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QUEST DIAGNOSTICS ELECTRONIC CCF TRAINING GUIDE

CREATING A USER ID AND PASSWORD:

Once your account has been established with HIRE-SAFE and you have received your
Quest Diagnostics Lab Account Number you will need to establish a User ID and
Password. Copy and paste the following link into your Web Browser. (This will only be
done once for the initial set up process).
https://www.formfoxorder.com/LoginPageStep2.aspx?signup=1al.

You will be taken to the “Form Fox Website”. Locate the Window “Sign Me Up” and
enter your Login Name, First and Last Name, and Email Address. Select a Security
Question and Answer, then click “Submit”. You can also Check the Availability of your
Login Name — If your Login name is not available suggestions will be made on the next
available closest name maitch.

(Example: Johnsmith vs. Johnsmith01)

Please enter the following information to set up your FormFoxOrder.com account

Z

Lizgin Mame

|
Firzt Name I
|

Lazt Mame

Email |

For Security purposes, please =elect and answerone of the following chalenge questions:

Question: |'|,‘-_-fhat is your mathers birth city 7 hd

ANSWer: I

By

Once you have completed the above Sign Up form you will receive an auto response
via email confirming your Login Name and a temporary password.


https://www.formfoxorder.com/LoginPageStep2.aspx?signup=1al
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REGISTER AN APPLICANT FOR ELECTRONIC CCES:

After you have received your Login Name and Password you will need to copy and
paste this link into your Internet Web Browser www.formfoxorder.com. Save this
Internet Address into your “favorites” as this is the link you will utilize going forward to
register a patient for Quest Diagnostics Electronic CCFs.

www.formfoxorder.com will bring you to the Web page shown below. Enter your User
Name (Login Name) and the temporary password you received via email and click on
the “Login” button.

User Name Password

Home | About | Information | Collection Sites | ContactUs

After logging in you should see the below screen:

SIMPLIFYING THE CULLECT!ON PRUCESS

melissaervin Last Login: 4/22/2009 5:34

EEETSE N \veicome back!

User: Melis
Last Login:

On the left hand side is your menu options. Click on the link titled “Change Password”
and you will be able to choose your own personal password.

“fou must reset your password.

Please enter your Current Password

Paaa'.'.'or:ll

Please enter your New Password
The password must be:
» 3 Characters Long
v Contain at least 1 letter and 1 number
v Cannot be the 2ame as your last pazzword
s Cannot be the same as your uzernams

Newr Pasa'.'.'or:ll

Confirm New Pasa'.'.'or:ll


https://www.formfoxorder.com/LoginPage.html
https://www.formfoxorder.com/LoginPage.html
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REGISTER A PATIENT (continued) - ORDER THE TEST:

NOTE: You will not be able to go any further with registering a patient without your
Quest Diagnostics Lab Account Number. If you are not sure of your Quest Diagnostics
Lab Account Number please contact HIRE-SAFE (888) 792-4473.

SIMPLIFYING THE COLLECTION.PROCESS

melissaervin Last Login: 4/22/2009 5.3

Welcome back!

User: Melissa Ervin
Last Login: 4/22/2009 5:34 PM

CLICK ON THIS LINK TO REGISTER A
DONOR FOR ELECTRONIC CCF.

Select “Order Test” from the Ordering menu on the left hand side of the screen.

Click on the Quest Diagnostics link and enter your Quest Diagnostics Lab Account
Number.

If you are not sure of your Quest Diagnostics Lab Account Number please contact
HIRE-SAFE (888) 792-4473.

Locate Donor Test
Please click on the Laboratory from the Custody and Control Form (CCF):

LRITTE
@ |'Ti'.|;.‘l|'u|'\li-: ¥

Quest Diagnostics

Locate Laboratory Account
hITE
@ hi;l:l-"unli-:-:
Enter Account Number || B search

After you enter your account number click “Search”
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ENTER QUEST DIAGNOSTICS LAB ACCOUNT NUMBER:

Note: The account number utilized below is a HIRE-SAFE house account number and is
being utilized only as an example.

Locate Laboratory Account

sy
:&. Iri LTSRS

Enter Account Mumber |EDD9492? | \f

You have selected Laboratory Account:

All

PO BOX 458
NEWW PORT RICHEY, FL, 34656
(800)273-7638

To create an order for this Account, click the Create Crder button.

Z

Your company information should appear in the box shown above.
If this information is correct click the “Create Order” button.

If this information is incorrect re-enter your Account Number in the appropriate field and
click “Search” again.

It is important to verify that your company information appears in the white box shown
above. Double check to make sure the company name and address belongs to you. If
you enter an incorrect account number it will delay receipt of your results.
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COMPLETE THE DONOR INFORMATION ORDER FORM:

Enter all the donor information in the screen shown below. If multiple drug panels show
in the “Drug Tests to be performed” window you will need to select the test you would
like to order (5 panel, 9 panel, etc). Click on the panel you would like to select and it will
appear as highlighted.

*Make sure once you select your panel you click on the “Submit” button.

Employer MRO

Al BENJAMIN GERSON, M.0O.
PO BOX 458 UNNERSITY SERVICES
NEW PORT RICHEY', FL 34656 10551 DECATUR RD STE 200
Phone#: (600)273-7638 Faxs: (V27 807-2150 PHILADELPHIA, PA 19154

Phone#: (800)624-3784 Fax#. (215)637-6998

Fields marked with an asterizsk ® are required fislds.
- 3 * Date of H I_ : . i
Donor |SSH jl DDA YY) "l_ .'| i
* Donor First Name | Donor Middle Initial I * Donor Last Name
* Donor Evening * Donor Daytime
Phone Mo, Phone Na.
(10 digits or 'np' onhy} {10 digitz or "np" only}
* Reason For Test: | j

* Reguested Specimen Collection: Split « Single [T observed

* Drug Tests to be performed:
You may select from the list and/or enter the test to be performed.

(To =elect muttiple tems for "Drug Test to be SAP 5-50 W/NIT (35105N)

performed” hold the ctrl key down while =electing Z (270, %
iy SAP 9-50 PLUS (37042N)

Or Enter Test Here | ‘, LS

Find a Collection S'rte:lAIabama j ¢ Find

Find a Collection Site: [ Flarida Py

Quest Diagnostice Bonita Springs - DUQ
$550 Bonita Beach Rd

Unit 107
Bonita Springs,FL 34135
Phone: (225)444-1818Fax: (238)444-18158

QOrder Expiration Date: . . o = Override wed? (o
(MIADDAYYY) I_ / I_ | I £t Override alowed? % ves {7 No
Preferred Scheduled Date and Time: , . - : :
/ / H: = e
(MWDDAYYYY HH:MH Mitary) [0 @[] ime Zone [Pacific Time 7]

Qrder Comments:

Confirm akove information and press Next button
HEX
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FINDING A QUEST COLLECTION FACILITY IN YOUR AREA:

On the screen above (also shown below) you can find a Quest Patient Service Center in
your area. Select the state where your patient is located and click the “Find” button.

Find a Collection Site:

You will be brought to the “Vendor Search” page shown below. Click on the “Q” which
will bring up Quest Patient Service Centers in your area. Scroll down for a full list of
clinics, look for your city or zip code. Click on the link for the Quest collection facility you
will like to use and it will bring up the Quest site information (including address and
contact phone number).

ML i U | LATE. |1 U e Pneeue e ey -

3 https:/ fwww.formfoxorder.com/Popups /Vendorsearch.aspx?criteria= - |EI|1|
-
I
firg E
.t:| Vendor Name Address1 Address2 Phone City State | Zip
) : : : 5550 Bonita Beach ; Bonita -
{ Quest Dignostics Bonita Springs - DUG Rd Unit 107 2394441916 Srrins FL 34135
F 701 M ee
] ¥ Quest Disonosties Bragenton - 5T o1 ;Lﬁ”ﬂ,t. " Ste 102 9417282382 |Bradenton |FL  |24208
AVENUE YWER
ed
f Cuest Diagnostics Brooksvile - SRH 7007 Nightwalker Rd 3525971082 Brooksville |FL 34813
f . o U [P caqmmAnEan Charlotte S,
=51 Quest Diagnostics Charlotte Harbor - Jwy  |4161 Tamiami Trl 2418240632 Harber FL 3952
= f Quest Diagnostics Clearwater - W 1218 Cleveland 5t TZ74613448 Clearwater |FL 33755
t 245 Citrus Towel
jrr: f Quest Diagnostics Clermont - TES ;I”_dl.rtruz pEr 352243471 Clermont  |FL 34711

Once you have completed filling out the patient information click the “Next” button to
receive your registration information.
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COMPLETING THE ORDER:

After you click the “Next” button you will be shown the screen below with all patient
information filled in. If you need to make any changes click the “Edit Information” button.
If all information is correct click the “Place Order” button.

Please review your Order information at this time.

Employer MRO

Al BENJAMIN GERSON, M.D.

PO BOX 453 UNNERSTY SERVICES

NEW PORT RICHEY, FL 345856 10551 DECATUR RD STE 200
Phone#: (800)273-7638 Fax: (T27)807-2150 PHILADELPHIA, PA 19154

Phone#: (800)624-3784 Fax#: (215)637-6958

Donor ID: 123456785 Date of Birth: 8/31/1880
Donor First Name: Cathy Doner Middle Inttial: M Donor Last Name: Test
Donor Home Phone: 8003585385 Donor Work Phone: 8003585385 | ocation:
Reazon For Test: PRE-EMPLOYMENT - 1 Regqussted Specimen Collection:  Single
Urug Testslone (35105N) SAP 5-50 WINIT
performed:
e =ferred < Y = =
Order Expiration Date: ~ 4/24/2008 Grder Hefpired acheduled ate Override allowed:  No

and Time:

Order Comments:

Collection Site:
Quest Diagnostics Bonita Springs - DUQ
9550 Bonita Beach Rd

Unit 107
Bonita Springs, FL 34135
Phone: (228442 1816Fax: (2384441818

If the information is not correct, click the Edit Information button: J it

If you would like to proceed with placing your Order, click Place Order button \’

A pop up window will ask you “Are you sure?”. This will give you one last opportunity to
make any changes to the patient information.
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COMPLETING THE ORDER (continued):

After you click “Yes” to the question “Are you sure”, you will receive the Order
Confirmation screen shown below.

You can enter the patient's email address in the “Donor Email Address” field and they
will be provided with a copy of the Order Confirmation Information via email.

Additionally you can click the “Print Form” button to print out a copy of the Order
Confirmation Information sheet for your records. When you have completed both steps
click the “Finish” button.

Your order has been placed. Please choose from the following options to notify the donor.

Print authorization form and give to donor J‘

Email authorization form to donor

Donor Email --\ddrszzl ¢

B
IMPORTANT: You will want to instruct your patient to print out a copy of their Order
Confirmation Information sheet and bring it with them to the Collection Facility. Although
it is not needed it will assist in making the collection process smoother. Also as a
reminder the patient will need one form of photo I.D.

This completes the process and you have successfully registered your patient with
Quest Diagnostics Electronic CCFS. This information is saved in the Quest Diagnostics
database and can be pulled up at the collection facility when your patient goes in for
testing with a copy of his/ her Order Confirmation Sheet.

After you click the “Finish” button you will be sent to the screen below titled “Pending
List”. At this time, if you realize you have made a mistake, you can click the check box
in the “Cancel Order” column and click the submit button to delete this entry. (Shown
below)

Pending List

You are viewing a list of your pending tests. You can sort the list by clicking on the column headers. To filter the list |
status from the drop down. Clicking on the Donor Name link will bring up the pending test detail page.

Filter By I-"J'.II Tests vl

Test Cathy | *****G789 20094827 | Alf

Wy
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HOW TO CHECK YOUR PENDING REGISTRATIONS:

Login to www.formfoxorder.com using your Login Name and Password. If you are
already in an active session you can reach this screen by clicking the “HOME” link on
the ordering menu shown below.

To view your list of registered patients click on the “Pending List” from the ordering
menu shown below.

Welcome back!

CLICK PENDING LIST TO
CHECK THE STATUS OF
YOUR PATIENTS

This will bring up the list of pending patients that you have recently registered. You can
check the status of the patient in the “Status” Column shown below. Additionally you
can click on the “Donor Name” column to go back to the Order Entry/ Donor Information
Sheet for this patient.

Pending List

You are viewing a list of your pending tests. You can sort the list by clicking on the column headers. To filter the list by status, selecta
status from the drop down. Clicking on the Donor Name link will bring up the pending test detail page. l

Filter By I.‘\II Tests vI

] |restcamy | 5739 20094927 | Alf Pending

Status Legend
e “Pending” means the donor has not shown up to the collection facility yet.
e “Collected” means the donor has shown up to the collection facility and the specimen has been
collected.
e “Completed” means the collection process has been completed and the specimen is scheduled to
be shipped, or has already been shipped, to the laboratory for testing.



https://www.formfoxorder.com/LoginPage.html

