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To conduct any type 
of testing click 

Conduct Testing



Choose correct pool 
for testing by 

highlighting the pool



Choose correct 
testing premise 
(example of IR)



Choose correct 
collection date



Choose correct 
collection date



Choose correct 
Randomization 

Method



Choose correct 
testing percentage 

or number



If you have conducted a random test for the 
day this will be highlighted in red.



If you have all the 
correct information 

click finish



The computer will prompt you again to 
ensure you are ready to test (One 

random test per day) if sure click yes



You are now at the print 
Products screen



You may again ensure you have the 
correct collection date, you may 

change it at this time by clicking on 
the calendar



Choose correct 
collection date



If someone is unavailable for testing 
you may give the member a due back 

date, by double clicking on the 
calendar



Choose a date of the 
members return for 

future testing



You must add a comment as 
to why someone was made 

unavailable for testing



Select Personnel to be tested 
and click the print button



Print form and 
close out



Select Unit Ledger, click 
the print button



Print form and 
close out



Select DD Form 2624, 
click the print button



Print form and 
close out



Select DD Form 2624 (back side) 
click the print button



You may edit the backside of 
the DD Form 2624



You may add the UPL name and name 
of person signing for the specimens, not 

recommended for the Army



Demonstrates the backside of the DD Form 
2624, the initial date is already filled in



When complete click 
OK



Click preview to 
view the backside of 
the DD Form 2642



NOTE: Turn DD 
Form 2624 over to 

print backside



Once printed, close 
out form



When finished click the close 
button



Select Bottle labels 
click the print button



Choose label 
position



Click OK



Print labels and 
close out



When complete, exit by 
clicking the door.



To conduct any type 
of testing click 

Conduct Testing



Choose correct pool 
for testing by 

highlighting the pool



Choose correct 
testing premise 
(example of IU)



Choose correct collection date by 
clicking the down arrow



Choose correct 
collection date



If you have all the 
correct information 

click finish



The computer will prompt you again to 
ensure you are ready to test if sure 

click yes



You are now at the print 
Products screen



You may again ensure you have the 
correct collection date, you may 

change it at this time by clicking on 
the calendar



Choose correct 
collection date



If someone is unavailable for testing 
you may give the member a due back 

date, by double clicking on the 
calendar



Choose a date of the 
members return for 

future testing



You must add a comment as 
to why someone was made 

unavailable for testing



Select Personnel to be tested 
and click the print button



Print form and 
close out



Select Unit Ledger, click 
the print button



Print form and 
close out



Select DD Form 2624, 
click the print button



Print form and 
close out



Select DD Form 2624 (back side) 
click the print button



You may edit the backside of 
the DD Form 2624



You may add the UPL name and name 
of person signing for the specimens, not 

recommended for the Army



Demonstrates the backside of the DD Form 
2624, the initial date is already filled in



When complete click 
OK



Click preview to 
view the backside of 
the DD Form 2642



NOTE: Turn DD 
Form 2624 over to 

print backside



Once printed, close 
out form



When finished click the close 
button



Select Bottle labels 
click the print button



Choose label 
position



Click OK



Print labels and 
close out



When complete, exit by 
clicking the door.



To conduct any type 
of testing click 

Conduct Testing



Choose correct pool 
for testing by 

highlighting the pool



Choose correct 
testing premise 

(example of RO)



Choose correct 
collection date



Choose correct 
collection date



If you have all the 
correct information 

click next



Locate soldier(s) to 
be tested



Selects member for 
testing

Selects the arrow 
button



Soldier is now 
selected for testing



Continue to all 
soldiers are selected

Click the finish 
button



The computer will prompt you again to 
ensure you are ready to test if sure 

click yes



You are now at the print 
Products screen



You may again ensure you have the 
correct collection date, you may 

change it at this time by clicking on 
the calendar



Choose correct 
collection date



If someone is unavailable for testing 
you may give the member a due back 

date, by double clicking on the 
calendar



Choose a date of the 
members return for 

future testing



You must add a comment as 
to why someone was made 

unavailable for testing



Select Personnel to be tested 
and click the print button



Print form and 
close out



Select Unit Ledger, click 
the print button



Print form and 
close out



Select DD Form 2624, 
click the print button



Print form and 
close out



Select DD Form 2624 (back side) 
click the print button



You may edit the backside of 
the DD Form 2624



You may add the UPL name and name 
of person signing for the specimens, not 

recommended for the Army



Demonstrates the backside of the DD Form 
2624, the initial date is already filled in



When complete click 
OK



Click preview to 
view the backside of 
the DD Form 2642



NOTE: Turn DD 
Form 2624 over to 

print backside



Once printed, close 
out form



When finished click the close 
button



Select Bottle labels 
click the print button



Choose label 
position



Click OK



Print labels and 
close out



When complete, exit by 
clicking the door.
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