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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 match.  
(Example: Johnsmith vs. Johnsmith01) 
 

 
 
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 CCFS: 
 
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. 
 

 
  
After logging in you should see the below screen: 
 

 
 
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. 
 

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.  
 

 
 
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. 
 

 
 

 
 
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. 
 
 

 
 
 
 
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. 
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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. 
 

 
 
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). 
 
 

 
 
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. 
 
 

 
 
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.  
 

 
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) 
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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. 

 
 
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.  

 
Status Legend 

• “Pending” means the donor has not shown up to the collection facility yet. 
• “Collected” means the donor has shown up to the collection facility and the specimen has been 

collected. 
• “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

