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Contact & Resources 
 
Your dedicated Client Care team can be reached via email and phone.  
Email: dscreen.service@disa.com   
Phone: 877-827-4631 
 
DISA Resource Library: https://globalhr.helpscoutdocs.com/ 
 
 

Recommended Web Browsers 
• Google Chrome 

• Microsoft Edge 
 
 

DISA Screen Home Dashboard 
 

Dashboard Navigation 
1. Navigation pane allows users to quickly access various dashboards, invoicing, and reports. 
2. News carousel will pull the latest DISA news in conjunction with your latest notifications. 
3. Quick order links offer an easy way for you to place an order right from the home dashboard.  These are 

permission-based so you might not see all options. 
4. Search bar allows you to quickly look up a candidate’s report. 

 

 
 
 

Search Bar & Notifications 
1. Search Bar:  quickly look up a report based on candidate order ID, name, DOB, SSN, phone, or reference code 
2. Full screen mode 
3. Notifications of recent report activity and alerts from DISA 
4. Log out 
5. Password Reset 

 

1 
2 

3 

4 
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Accessing Multiple Accounts 
Users may access multiple independent accounts if configured within DISAScreen. If your user account has this set up, 

you will see an additional icon in the top navigation. 

 

 

  - The Switch Account Icon will allow you to see which account you are currently viewing and/or switch to another 

associated account tied to your user profile. When you click another account to view, the system will refresh and display 

data and reports respectively.  

 

  - Pin Account Icon will allow you to pin an account to be your default account used when you log in. The pin will 

turn green when a pinned account is activated.   

Widgets 
The widget system allows you to choose from predefined widgets that display analytics and data in an actionable way.  
You have configurability of your dashboard to choose which widgets you would like to see in addition to filter the data 
across all widgets.  Save your dashboard configurations for easy future access anytime you log in. 
 

1 2 3 4 5 
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Global Widget Filters can be applied based on Organization, Package, or Submission Date.  These filters will apply to 
every widget on your dashboard. 
 

 
 
 
 
You may also apply filters to an individual widget by clicking its filter button. 
 

 
 

To configure and save your widget layout, use this ribbon of buttons: 
1. The dropdown menu allows you to select which widgets appear on your dashboard. 
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2. The Enable Reordering Widgets button allows you to drag and drop them into your dashboard for a more 
customized layout. 

3. Click Save Page Configuration to keep this layout the next time you log in. 
 

 
 
 

Widget Descriptions 
1. Adjudicating Status:  breakdown of orders grouped by their adjudication status, only visible to users with 

adjudication permissions. 
2. Aging Adjudication Orders:  count of orders pending adjudication grouped by their age, only visible to users 

with adjudication permissions. 
3. Aging Open Orders:  count of orders grouped by their age 
4. Candidate Completion Breakdown:  candidate requests by the time it took to complete 
5. Candidate Completion Time:  average time for candidates to complete requests 
6. Compliance Funnel:  groups orders by their result status, only visible to users with adverse action permissions 
7. Open Searches:  open searches grouped by their product hierarchy 
8. Order Volume:  count of orders created over time 
9. Pending Candidate Initiation:  candidate invites pending initiation by their status 

 
 

Quick Links 
At the very bottom of your dashboard, you will find quick links to various modules based on your permissions.  You 

might not see all options in the below screenshot: 

 

 
 
 
 
 

1 2 3 
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Submitting Orders within DISA Screen 
 
Users may have a variety of ways to place orders, depending on user permissions.  Initiate an order using these options 
found in the navigation pane on the left, which are also found at the center of your home dashboard. 
 

 
 

1. Candidate Request 
Sends candidate email/text to complete the ‘Candidate Experience’ 
Disclosures & Consents are collected electronically 

 
2. Mini Order 

Occ Health & Driving History products only 
Minimal data is required (name, dob product info) 
 

3. Bulk Import 
Submit multiple candidate request orders at once by uploading a spreadsheet of candidate data 
This will send Candidate Request links to each candidate (is not compatible with Standard Order) 

 
4. Standard Order 

Candidate information is manually entered by the user 
User is required to collect required disclosure & consents 
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Submitting a Candidate Request 

From the home dashboard, click Candidate Request. 

This will take you to the Candidate Order screen, asking for a small amount of candidate information to send them a link. 

 

 

Candidate Request Details 

• Complete any required fields 

• Check the box at the bottom and click the blue ‘Submit Order’ button 
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Candidate Requests:  Frequently Asked Questions 

How to Resend Candidate Link & Update Email Address 

If CX invite needs to be resent or email was entered incorrectly, follow below steps. 

• Locate the candidate and click into the candidate profile. 

• On the right side of the candidate order, under ‘Actions’ and click ‘Resend Candidate Email’. 

• Update email if needed and/or click ‘Yes’ to resend 
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How to track individual candidate activity: 

DISA Screen will track actions taken by Client users, candidates and DISA researchers.  

• Locate the candidate’s pending order, click their name to navigate to their order profile. 

• Once inside the candidate’s profile, click on ‘Activities,’ Here you will find actions taken on the order. 

 
 
The activities log will list the date and time the original email and reminder email were sent to the candidate. If the 
candidate has logged in, this will also be notated as in the above screen example. 
 

How long does the candidate have before the link expires? 

• Link expires on day 7 (this can be changed by DISA Support if needed) 
 

Will the candidate receive a reminder email if they do not complete the link? 

• Yes, a reminder email is sent on day 3 (this can be changed by DISA Support if needed) 
 

How do I know once the applicant completes the request? 

• You will receive an email alert (this can be changed by DISA Support if needed) 
 
 

Candidate Request – Required Review 
 
Although this is not the default process, you have the option of reviewing your candidates’ information after they 
complete the Candidate Request link and before DISA begins processing the searches. 
 

• Once the candidate has completed the CX request, the ordering user will receive an email notification. 

• The user should then log into DISA Screen and navigate to the candidate’s profile via: 
o Search bar at the top of your home dashboard 
o View All Orders dashboard. 

Tip: on the View All Orders dashboard, orders that require your review will have an order status of ‘Pending 
Client.’  Filter your results by this status to quickly see which candidates need review prior to processing. 
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• Click on the candidate’s order ID to go the Order Review screen (final step before an order is submitted to DISA). 

• Review order details prior to certifying and submitting to DISA. 
o If alias name(s) need to be removed, click the ‘x’ next to the AKA package name 

 

 
 

▪ If the Candidate’s order requires edits, scroll to the bottom of the page and click “Edit Order” 

 

 

▪ Navigate through the order using the white “ Back” and blue buttons to make edits 



Page 14         DISA Screen User Guide          

 

 

 

o If everything listed on the order is approved or after you complete any edits 
▪ Click “I agree to the certification above” and click ‘Submit Order’ 
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Submitting a Mini Order  
 
A Mini Order is used only for MVR – Driving History reports or Occupational Health products. 
 
From the home dashboard, click ‘Mini Order.’ 
  

 
 

  

Mini Order Details   
Required fields will display, depending on product selected. 

  
Review and Submit: 
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Submitting a Standard Order 
 
From the home dashboard, click ‘Standard Order.’ 
 

 
 
 

Standard Order Details [Tab 1] 
 

 
 

• Required fields identified by the red asterisk * 

• Clicking ‘Continue’ will bring you to tab 2, Candidate Information 
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Candidate Information [Tab 2]  

 

• Complete required fields and click on “Continue” to navigate to tab 3, Search Details 

 

Search Details [Tab 3] 
Look through the selected product summaries here. Some searches may require additional information. For Example, 
MVRs require the driver license number.  

 
 
 

Order Review Page  
This will be the final step before an order is submitted to DISA researchers.  

• Review the order on the Order Review Page 



Page 18         DISA Screen User Guide          

 

  
 

• Add notes and documents to the order by clicking on Notes and Documents 

 

 
 

• Edit Order 
o To go back and edit the order for any reason, you can click on the white “Edit Order” button 

• Certification of FCRA requirements should be read and confirmed by clicking the checkbox 
o Once you agree to the terms, the “Submit Order” button will darken and allow you to click  
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Order Submitted Page 

• Once you have completed the order you can: 
o Click on the order number to see the order you just placed 
o Click “Create Another” to start a new order 
o Click “Done” to go back to your dashboard 
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Submitting an A La Carte Order 
 

Searches can be ordered a la carte via the same Standard Order process above. 

• Select Standard Order from your dashboard 

• Select your branch first, then in the Package list select ‘No Package’ 

• Click ‘Additional Products’  

 

 

• Find the product you want to add and click “Add” next to it 

• When you have all the products you want, select “Update Products” 

 

 

• Complete order like normal from there, putting in the candidate information, etc. 
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Viewing Your Orders 
 
To view your orders, click Orders in the navigation pane to expand the ordering options and click View All Orders. 
 

 
 
 

Orders: Filters & Configurations 
1. The order list has default filtering capability, similar to your home dashboard widgets.  You might see less filters 

depending on your access permissions. 
2. Additional filters, found in a collapsible panel, give you even more control over your data 
3. Different filter configurations can be saved and reloaded upon future visits. 
4. A blue notification bar will alert you when any filters are in use. 

 

 

 

1 

2 

3 

4 



Page 22         DISA Screen User Guide          

 

Orders: Summary and Order Age 
Directly below your filters, you will see the total number of orders currently visible based on the applied filters, the 
percentage of the total number of orders on your account, as well as the age. 
 

 
 
 

Orders: Search, Sorting, & Column Options 
1. This dropdown gives you the ability to choose which columns you would like to see 
2. Search by Order ID or candidate name 
3. Click a column header to filter to sort in descending order.  Click it again to sort in ascending order. 

 

 
 
 
  

1 

3 

2 
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Orders: Exporting 
1. This button allows you to export the order list to excel. 
2. You can choose which columns of data to include in your export or select all. 
3. Choose the number of rows to export or select all. 

 
 

 
 
 
 

 
 
 
 

 
 

1 

2 
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Managing Your Results 
 

Candidate Profile & Results 
Locating a candidate profile can be done multiple ways: 

• View All Orders dashboard 

• Search bar at the top of your main dashboard 
 

 
 
 
From the View All Orders dashboard, click the search ID to open the candidate profile. 
 

 
 
 
Each profile will provide a summary of the candidate’s information at the top, available actions, tabs containing certain 
details, and a link to the final background results. 

1. Candidate Information 
2. Actions (these will change depending on the candidate’s status) 
3. Details Tab 
4. Activities Tab 
5. Documents Tab 
6. Cost Tab 
7. Link to Final Results 
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Candidate Profile:  Details Tab 
This tab provides a summary of which searchers and areas were run on the candidate and the date they were 
completed.  To view the full results, click the blue View Background Screen Report button. 
 
*Note, you may see multiple buttons for different types of products such as background screen, occ health (drug 
testing), or credit reports. 
 

 
 
 
 
  

1 

2 

3

  

4
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Candidate Profile:  Activities Tab 
The activities tab will track actions taken by both Client users, candidates and DISA researchers.  Date and time are both 
stamped for each researcher update, including ETAs and attempts made, as well as any client-placed notes.  
 

  
 
 

Candidate Profile:  Documents Tab 
The documents tab provides a link to all disclosure/release forms signed by the candidate as well as any documents that 
have been uploaded by you and DISA Researchers.  E-Passports for drug test registration will also be available here. 
 

 

 
To upload a document, click on the Document Type drop-down menu and choose the name of the document. If it 
doesn’t appear on the list, you can type in the name of the document. 
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Next, choose the file and find the document on your computer. 

 

 
Click on the “Add Document” button & the document will appear on the left attached to the order 

 

• The system will post the time of the upload, the document type (the name you gave/selected), the file name 
(and link), and who uploaded the document 

• If you made a mistake on the upload, the red trash icon will remove the document from the order 
 
 

Candidate Profile:  Downloading Documents 
Based on user access, documents are available to view or download via the Documents tab on the candidate profile. 

• Locate the candidate order 

• Click on ‘Documents’ tab then onto the document you want to view 
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Candidate Profile:  Cost Tab 
If a user has permission to see cost, they may use the Cost tab to view a breakdown of the total order cost.  This includes 
the base package price, any a la carte products that may have been added to the order, and any state/county fees listed 
as a “product instance fee.” 
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Adding Searches to an Existing Order 
 
Adding searches to an existing order should only be done in the event you forgot to add a product to the original order, 
such as an education verification to a standard package.  
 
You will need to run a new / complete background check on someone who previously applied and is applying again. 
 
To add searches to the existing order, follow these steps below 

• Locate the candidate and open their profile 

• On the right of the order header, there will be a link for ‘New Order for Candidate’ for packages, or ‘Add Search’ 
for a la carte items 

 

Add Search:  Add Products to an Existing Order 
Adding searches to a report within DISA Screen can be done while an order is in progress or completed. If the order is in 
progress, searches can be added any time. If an order is complete, the user will only have 7 business days from the date 

the order is completed, to add searches. 

• Click the “Add Search” link on the Order Level 

 
 
Click “Select Products” 

  

• In the window that opens, select all products that you need to add 

• Click “Add Products” 
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• Fill in any required fields  

o Example: For MVR, enter in the driver’s license information 

• Click ‘Add Searches’ 
o After you click add searches, any selected products will populate to the order 

 
 

Add Search:  Create a Whole New Order for a Candidate 
This will create a completely new order for this individual - You MUST be positive this is the same person before using 
this process. 
 
A ‘Standard Order’ will be initiated using this function. Ensure the Consent forms were captured during that initial 
Candidate order or have them uploaded in the new order. 
 

• Click the ‘New Order for Candidate’ link on the Order Level  

 
• Candidate information from original order will auto-populate and create a new order  

• Follow the Standard Ordering process from there 
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System/Order/DISA Notifications 
 
Where will I see DISA notifications like court closures or when an order is complete? 
 
The bell on the right side of your top blue menu bar will indicate system and order-related items.  

• When you click on the bell, a short list will open with a summary of what notifications have been received 

 

• You can click on the “View all notifications” at the bottom which will take you to the Notifications inbox screen.  
As with standard email inboxes, you will have the ability to delete old notifications. 

 
 
If setup with email notifications, you will also receive emails for the following alerts: 

Types of Notifications  Details of Notification 

Completed Orders Email notification when an order is completed 

Order needs information to proceed User will receive an email that a specific order needs to 
information  

• Example: Release is needed, Fee approval, etc.  

Candidate Order - link Expired User will receive an email that a link is going to expire for a 
candidate.  

• User can initiate a new order for the candidate. 

Candidate Order completed - ready 
for review 

If your company is setup to review candidate links, user will 
receive an email that the order has been completed by the 
candidate. The order requires you to review the order before 
submitting to DISA for processing. 

 

  



Page 32         DISA Screen User Guide          

 

Request Status Update 
 
How do I request a status update on an order that is in progress? 
 

Status requests can be done on orders that are in progress when a user is looking for an update on an order or specific 

product.  This type of communication goes directly to the researchers working on the products requested. DISA’s team 

will respond with proper updates once they review the request.  

 
• Click on ‘Request Status Update’ 

o Pop up appears to select what you want to request a status update on 

• If you want to have an update on the Entire order, leave the Applies To field as ‘Entire order’  
o NOTE: Using Entire Order will generate an email to the DISA Support team who will review the overall 

order and respond to your inquiry via email. 

• Type in the Additional Information box your message to DISA and click ‘Send message’ 

                                         
• If you want a status update on 1 or more searches, click on the applies to drop down and select ‘Specific 

Searches’ 
o NOTE: Using Specific Searches will add an activity to the order and alert the researcher working on that 

search. The researcher will review and respond to your inquiry via the Activities tab on your order. 



Page 33         DISA Screen User Guide          

 

 
o Select the search you want to request a status update 

o To select multiples, after selecting the first one, hold down the Ctrl button on your keyboard and click 

the other searches you wish to request a status update on 

 
• Type in the Additional Information box your message to DISA and click ‘Send message’ 
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Responding to DISA via secure email 
 

You will occasionally receive an email that requests assistance from your office for the researcher to complete a report. 
This could be the candidate’s hand-signed release, their education documents, international identification, etc.  

In this example, the researcher is requesting a copy of the driver’s license: 
 

 

To reply: 

• Click on the link 

• The secure link will provide you information about the order, and give you a place to add a comment and the 
document requested 

 

• Type your response and upload the file requested and click “Add Reply” 

• You will receive a confirmation that it was sent to the researcher 
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In this next example, the researcher is requesting the candidate’s middle name 

 

To reply: 

• Click the link 

• The secure link will provide you information about the order and give you a place to add a comment 

 

• Type your response, and click “Add Reply” 

• You will receive a confirmation that it was sent to the researcher 

 

If you do not want to pass the information on through the secure email, you may also log into DISA Screen and respond 
on the Order level in the candidate profile. 
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Adding Notes in DISA Screen 
 
Notes can be added by any user who has access to the order. These notes will be visible to Client users and DISA users 
but are typically used when you want to simply add a comment to an order. 

NOTE: Placing a note in this manner will not alert your DISA Screen Support or Researchers. To do so, please see the Request 
Status Update section. 

• Select the candidate order in which you want to add a note.  

• Click on the “Activities” tab 

 

• Click into the field labeled “Comment” 

• Once you have your entire comment typed out, click the button “Add Activity” 
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Viewing Completed Results 
 

Viewing Report 
Locate the order you wish to review and navigate to the candidate profile. 

• You will land on the details view of the candidate profile. This view will provide a quick glance of results. 

• To view specific details, click into the final report you would like to view (background, occ health, etc.) 

 
 
 

Identifying and Viewing Discrepancies 
Discrepancies in the final report indicate adverse information that might disqualify the candidate from your hiring 
criteria, depending on your company’s standards.  These call for careful consideration before moving forward with the 
candidate and are identified in several locations: 

1. On your View All Orders dashboard, under the Order Result column.  A ‘Review’ status indicates a discrepancy. 
2. On the candidate profile under the Details tab.  A small, orange ‘eye’ would indicate a discrepancy. 
3. Within the final report by the orange ‘eye’ icon.  You can click on the icon and the system will take you to the 

search details, outlining the discrepancies found. 
 

 

1 
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Print & Download PDF Results 
While viewing the final results, you can view a PDF copy or print the results by using these buttons at the top of the 
screen.  The ‘Order Profile’ button will take you back to the candidate profile. 
 

 
 
  

2 

3 
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Adverse Action 
 

What if I have decided not to hire a candidate? 

Under FCRA regulations, if an adverse hiring decision is made based on part or in whole due to information provided to 
you by DISA you must provide candidate with the opportunity to respond by initiating an Adverse Action Letter.    

Adverse Action functionality will only appear to users with proper permissions in DISA Screen. 

Where to initiate Adverse 
To initiate an Adverse Action; User must have proper access rights.  Adverse Action will only appear when the order is 
fully complete and by clicking into the final background report.  

 

 

Adverse Flows 
Clients are responsible for initiating both pre-adverse and final adverse action letters via DISA Screen’s Compliance 
Dashboard. 
 

Adverse Flow 
Once adverse is selected candidate address and email will appear for confirmation/editing if needed. Click ‘Initiate’ 
when ready. 

 

Confirming Charges 
For jurisdictions that do require the reason that adverse is being initiated; the user initiating adverse will be prompted to 
select the reason, prior to being able to ‘initiate’ adverse. 
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Identifying Orders in Adverse 
Users with access to the Compliance Funnel widget and the Adverse Dashboard will have the ability to view, manage and 
cancel adverse.  You will also know if the order is in adverse from the candidate profile. 
 

Compliance Funnel Widget 
You may use this widget on your home dashboard to monitor how many candidates are in the adverse process.  Click on 
the two different ‘Adverse’ or ‘Completed’ sections to open the list of those candidates. 
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Adverse Dashboard 
The Adverse Dashboard can be accessed from the very bottom of the home dashboard or from the Compliance section 
in the left-hand navigation pane. 
 

 
 

 
 
 
This dashboard will house all orders with in-process or recently completed adverse action. Users are required to monitor 
this dashboard and initiate the final adverse letter via DISA Screen when ready. 
 
Only users with access to the Adverse Dashboard will have the ability to view and manage adverse orders. 
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Sending Final Adverse 

The client user will initiate the final adverse letter to the candidate when ready, based on FCRA, jurisdictional timing, or 

company guidelines. 

DISA Screen will display the number of days that have passed since the pre-adverse action letter was sent. The waiting 

period column on the dashboard contains this information. 

 

*The button to send the final adverse email to the candidate will not appear until 7 days have passed after sending 

the initial pre-adverse notice. 

 
 

 

Sending Final Adverse: When ready to send the Final Adverse letter, the user will click ‘Send Adverse Email’ 

 

 
 

 

Cancel Adverse  

Should the user obtain additional detail from the candidate and determine that they would like to cancel adverse, the 
user will click on ‘Cancel’ to the right of the candidate’s name to stop the final adverse from sending.  
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Once the user clicks ‘Cancel’ the below item will appear, requiring the user to provide a reason to cancel & ability to 
cancel.  
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Archiving & Downloading Reports 
 
 

Archiving Reports 
To archive a single report or multiple reports from the View All Orders dashboard, check the box to the left of the 
candidate’s information.  Then use the Actions dropdown to select Archive. 
 
*Note:  only completed reports can be archived.  You cannot archive pending reports. 
 

 
 
 

Locating Archived Reports 
To find an archived report, use the search bar at the top of your dashboard. 
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Downloading Reports 
To download copies of multiple completed reports, from the View All Orders dashboard check the box to the left of the 
candidate’s information.  Then use the Actions dropdown to select Download. 
 
*Note:  only completed reports can be downloaded.  You cannot download pending reports. 
 

 
 
 
You will see a pop-up alert and receive an email shortly containing the selected reports 
 

 
 
 
You can also download a report while viewing the completed results.  At the top of the screen, use either of these two 
buttons to view/download a PDF copy of the report. 
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Ordering Occupational Health, Drug Screens, & ‘Alere’ Products 
 

Registering donors  
There are two ways to register a donor for occ health products in DISA Screen: 

1. Candidate/Donor will register themselves 
2. Ordering user will register the donor within the DISA Screen platform 

 

Registration Method:  Donor Self-Registers 
All Proactive (Pre-Employment) tests should go through the donor self-registration process (candidate self-registers).   

• Anytime users order for the candidate self-registration process to occur, the user must select the products that 
state “Candidate”  

• Example:  10 Panel (Urine) – Alere Candidate 
 

Registration Method:  Client Registers on Donor’s Behalf 
Users can register a donor and provide registration to them directly. 

• Anytime users order a for cause occ health product the user must select the products that state “Client”  

• Example:  10 Panel (Urine) – Alere Client   
 
 
 

Clinic Selection and Account Setup 
 

Lab Selection & Settings 
• Clinic locations will populate based on configurations below, which can be updated by DISA Support if needed 

o Radius: 25 miles 
o Donor Registration Expiration: 3 days 
o Donor Collection Expiration: 3 days 

  
 

Donor Registrations  
Donor registrations can be done via candidate and standard order. 

• Candidate Request:  Only utilizes packages, not a la carte ordering.  Select a package that includes occ health / 
drug screening products and the candidate will register at a lab of their choice. 

• Standard Order:  Can utilize packages or a la carte ordering. 
o Registering on candidate’s behalf: choose a ‘Client’ product 
o Candidate registers at a clinic of their choice: choose a ‘Candidate’ product. 
 

 
 
*Note: when ordering a ordering a drug screen within a package via Candidate Request, the donor will always self-
register regardless of which product (Client vs Candidate registration) is included.  The only way for a user to register 
on the candidate’s behalf is to use the ‘Standard Order’ method and select a ‘Client’ product. 
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Candidate Request  – Pre-Employment Drug Screen 
 
The candidate will go through the candidate experience to sign disclosure forms and provide background information.  
Once that is complete, the below will occur: 
 
Donor Registration Email: Donor will receive the below email.  The branding and verbiage of this email can be 
customized by DISA if needed. 
 

  
  
Location Finder: Once link is clicked, the below window will appear, requesting donors zip code  
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Location: Donor will select the nearest convenient location. 
 

   
  
Confirmation: Donor will receive confirmation email once location is selected.  
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Email with Passport: Candidate will receive a second email containing a link to the e-Passport (candidate registration) 
  

   
 
Passport: Once the candidate clicks the link, their passport will populate for the candidate to take to the collection site. 
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Client Registration – Cause / Reasonable Suspicion 
When a user needs to send a donor for a drug screen immediately, follow the steps below: 
 
Select Standard Order or Mini Order from your dashboard: 
 

 
 
 
Select a branch, select ‘No Package’ from the package list, and then use ‘Additional Products to select which test to 
order. 
 

 
 
 
  
Finding a location: Once the products are selected, the user will need to select the reason for the test and enter the zip 
code where the collection should take place. Click ‘select’ next to the desired location and complete the order. 
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Email with Passport: Once the order is submitted, the user will receive an email with the registration passport link 
contained in the body of the email.  

  
Donor Passport: Once the link is clicked, the donor’s passport will appear for the user to print and send the donor with. 
 
 
 

Occ Health FAQ 
 

What happens when an Occ Health registration expires?  
When a registration/collection timeframe expires, the requesting user will receive an email notification. Clicking the link 
in the email will re-order the drug screen and kick off a new email to the candidate giving them a fresh expiration time 
frame to register and go to the lab. 
  

What to do  

• If a user wishes to allow candidate more time to complete their occupational health requirements:  
o Click link in Expiration email  
o This will bring you to the Add Search onto the candidate order  
o Select Products – Click the OccHealth product(s) needed  
o Add Searches – the candidate will get a new Donor Registration email  

 
Sample Expiration email:  

  
 
 

What if there are no electronic locations?  
If there are no electronic registration locations near your donor, the system will automatically locate an out-of-network 
location to send the donor to. However, if you are sending a donor to an out-of-network location you will need to 
provide the donor with a paper chain of custody form to the collection site.   
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What to do  

• Place the order as directed above (use the method appropriate to the situation)  
o Remember:  

▪ If you select ‘donor registration’ → your donor will receive the email to register for the services 
▪ If you select ‘client registration’ → you will receive the passport once the donor is registered for 

their services 
o Provide the donor with a paper COC form, passport and send them for their collection 

▪ If you placed a ‘donor registration’ order, then you will need to direct the donor to their email to 
obtain the passport 

• Donor will need to take the paper COC and Passport to the out-of-network site 
▪ If you placed a ‘client registration’ order you will need to click on the link in the registration 

email to obtain the passport 
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Invoicing & Finance 
 
Invoices are emailed to your account’s billing contact on the 1st of each month.  Payment instructions and options are 
included in the email. 
 
Billing information is available online based on user permissions.  Users with these permissions can access the Finance 
dashboard, which can be found in these two places on the home dashboard: 
 

    
 
 

Finance Dashboard 
 
The Finance dashboard shows unpaid invoices at the top and previously paid invoices below 
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Invoice Details 
 
Click the invoice number to open the summary details. 
 

 
 

• View PDF:  generates a PDF copy of the invoice 

• Print Invoice:  prints a copy of the invoice  

• Download Excel:  generates an excel sheet of the invoice 
o This is the most detailed version and allows the ability to sort your candidates/locations 

• Candidate Summary:  opens a table of cost per candidate 

• View Details:  opens the full invoice details online 
 
 
If your account utilizes locations for billing purposes (“organizations”), the number of candidates and cost allocated to 
each location will be shown on the Finance dashboard as well as the PDF/Excel versions of the invoice. 
 

 
 
 
 


