

Setup Parameters

|« Finizh | x Cancel | ? Help |

(g) Each time a significant action is performed in NDSP, a record is created
consisting of user name and action performed, and a date/time stamp. This file can grow to be
very large and should be periodically purged. This option gives the user control of how often the
Audit Log purges itself of data. It is recommended to set “Days to Keep” to 365 days and select
the “Manually Clear the Audit Log” option. Click “Testing Tab.”
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& System Parameters g@@

Audit Log lTesting] Ser\ricel Repar‘[sl

Days To Keep: L 57
*% Purge Mow

Automated Audit Purge Options

& Manually Clear the Audit Log

" Automatically Clear the Audit Log when Starting

T X Cancel‘ ? Help ‘

1. Days To Keep: Enter the number of days for which you would like the
audit log to maintain records. Days to retain depend on individual site requirements.

2. Purge Now: The Audit Log can be manually cleared at any time by
clicking the “Purge Now” button. When this button is pressed ALL Audit log records older
than the "Days To Keep" are deleted.

3. Automated Audit Purge Options: This option allows a user to set the
NDSP program to automatically delete Audit Log files after a specified time period. With
this option selected, each time the program starts, NDSP will delete any Audit Log records
older than the number of days specified. If this option is not selected, the only way to clear
the Audit Log is by manually pressing the “Purge Now” button.

(r) The “System Parameters” screen consists of four tabs, each represents specific

screening parameters. They are explained in the following paragraphs. Click the "Testing tab".
Leave as default, unless operational commitments dictate otherwise.
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Audit Log  Testing |Sewi|:e| Repl:urtal

—Testing Day Selection
" Manually Choose Testing Days

&+ Computer Randomly Chooses Testing Days

—Randomization kethod

* By Percentage
" By Total Mumber

—Caollection Method

i+ Generate Farms at time of Selection

i Generate Forms at time of Collection

o 0K | X Cancell ? Help

1. Manually Choose Testing Days: This option allows the testing site to decide
what days are testing days.

2. Computer Chooses Random Screening Days: With this option NDSP will
randomly determine testing days for your command. With this option enabled NDSP will
determine if “Today is a screening Day”. This is determined each time the Random Testing
button is selected. If not a screening day the user is notified and testing is not allowed for the
selected pool. This option adds another level of randomization to the screening process because
no one, including the UPC, will know when testing will be conducted until the NDSP program
declares the day a screening day.

NOTE: In order for this option to be effective, a site will need to click the ‘Random Testing’
button on the main menu every day for each pool. If your command’s policy is to conduct
random testing at the commander’s discretion, then leave “Computer Random Chooses Testing
Days” unchecked.

3. Randomization Method: There are two methods of randomization used by
NDSP to select "personnel for random testing." The “Selection By Percentage” method selects
personnel based on a monthly percentage. The selection “By Total Number” method chooses
an exact number of personnel each time random testing is conducted. These options are set
according to site requirements.

a. By Percentage: The percentage method means if 20 percent is the value

entered then each member in the selected pool has a 20 percent probability of being selected. It
does not mean that 20 percent of the pool is selected.
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b. Count (Default Test): This is the exact number of members randomly
selected for testing.

After selecting the randomization method here at this screen the actual percentage or count
values are entered on the Pool Maintenance screen in the “Per Month Testing Info” Block.

NOTE: The percentage or total count value will re-appear on the Pool Management screen
each time a New Pool is created saving the user the trouble of having to re-enter the data every
time a new pool is created.

4. Collection Method: The Collection Method refers to; at what time in the
selection process a user would like to collect forms. This is determined by how a particular
service chooses to perform their collections and if computers are available at the collection site.

a. The method Print Forms at Collection (PFAC) allows DD Form 2624s
and bottle labels to be printed at the testing site as personnel arrive for collection. A printer
must be available at the testing site. This option can greatly reduce the amount of forensic
corrections made to forms due to “No-shows.”

b. The method Print Forms at Time of Selection (PFAS) allows a user to
preprint all forms before conducting collections.

A couple scenarios for the (PFAS) collection method are:

A user does not have a computer

Or printing capabilities at the collection site isn’t possible, so forms and labels are pre-
printed in advance.

Click “Service” tab and add the servicing Drug Screening Laboratory (DSL) address in the
address box. Once finished, click “Reports” tab.

,
O Syitem Pacameters —_—.

Audt Log | Testing Senice | Regorts

¥ | &

Program Graghee e Teatng

Utites

C Wears\Publc NOSPBrplUSH 99 <

Laboratory Address (No more than 3 Limes)

Commanding Oficer
NOSL Mdington
Xesss

y. State
Zip Code|

v OK l X Cancel| 7 Help

Cument User » adrmen Cument Pool » USS NEVERSAR
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5. Program Graphic: If you have your own service graphic that you would like
to have displayed at program start up, you may add it here by clicking the folder button and
browsing for your graphic file. NDSP uses the Department of the Navy seal which is located in
the BMP folder of the NDSP directory. If the DON seal is not present on the home screen,
follow these steps to view the seal inside the program.

a. Click on "System Utilities"

b. Click on "System Parameters™ and "OK"
c. Click on "Service tab"

Click on yellow folder

Highlight USN.jpg and click "Open", then "OK"

f.  If USN.jpg is not present, click the "drop down" and map your way to the
NDSP directory which is normally located under C:\Users\Public\NDSP\BMP and highlight the
USN.jpg and click "Open", then "OK". For systems connected to CANES, it will be located in
the “F” directory.

g. Leave the “Reports” tab as the default or change as needed and click
‘GOK”.

Audit Log I Teatingl Serice Reports |

[T Group DD2624 By Gender
V¥ Allow the Collected Date to be set to future dates
v Preview the DD2624 before Printing

Son Testing Register—— ~Group Letters

By Last Name " By Database

& By 55N &+ By Sub-Pool (Level 1)

& 0K | X Cancell ? Help
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6. Group DD2624 By Gender. This option will maintain males and females on
separate DD Form 2624s.

7. Allow Collected Date To Be Set To Future Dates. Ordinarily; an individual
would be tested on the same day he or she was selected for testing. This option is provided
primarily for reserve units who must select personnel for testing before drill weekends. This option
should be set in accordance with your command regulations.

8. Preview DD2624 before Printing. Allows DD2624 form to be previewed
before they are sent to the printer.

9. Sort Screening Register. The Drug Testing Program Register is
automatically sorted by UIC (Navy). The Register can also be sorted by; Last Name or SSN
depending on the option selected.

Group Letters

By Database This option will generate a single commander’s letter addressed to the commanding
officer in charge of the global database. Listing all members selected for testing from the global
database.

By Sub Pool This option will generate a letter for each Commander of each individual pool and
sub-pool. Each letter will list the individuals selected from that pool. Once all the parameters have
been set the next screen in the Setup Wizard will be the Setup Pools screen.

(s) Click “Next, then “Setup Pool(s)” button.

& Setup Wizard g@@]

Setup the Global Pool. Be sure to include your BAC and UIC. All pools created under
the Global Pool will default to these options.

Setup Pool(s)

i« Finish | XCanceI| ? Help |

(t) From Pool Maintenance Screen, the following fields must be filled in. UIC,
Command, Per Month Testing Info (# of Tests is minimum of 4 unless a waiver is approved to
perform less than four random samplings per month), DD Form 2624 Block 1 and Block 2.
Block 1 is the testing command message PLAD. Block 2 is the TYCOM message PLAD. Click
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B then “Next”.

4 Pool Maintenance =[Ol x|
File Edt Help
G+-—a #8201
L3 Global Pool Information

uic

IEIDEIDEI

Command:

[Global

Commanding Officer

Department Head

Per Manth Testing Info

# of Tests: Target %

1 I 20

DD Form 2624 Block 1:

USS NEWVERSAIL (DDG 1234)

DD Form 2624 Block 2:

COMNAVFLTCOM

Serice Type

’7(? Active Duty " Reserve

Pool Maintenance

If a user is loading NDSP for the first time, the Pool Maintenance screen will guide the user in
setting up the pools. If NDSP is already installed and a user is upgrading to another version, the
user will not see this Setup Wizard. However, regardless of which version a user is running the
Pool Maintenance screen is always available for modifying pool information or adding and
deleting pools. Select the "Pool Maintenance screen” from the main menu.

What is a Pool?

Before setting up your pool structure, it is important to understand the definition of a pool and
how the Drug Screening Program uses pools. A “Pool” is basically a specific group of
personnel. Normally a pool is simply an organization such as, a command, a squadron,
department, duty section, etc. Some organizations using the NDSP program may want to
maintain different testing groups, for example, a reserve unit which contains both active duty and
reserve personnel. In this case the concept of a pool can be expanded to include an Active
Personnel Pool and a Reserve Personnel Pool. Pools can be very flexible depending upon
requirements and needs.

Adding New Pools

The Pool Maintenance screen above allows pools and subordinate pools to be added and deleted.
New databases may also be added and deleted. Multiple databases operate independently of one
another and allows the user to create separate pools for testing without affecting one another.
It’s like having more than one program within the same system. Members can be added to new
pools or current pools and to new or current databases. Pool information can be entered for any
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new pool or edited for existing pools. Keep in mind that you can import organizations into the
NDSP program so you may not need to set up all of your organizations initially.

The Pools in the NDSP mimic the command structure of the military using a tree type
organizational structure. Each Pool can contain any number of subordinate pools, which in turn
can contain their own subordinate pools and so on.

(u) Click the “Import Roster” button if you have a roster to import. If not, click

13 m3 0 ’
Finish”.
& Setup Wizard (=3
Caongratulations,
*r'ou should now be able to import the roster and start testing
Import Roster
‘Prev ‘ | ~ Firish | x Eamcal| ? Help |

(v) Select the applicable data-set types and import into the application. Roster files
are normally in Excel or ASCII Comma Delimited (CSV) format.

Note: It is important to ensure the roster contain the following “minimum” separate fields; Last
Name, First Name, SSN/DODID (EDIPI) and Organization. These are the minimum fields
required to import a roster. Other fields to import include Middle Initial, Gender, Rank/Rate,
UIC, Organization 2 (department, division, duty section, etc. Each column represents a separate
field so make sure the last name is in its own column, first name in its own column and so on.
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Insert Pagelayout Formulas Data Review View Acrobat Q Tell me what
&D % cut Calibri 1 AN T==®- BwepTex General
Paste E@ Copy ~ T U Ie) = == |e<=a2= S o,
- ~ Format Painter =7 " " A‘ VEEEIEE Mgy B Gy = $ %
Clipboard [ Font N Alignment [ Nun
A56 - Jr | gilligans6
A B C D E F G H |
1 |gilliganl ~ |robertl -~ A - ~/E1l ~ M ~ 123 v USS NEVERSAIL ~ Deck h
2 _gilliganZ robert2 A E2 M 12345 USS NEVERSAIL Safety
3 |gilligan3  robert3 A ' E3 M 12345 USS NEVERSAIL  Security
4 |gilligan4  robert4 A ' E4 M 12345 USS NEVERSAIL  Operations
5 |gilligan5 robert5 A ' ES M 12345 USS NEVERSAIL  Supply
6 |gilligan6  robert6 A ' E6 M 12345 USS NEVERSAIL  Engineering
7 |gilligan7  robert7 A ' E7 M 12345 USS NEVERSAIL  Weapons
8 |gilligan8 robert8 A ' E8 M 12345 USS NEVERSAIL  Admin
9 |gilligan9  robertd A ' E9 M 12345 USS NEVERSAIL  Deck
10 |gilligan10 robertl0 A ' ENS M 12345 USS NEVERSAIL  Safety
11 |gilligan1l robertll A ' LTIG ™M 12345 USS NEVERSAIL  Security
12 |gilligan12 robertl2 A ' LT M 12345 USS NEVERSAIL  Operations
13 |gilligan13 robertl3 A ' LCDR M 12345 USS NEVERSAIL  Supply
14 |gilligan14 robertl4 A ' CDR M 12345 USS NEVERSAIL ~ Engineering
15 |gilligan15 robertl5 A ' CAPT M 12345 USS NEVERSAIL  Safety
(w) Select the appropriate file for import into the application. Click “Open”.

Look in: | (& Deskiop j L] =¥ EF-
_2 BMY Documents
L 3 My Computer
MyRecent WMy Network Places
Documents (C)ProcessExplarer
?I_: () windowsTFS
Deskiop
My Documents
My Comnputer
My Metwark File name: |tester j Open |
Places
Files of type: |Comma Delimeted Files % cav) ﬂ Cancel

| P Mewt |

‘ x Cancel ‘ ‘? Help

(x) If the names are being imported into a single pool, do not check the box below. If
the roster contains multiple organizational names within the column to create additional pools,
check the box and click “Next”.
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& Import Wizard

Select Import Pool:
----- = Global [~ lgnaore Organizations (Impart all records into the selected poal)

-/ Finish | X Cancel | ? Help

<& Prev

(y) Confirm the action on the data being pulled into the application and click “OK”.

4 Import Wizard

Select Import Pool:

----- 29 Glohal — = ected pool )
Information

i ) Al Mew Organizations will be added under the Global pool,

Cancel

<& Frev I P Mest I - Firish | x[ﬁancell '? Help

(z) Below is the screen that appears after the import. If the roster has a Header Row,
(i.e. the word Last Name, First Name, etc...) listed, place checkmark in “Ignore Header” so it
removes the first row and not get imported. Otherwise, leave it blank.

The phrase “Do Not Import” implies that the fields below it will not be imported if they are not

selected. The user has to click on the phrase “Do Not Import” to select the field that corresponds
with the information below it to import.
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& Import Wizard - a X

DoMNotImport | Do Not Import Do Mot Impart Do Mot Import Do Mot Import Do Mot Im
giligan robert] <
gilligan

gilhgand
E

giliganS

giligan? 0 A 7 : W

|Idmtify MNecessary Column(s): [LastName] [DOD ID] [Organization]

{PI‘G’V I MNext | / Finish | xcm

(aa)  Use the drop menus to identify the data type in each column of the data set.

5 Impaort Wizard — (| b4

Map Import Fields
For each field appearing b at o on the column title and select th d name from
the stbox that appears. Yo I ul. n fields, but they must be in hierarchical order from

left to right

Import Template | Custom ~d Ignore Header ™

Last Name | [io r«lqd Import | Do Mot Import Do Mot Im

gilligan2
gilligan3
gilligand
ailligans
gilligant
gilligan?
<

Identify Mecessary Column(s): [DOD ID] [Organization]

<« Prev I Next /" Firish | xCamaII ? Help J

(ab)  After the selection of column to data set click “Finished”.
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& Import Wizard — | >

Map Import Fields

For each field appearing below that you wish to import, click on the column tile and select the held name from

It:E'- :;tﬁ; that appears. V'ou may import mulbiple organization fields, but they must be in hierarchical order from
Import Template | Custom ~: Ignore Header [~
Last Name First Name |Iniill Rank Rank Gender ~
giliganl robert] A E1 M

gilbgan2 robert2 A E2 M

giligan3 robert3 &, E3 M

giligand robertd A E4 M

gilbgans roberts A ES M

giligan& robertt &, EG M

giligan? robert? A E7 M v
< >
Identify Necessary Column(s): [DOD ID] | Remove Duplicate Field Names

L Pey | New |/ Fiist | 3 cancel | 9 Helo |

.

(ac)  Click “OK” on the Import Complete. If any error or mistake is made during
any point of the process, correct it and perform the above steps again.

& Import Wizard

Igriore Header [
First Name | Last Name | Information Rank
boinc doctor YT
lester seti tdaj
gavern puter SSGT
Frey. | Hest | -/ Finish | 5% Cancel | 7 Help

NOTE: When performing a second and subsequent Import procedure, the program will
prompt a decision to either “Append” or “Replace” the current roster in the program.

If “Append” is selected, the roster will not replace any of the roster names in the program
database but rather add only new information.

If “Replace” is selected, the roster being imported will replace all names in the program database
with new information.

(ad)  Now, the program is ready to run normally.
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& Navy Drug Screening Program
File Personnel Testing Reports Utilities

-1of x|
Help
& f <
Random b Samples Postive Personnel Pool " System 5
Testing Eesue) Collected Results Roster Mairtenance | Cther Testing Utilties e

Current User = ADMIN

|Current Pool = Global

C.

Random Tests. (Make sure information in "Personnel Roster and Pool Maintenance is
correct before beginning testing).

(1) From the main screen, select the "Random Testing" button. Member Testing Wizard
will appear.

& Navy Drug Screening Program

File Personnel Testing Reports Uilties Help

[
(E

4 & s N
& v = = ]
Random N Samples Posttive Personnel Pool System z
2 Quit
Testhg, | Seles Do Collected Resutts Roster Other Testing | iies u

Current User = admin

Current Pool = DUTY SECTION

(2) Select the "pool to be tested". Verify the remaining information is correct; Collection
Date, Randomization Method, Testing Percentage, User Subordinate Pools checked. Confirm
testing premise is random testing (IR) and click "Finish".
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7
(5 Member Testing Wizard

The options on thi

these options on t

reen control how the urinalysi

orm to alter the testing proc

st will be performed. You may change some of

Select A Pool For Testing

Other Testing Options

55 Neversalil

1 MAA Shack

. New Check-ins

. Security Department

IRandom Testing (IR)

|20150519 'l

Randomization Method ' Percentage

o

Use Subordinate Pools W

Testing Premise j
Collection Date

" Total Number

Testing Percentage

Random testing has not been conducted for the selected pool
today.

Prey | Mext | + Finish | x Cancell ? Help

|Currently Selected =0 |

A

ﬁ|Previously Selected =
[

(3) Click "Yes" on the next screen.

(4) If the follow-on window states "Today is not a testing day", click "OK" and you are

finished.

(5) If the follow-on window states "Today is a testing day", click "OK" and the "Print
Test Products” page will appear with member’s names and documents to print. If you are using
NDSP 5.4 or greater, the batch number will appear at top. You can still change the batch number

if you desire.

{4 Mavy Drug Screening Program

1 File Personnel Testing Reports Utilities Help

e & | B N
Random - Samples Positive Personnel Pool System
Testng | Samples Due Collected Results Roster Other Testing| e

& Member Testing Wizard

Select A Pool For Testing

The options on this screen control how the urinalysis test will be performed. You may change some of

these options on this form to alter the testing process.

Other Testing Options

=- . USS NEVERSAIL
.. MAA Shack
« 1. New Check-ins
~ 1. Security Department

Current User = ADMIN

— |

Testing Premise [Random Testing (IR) -
Locoi2s |
DOD Drug Testing Program (838
rcentage (" Total Number

The Selected Date is a Testing Day!

————————

Random testing has not been conducted for the selected pool
today.

Prev

Next I ~ Finish I X Cance\l “? Help

|R [Previously Selected = 28 |Currently Selected =0 |

v
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-
 Print Test Products
Fale Edit Prntouts

7 DD Form 2624

™ DD Form 2624 (Back Side)

3 " Bottle Labals

IR |Cuwrrently Selected = 13

&SN B X+ Starting Batch [0001 ) | Callection Date [20150518 7 W

By T EE Apmilable Primouts

MName DoD iD Rank I

[ Sailor 71, SnulM03  Commanders Letier

2 Sallor183, SnuffoT POz

B Sailori®d. Snuffi10 PO22

B Sailor236, Snuff18 J PO1 " Individusl Letier

B Sailor240, SnuiM21 X sC

& Sailor21, SnufMs C POz  Parsonnel To Be Tested (Motfication Copy)
il Sailord], Snuffyid E sC

2 Sailord6. Snufty16 B PO3

B SailorT1, Snulidl A SR " Parsonnel To Be Tested (Work Copy)
B SailorT9, Snuffy2T PO3

8 Satomy, oneis o Pos  inaysis Regier

B2 Sailor122, Snuffdz J PO

" DD Form 2624 (Instruction Page)

If there are members selected who are TAD or on leave, you can put them in a "Due Back" status
before their name and SSN appears on any documents. This will avoid line outs. Highlight their
name and "Right click™ and select "Add/change due back dates™ or click on "Edit" at top and
select "Add/change due back dates” and select the expected "return date” from the calendar.

(6) Select "2624 back side™ and click on the "printer icon" at the top of the Print Test
Products page to view the document. Click "Edit" to input UPC information and click “OK”

when finished.
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12. CHAIN OF CUSTODY LAN
{Y[:,"*“DD} Released By Received By
a. b. c.
) SIGNATURE SIGNATURE
[Zois0szr | MAME NAME
TMC SAILOR
@ SIGNATURE SIGNATURE
T NAME
o OK X Gancel |

THRU

Purpose of Change/ Remarks
d.

Released to Postal
Representative or Hand Carried
to Drug Screening Laboratary
(Great Lakes, Jacksonville, San
Diego. Tripler)

? Help

DD Form 2624 Front Side

(7) Click "Preview" to view and click the "Printer" icon to print. Make sure to print on
both sides of the DD Form 2624 so both sides are on one sheet when shipping. Click “close™
when finished. DD Form 2624 may be printed at the end of the sample collection to allow for
removal of members before printing.
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11. CHAIN OF CUSTODY TRACKING BASE AND UNIT IDENTIFICATION 2000 12345 UNIT DO CUMENT NO oo
2. DATE b RELEASED BY « RECENED BY 4. FURPOSE OF TRANSFER
[¥¥YYMMDD)
1y 150519 SIGNATURE SIGNATURE ‘Snpped to Drug Screenhg Laboratory (DSL) via
FostalReoresenae
TMC SALOR ar
NAKNE NAKE +En] Carred 1o DSL
2 SIGNATURE SIGNATURE
NANE NANE
(] SIGNATURE SIGNATURE
NANE NANE
T} SIGNATURE SIGNATURE
NANE NANE
£] SIGNATURE SIGNATURE
NANE NANE
[C] SIGNATURE SIGNATURE
NANE NANE
m SIGNATURE SIGNATURE
NAME NANE
(8 SIGNATURE SIGNATURE
NANE NANE
k] SIGNATURE SIGNATURE
NAME NANE
[0} SIGNATURE SIGNATURE
NANE NANE
DD FORM 2624 [BACK |, NOV 2014

(8) Select "other documents™ needed for sample collection and click the "Printer"” icon to
view and the "Printer" icon again to print. At a minimum, the Urinalysis Register and the Bottle
Labels are needed at the collection site. It’s recommended to have the DD Form 2624 at the
collection site. Once all documents are printed, click the little brown door to exit.

(9) Once the names are selected, they are posted in the "Samples Due" section of the
program. Refer to "Update Samples Due" section for guidance.

(10)  The UPC can return to the Print Test Products page by clicking on "Testing" from
the main screen and selecting "Reprint Products”. Select the "test date" and "click™ "OK".

d. Update Samples Due. (After each test, ensure samples collected are marked as
collected).

(1) From the main screen, select "Samples Due".
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& Navy Drug Screening Program B =10l x|
File Personnel Testing Reports Lktilities Help
. | 2 N
Random : Samples Posttive Personnel Pool " System :
Testing Sapes e Collected Results Roster Maintenance | Other Testing Utilties el
Current User = ADMIN |Current Pool = Global 4

(2) The "Samples Due" window appears. There are three other tabs in this window as
well. They are; "Samples Collected", "Positive Results” and "All History Record". Since
samples were collected, that information has to be updated to reflect that. For no shows, mark
them accordingly in Samples Due. For Cancel Tests, indicate the reason in the pop-up window.

B &2 & B XB | & | Database [UsSSNEVERSAL ~| | 2 B
Samples Due | Samples Collected | Positive Results | All History Record |

Name ] DOD ID | M/F | Premise | Batch | Spec1men| Selected I Due Back | Status | Pool

& Sailord6, Snuffy1 IR 0001 009 20211214 PENDING USS NEVERS
& Sailord1, Snuffy3 IR 0001 010 20211214 PENDING USS NEVERS
& Sailor101, Snuff6 IR 0001 011 20211214 PENDING USS NEVERS

M

M

M
& Sailor137, Snuffd M R 0001 012 20211214 PENDING USS NEVERS
& Sailor145, Snuffy M R 0002 001 20211214 PENDING USS NEVERS
& Sailor157, Snuffy F IR 0001 001 20211214 PENDING USS NEVERS
& Sailor189, Snuff1 M R 0001 002 20211214 PENDING USS NEVERS
& Sailor194, Snuff1 M R 0001 003 20211214 PENDING USS NEVERS
& Sailor203, Snuff1 M R 0001 004 20211214 PENDING USS NEVERS
& Sailor246, Snuff1 M R 0001 005 20211214 PENDING USS NEVERS
& Sailor255, Snuff1 F IR 0001 006 20211214 PENDING USS NEVERS
& Sailor261, Snuff1 M R 0001 007 20211214 PENDING USS NEVERS
& Sailor280, Snuffy M R 0001 008 20211214 PENDING USS NEVERS

(3) Highlight the members who provided a urine sample, based on the Urinalysis
Register.

(4) Click on the "yellow bottle” to mark as collected. They will disappear from Samples
Due and appear in Samples Collected. All names will stay in Samples Collected until the
laboratory results are received. Mark each sample according to the laboratory results. For
positives, a list of drug metabolites will appear. Select all that apply or Other, if none are listed.
All samples marked as Negative or cancelled will automatically move to "All History" record.
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Note: To move a large number of samples at one time, select the icon to the right of the printer
in "Samples Due" or "Samples Collected” and select the "test date™, then "OK". This will query
all batches for that test date and can be group marked accordingly.

e. Backup Your Database. The Backup/Restore utility provides a means to backup all
NDSP data files to be restored in the event of a system failure or new program installation.

From the Main screen of the NDSP program click on the “System Utilities” icon.

& Navy Drug Screening Program Q@@
File Personnel Testing Reports Utilities Help

e
°
Samples System

Random Postive
Collected Results Ltilties

Testing

&~

ey

Personnel
Roster

Pool

Meintenance ‘ e

Samples Due Other Testing

Current User = admin Current Pool = DUTY SECTION

(1) Select “System Backup/Restore” from the “Select System Utility” window.
(2) Click "OK".

(3) The “Backup/Restore Utility” window appears.
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& Select System Utility E@

" User Maintenance T Audit Manager
o System Eackupﬂ?estnreé " Maintain Comments
" System Parameters " Edit Commanders Letter
" FPool Maintenance " Edit Individual Letter
0K | X Cancel | ? Help

(4) Select the "Backup Tab" from the Backup/Restore Utility window.
(5) Navigate to the folder where you would like to save the backup file.

(6) Click the "Backup/Restore icon™ (Red Arrow).

& Backup/Restore Utility

B 2 B 2

Backup lRestore]

Directary:

=4 A 3% Floppy (&)

- O System ()

=% D: Data (I0)
#-) Documents and Setl
#-0 Lap_Top_Stuff
+3) members pos

#3) Program Files
#-h E: CD Drive (E2)
=28 H: jarry. sowell§
=22 5 Wil
= 28 T Defy

|~
| %

(7) Click "Yes" when the Confirm window appears.

Confirm [Z|

9 This will Backup the DTP files to Dy MDSP_BACKUPS)
\__-\/ Do wou wish bo continue?




(8) When the backup is complete — click "OK".

Backup El

Backup Completed

& Backup/Restore Utility

B % B 2

Backup FRestore l

Directaory

- K A 3 Floppy (A2 Marme Size | Type odified

+-%e C1 System (C1) 4] 05122009, dtp B5354  winzip 05A2/2008 12:4. .

=% D0 Data (D) || 05232008 dtp 126033 winzip 05/21/2008 8:55:...
+-3 Documents and Sett ||| 07082009 dtp 84180 winzip 07/08/2003 10:0...

+-13) Lap_Top_Stuff
+-3) members pos
SINOSP BACKUPS

+-3) Program Files

b E: CD Drive (E:)

2 H: jerry sowell§

= S il

& - Defy

o[ [ [F

(9) A file will be created with a file extension of “.dtp”

(10)  The numbers in the file name indicate the date the backup was created. Do not
retain more than four or five backups. A single backup contains all history of tests.

(11) Close the Backup/Restore utility window to return to the main menu.
Note: The NDSP software will ask you if you want to back up your database whenever you
closed the program. By clicking "Yes" you can also reach the Backup/Restore Utility window.
Using this method, the software will automatically close when the backup is complete.
Note: It is highly recommended to back up your database to a secondary location from time to

time, especially after conducting a test. This will reduce the possibility of losing data if system
failure occurs or get replaced.
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f. Database Restore. This is normally done when replacing computers or UPC turnover
involves moving the program to a different location. It is not required or desired to perform a
“Restore” procedure when accessing the program for normal use.

Note: DO NOT perform restore as a normal action when entering NDSP. NDSP retains the
information from each day’s use, regardless of performing a backup or not.

From the Main screen of the NDSP program click on the “System Ultilities” icon.

& Navy Drug Screening Program

File Personnel Testing Reports Utilties Help
. X (s o7 |
Random N Samples Posttive Personnel Pool ) System
Testing SIS Collected Results Roster Maintenance | Cther Testing Ltilties 2
Current User = admin Current Pool = DUTY SECTION

(1) Select "System/Backup" Restore from the “Select System Utility” window.

(2) Click "OK".
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& Select System Utility E@

" User Maintenance T Audit Manager
o System Eackupﬂ?estnreé " Maintain Comments
" System Parameters " Edit Commanders Letter
" FPool Maintenance " Edit Individual Letter
v oK | X Cann::el| ? Help |

(3) Select the" Restore Tab" when the “Backup/Restore Utility” window appears.

& Backup/Restore Utility E]E]

Directary
- H A 3% Floppy (A2 Marme Size | Type Modified

) |+ < C: System (C:)

= [ Data (D)
< E: CD Drive (E:)

8 5 Mill
=2 I Defy

[ R 3 o o B

(4) Navigate to the location of your backup file with a file extension of .dtp.

(5) Select the "backup file" you wish to restore - the first part of the filename represents
the date in which the backup was created.

(6) Click the "Restore icon" (Red Arrow).
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& Backup/Restore Utility

e B 2]

Backup Restore I

Directary

+- L A 3% Floppy (A2 MName | Size | Type Modified

+-%e Co System (C7) =) 05122009, dtp B5354  winzip 05A12/2009 12:4..

= [ Data (D2 =) 05232008, dtp 126033 winzip 085/21/2008 5:55:...
+-3) Documents and Sett ||=) 07082009, dtp _180 winzip 07082009 10:0...

+13 Lap_Top_5Stuff
+-IC3) members pos

@] NDSP BACKUPS
+-1C3) Program Files
& E: CD Drive (E3)

][] [

(7) When the Confirm window appears — click "Yes".
(8) When restoration is complete — click "OK".
(9) Close the Backup/Restore utility window to return to the main menu.

Program is ready for normal use. All of the previous data has been restored. Be aware that all
users and passwords are now the same as those in effect at the time the backup was created.

g. NDSP Reports

(1) From the main screen, select "Reports™ at the top of the page.
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é Navy Drug Screening Program Q@@

File Personnel Testing Reports Utilities Help

Samples
Collected

) £
¢ <

°
Postive
Results

&

f]

Personnel
Roster

Pool
Maintenance

System
Ltilties

Random

Testing Samples Due

Other Testing

Current User = admin Current Pool = DUTY SECTION

(2) Select “Analysis”, which features several reports.

(3) From this screen we have several reports available to the UPC under “Command
Reports", some of the useful reports are:

(a) Cancelled Tests Report

(b) Due Back Report

(c) Selected

(d) Tested

(e) Selected, but Not Tested

(f) Positive Summary Report
Example: The "Selected but Not Tested" report is helpful in determining who was selected but
not tested during the fiscal year. Those members would be included in your end-of-fiscal year
sub-unit sweep. Although this report will not tell you who was not selected, it will tell you who
has been tested, providing the information in Samples Due and Samples Collected is accurate.
You would then have to compare this report to your roster to determine who on the roster is not
on the tested report. Click the "down arrow" next to the "Report Start Date" box to select the

starting and ending date of a report. If assistance with NDSP is needed, contact the NDSP Help
Line at (901) 874-4204 or by email at MILL_NDSP@NAVY.MIL.
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