Employer Solutions Portal

Quick-reference guide for online drug test ordering
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Follow the steps in this guide to generate electronic orders for both federal and non-regulated drug testing. Easily create your electronic
custody and control form (eCCF), select a collection site, and send a donor authorization form—all within the Employer Solutions Portal (ESP).

Step One

Log into the Employer Solutions Portal at ESP.EmployerSolutions.com using the
username and password provided to you.

Note: For best performance use the Google Chrome® browser.

]

Username

Password

Note: Creating an order template can reduce the number of steps required to
place an order from ten to as few as four. Please contact our ESP Product Support
Team at ESP@QuestDiagnostics.com to assist you in creating Order Templates
and Quick Order Templates.

Primary Phone*

Secondary Phone

Step Two USERS (9)
The dashboard can be customized to provide you with a variety of information. ik
To place a new order, select Orders in the left navigation menu. ORDERS
RESULTS
Step Three ‘
Primary ID* ‘ ‘
Enter all required information indicated by a red asterisk (*). The Primary ID is First Name* ‘ ‘
typically the donor’s social security number or other identifying data which is
unique to the donor. No special characters are allowed in this field. Middle Name | |
Last Name* ‘ ‘
|
|

Date of Birth

S ::

Gender oMale oFemale

Step Four

Choose an Account from the list of accounts by selecting the checkbox next to the ‘
account. Regulated testing accounts are denoted in red, non-regulated drug testing
accounts are in black.

Enter a specific account:*

Selected A oo

Name: ESP XML MRO TESTING SAP
Number: 70070001

Address: 10101 RENNER BLVD
LENEXA, KS 66219

OR
Select from available accounts:*

O Display All O Display Regulated O Display Non-Regulated

If you have permission to access numerous accounts, you can enter a specific a
account rather than scrolling through the list. <Back

[0 ESP XML MRO TESTING DOT - 70070002

[0 ESPXML MRO TESTING DOT - 70070002

Urine (non-Reg)

Step Five O 35105N - SAP5-50

Select the Order Code associated with the account you have chosen for testing and W/NIT

Verify the Collection Type. Collection Type* ~ OSingle O Split
O Observed

Reason for Test

Step Six

Select the Reason for Test from the drop-down menu.

Test Reason* PRE-EMPLOYMENT

Select One

PRE-EMPLOYMENT

RANDOM

REASONABLE SUSPICION/CAUSE
POST ACCIDENT

PROMOTION

RETURN TO DUTY

FOLLOW UPTEST

OTHER




Step Seven optional

Type a Site Code or use the Search link to find a collection site. Enter your
location search details and click Search to see collection sites matching
your criteria.

To choose a collection location click the Select Site link. If the collection site
selected is a Quest Diagnostics Patient Service Center, you may elect to schedule a
specific appointment date and time.

You are not required to select a collection site.

Step Eight

Select the Order Expiration Date and Time. This information will default to the
settings determined by your organization, but you can change it. If you have
selected a collection site, the Time Zone will default to the collection site’s
time zone.

Step Nine

Select the Submit button to create your order and view the Authorization Form.
If you select Cancel, your progress will be canceled and you will be taken back
to the home screen.

Step Ten

Use the buttons at the top of the page to Save, Edit, or Print the Authorization Form.
Select Email to electronically send the form to the donor.

Use the Create Another Order link and follow these steps to create additional orders.

Location Search

Address ‘

City ‘

State/Region ‘

Postal Code*

Radius ‘

Search

O Electronic Collection Sites Only

search > search results near 66219

/

9 Quest Diagnostics - Quivira - ISX - $ PSC
® 10550 Quivira Rd

sto 200

Overland Park, KS 66215

913-850-0258

Hours of Operation: M-F 7:30 a.m. - 5:00 p.m; Drug Screen

WI-F8:30 2.m. - 4:30 p.m.

Drug Testing Hours: M-F 8:30 a.m. - 4:30 p.m.

3.42 miles | View Details | Get Directions | Select Site

@ Quest Diagnostics - Georgetown - MER - $PSC
@ 9361 W 75th St
Bldgs

Overland Park, KS 66204
913-236-6303

Hours of Operation: M-F 7:30 a.m. - 6:00 p.m., Sa 7:00 a.m. - 12:00 p.m;
Drug Screen: M-F 8:30 a.m. - 5:30 p.m; Sa 8:00 a.m. - 11:30 am.

Drug Testing Hours: M-F 8:30 a.m. - 5:30 p.m; Sa 8:00 a.m. - 11:30 a.m.
5:02 miles | View Details | Get Directions | Select Site
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Note: (@ Site accepts electronic drug test orders. Note: () Site acospts electronic breath alcohol test ordsrs.

Timing Information

S

Order Expiration Time (24hr)* l:|

250 characters remaining (250 maximum)

Submit Cancel

Save Edit Print Email

Authorization 1D: 29890526

Expires On: 10/30/2018 9:00 AM Central

Company

ESP Demo Organization
10101 Renner Blvd.
Lenexa, KS 66219
410-255-4246

Create Anote

Services

Donor Name
Donor ID

Test Reason

Test Type(s)
Collection Service(s)
Order Date

Ordered By

Quest
Diagnostics™

e

—

Sample Donor
XX00K6789

PRE-EMPLOYMENT

35105 - SAP 5-50 W/NIT (Urine)
single

10/26/2018 9:03 AM

Demo User 555-555-5555

Several features are available to you that can reduce the number of steps required to place an order from ten to as few as four.
Please contact our ESP Product Support Team at ESP@QuestDiagnostics.com to assist you in creating Order Templates and

Quick Order Templates.

ESPresource.com | 1.855.748.7850
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