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Step 1
On the menu on the left side... go to 'Scheduling'... go to 'Schedule An Event'



Step 2 You will now be on the DONOR INFO page.



Select the REASON FOR TEST.
Choose TYPE OF TEST (DOT for all truck drivers).
Check off which test you want (Drug, Alcohol, or both).
Select Regulation for DOT/FEDERAL TESTS (by default it is already selected as FMCSA).

1.
2.
3.
4.

*You have the option to schedule a medical card as well. Otherwise leave this blank.*



Scroll down to the bottom and add the donor's/driver's information.

When entering the DONOR ID, select 'Drivers License' from the drop down menu (Choose this if you
have a CDL as well).

 
Also add the license state abbreviation in front of the license number. (I used Illinois as an example

above)



Click on 'Next: Select a Clinic" at the bottom.

You can enter a more exact address, or just search by zip code.

Click 'Search"
Now you will see a list of all the clinics in the network within the search radius/distance. (The

furthest you can search by is 60 miles).

Step 3



This is an example of what you would see...

If you click on the drop down menu for a clinic you can see the hours that they
are open.



If you are ready to choose a clinic, click on the clinic name.Step 4
Here you can set how long the epassport (schedule) will be good for.

You can select this option as
well, that way if  the donor

happens to go after his
epassport expires he will still be

able to take the test.

The rest of the fields you can leave as it it.

Click on 'Confirm Scheduled Event' at the top.



Step 5
On this page you can send the epassport to the donor's email and phone number. (You can

also print the epassport out to give to the donor)/

Type email or emails. When
adding more emails,

separate each one with a ;

Check the box and enter the donors phone number.
 

Click 'Send' and the donor will receive the epassport.


