Department of Defense Drug Testing Program (DTP)

Instruction Sheet

     F.  Downloading and installing the DTP software

1.  Go to the following website

a. http://acsap.org/Programs/Biochem/DrugTestingProgram/DODDTP.htm (this site can also be selected from the Resource Center)

(1) Open and read (by clicking on it) the ACSAP Directors memoranda on the DTP software.  Note that DTP version 5.0 build 5 has been replaced with build 6. After reading the memorandum, go back one screen by clicking on the “back” button. 
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(2) Click on DTPCD50B6.exe to start the download process.  This is what your screen will look like.  Ensure that you have the “Save this program to disk” button marked.  DO NOT try to run the program from its current location. Click on the “OK” button.
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[image: image15.wmf](3) The following window will appear, ensure that you save the zip file on your desktop.

[image: image16.wmf]                                            
After the file has downloaded, which may take a few minutes, download the users manual by clicking on DTPUsersGuide50.zip.  When finished close out of the Internet and go to your desktop.

[image: image17.wmf]2.  Double Click on the DTP file on your computer Desktop; the Icon will look like a box with an atom rotating around it. 

3.  Follow all instructions on the screen to install the software.

4.  If you previously used ADTP then you can convert your data from the old program to the new program.
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     H.  Running DTP the first time.  Double click on the “Army Drug Testing Program” (DTP) icon on your desktop; it looks like an Olympic torch.  
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1.  Enter the Admin password that you want to use, and then enter it again to verify it.

a.  Write down the Admin Password and place it in a sealed envelope and place in the commander’s safe.  (Password must be at least 8 characters and include both numbers and letters and IS case sensitive).

b.  If someone tries to enter the program 3 times unsuccessfully, then it will lock THAT USER out.  You must get the ADMIN password to log on and unlock the user.

Note:  The ADMIN password will only be used for ADMIN duties.  If an individual is the Administrator of the program and also the UPL they will need to get a UPL password for daily -operational UPL duties.  

2.  Available pool.  The first time it will say “GLOBAL”; click on “OK”
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3.  A calendar will come up; this is for a random day selector; the Army does not utilize this option; exit the screen by clicking on the "X".
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4.  The program will automatically check the Internet (if you have a connection), for updates to the program.  

5.  You will now enter the SETUP WIZARD, which will guide you through the initial program setup.
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a.  Create Users – click on the button to enter new users and it will take you to the "User Maintenance screen":
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(1) Click on the plus sign ”+”, to enter your personal user id, and name.  Your user id is the user name you will use to log in; it’s the same as “admin” was at the beginning.

(2) Mark the Active block as true – this means you can log in.

(3) Click on the padlock icon 
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 on the toolbar.

[image: image29.png]Conet | You have chosen to perform urinalysis testing with the options below. If you wish to
Rendc  change these settings, cancel the process, moify the desired options, and then restart
Test | the process.

[¥ Use Subordinate Pool Members in Testing

]
x

Parameter Value

Carrent Pool 1716 BN

[Tasting Count I

Testing Prermise R

(Group By Gender False

002524 Printing Opion Select Mernber for Printing at time of Selection
Random Testing Conducted Today False

Prev | P Next | / Finish | X Cancel Help

IR Previousl Seected =0__|Currerly Selected =0_ 136 Inf &0
i TCurrent Fosl = T/T6 TP B





(4) Enter the password for your user ID, and then enter it again to verify it.

(5) The Administrator will enter info for other UPLs; however, they should allow the UPL privacy to enter their own password. 

(6) Click on the door icon 
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 to return to the SETUP WIZARD, and then click on the next button.

b.  Setup Parameters – click on this button, to set basic parameters and it will take you to the "System Parameters" window, this window has 5 tabs:
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(1) Audit Log - maintains a listing of all transactions performed by users

(a) Enter the number of days you would like the audit log to keep records. You can leave the default at  # 1, but MUST print and file the log periodically- Recommend you print and file every month when you do a collection.

(b) The "Purge Now " button will be utilized when you are ready to delete all Audit log records older than the "Days to keep" amount.  This file can grow to be large and should be periodically purged.    

(c)  "Automated Audit purge options"-select "Manually clear the log" so that you have control of clearing the audit log (purge).  

 (b) Click on the word “Testing” at the top of the window when finished 
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(2) Testing – this is how we setup the testing method you will use

       (a) Do Not mark the "Random Testing Day Selection" the Army does not 

      utilize this option.

(b) "Randomization Method" select "By Percentage" or "By Total Number"- your choice.  Strongly recommend you choose "By Total Number".

(c) Enter the monthly percentage requested or the number of personnel requested in the block for "Default Testing Percentage" or "Default Testing Count" whichever option you have selected.  You can change this later when you begin testing.

(d)  "Collection Method", select "Print forms at time of selection"; Army utilizes this option.  

(e) Click on the word “Service” at the top of the window when you are finished.

(3) Service – This is basic service information
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(a) Leave the service as USA (United States Army)

(b) Graphic – This is the Army logo you saw when entering the program; you can put your unit crest or whatever in its place.

(c) Lab Address – You can enter the lab that tests your specimens (if you know it).  Only 3 lines will be printed.

(d) Click on the word “Reports” at the top of the window when finished 

(4) Reports - Sets up how paperwork is printed

[image: image34.png]=0l

g 1=Ik) ot

Seup e Syste Parameters o mch theprlrences s your st

Selp Paanelas
<rer [  Fiish | X Concel |2 Hep
~eCCEEe

Curvent User = Admin _ Current Poot = Gibal





               (a) "Group by Gender", should Not be checked; males and females will be on the same forms.
(b) "Allow Collection date to be set to future dates", should be checked – this will allow you to do a selection today for a collection tomorrow.

(c) "Preview DD Form 2624s prior to printing", should be checked.

(d) "Sort Testing Register" – select how you want your DD Form 2624s and Unit ledgers printed, alphabetically "By Last Name" or numerically "By SSN"; click on your selection.

(e) Click on the word “Network” at the top of the window when finished

(5) Network - If you are connected to a Local Area Network (LAN) and always have access to the Internet then leave this checked and whenever you log in the program will look for updates or patches to the program.  If you are not connected to a LAN then uncheck this box or you will be slowed down whenever you log in.  
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Click on “OK”, and then click on the “next” button.  Click on “Setup Pools”

b. Setup pools – this is the structure of your database roster

[image: image36.png]System Parameters:

Audi Log Tesig | Seice | Repots | Netwrk |

— Se T Randomize Testing Day Selection

Defauit Testing Count

C By Percentage

’—namm.mnn Methadt

@ Pt Forms at time of Selection

~loix)|

X Cancel|_ 9 Help

=0l

e

[Carront Usor = Admn_ Kurrert Pocl = Gl




[image: image37.png]Fle_persomel T

Conct
Rendom
Testiog

)

irmy Drug Testing Program

0 ol

Au Log| Tesng Senics | egots | Newor|

e Primary Senice!

= |
Program Graphic:

[EPROGRA-TOCODR-TBMPUSA G

Laboratary Address (o mera than 3 Lings)

i

X Cancel|_ 9 Help

|/

=1E5)

=0l

[Gurrnt User = Admin

Crtont Poo = Gibal





(1) BAC – Enter your Base Area Code (note: recruiters are RC04)

(2) UIC – Enter your Unit Identification Code, i.e. W2LAAA enter 2LAAA

(3) Description – Name of pool (Company, Platoon, etc) – generally most UPLs will enter their company name such as A Co, 1/16th INF.

(4) Days to test – This block will only be seen if testing by percentage. 

There must be a number in this block or the system will not allow you to test.  Enter a 1. 

(5) Target Percentage or Count-- Enter the desired selection % or count.  

The number entered here should be consistent with the method of selection you set on the Systems Parameters/Testing tab.  The recommended method was select by number, enter the number of personnel that you need to test each month.  This would be your monthly quota or a set percentage of the unit.  Example:  if you have 125 soldiers assigned and you are suppose to test 10% per month then enter a percent of 10 or a count of 12 or 13.

(6) Default Service – US Army

(7) Block 1 of DD Form 2624 – Enter your ASAP Address here

(8) Block 2 of DD Form 2624 – Enter your Unit Address

(9) Service Type – Active Duty

                  (10) Click on the "checkmark" at top of screen to post (save). 

   (11) Click on the Door Icon to exit, then click on the next button

d.  "Set Non-working Days" – Ignore this screen; Utilized for random day selector Army does use this option- Go to Next screen; by clicking on “Next”. Then Click on the “Import Roster” Button.

e.  Import Roster  
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(1) Select the Type of roster your have, then click on next (ASCII is computer lingo for a text file)

(a) Fixed Field

(b) Tab delimited (Excel spreadsheet, saved, as text tab delimited is this type).  This is most likely the file type you will have.

(c) Comma delimited

(d) Access

(e) Dbase III

(f) Dbase lV

(2) Find your roster in your directory and click on open

(3)  "Ignore organizations", should Not be marked.  If you click the "ignore organizations" box, the import file will not import organizational data or information.    

(4)  “Do not change any records from the import file”, should be marked; this will ensure that the import will not inactivate existing personnel.

(5) Click on next, when the next window comes up then click on “OK”, this will bring up your database.

(6) Click on the top of each column of data that your want to import, then when the window appears click on what the data is.  The roster you use must at a minimum have:  Last name, SSN, gender, rank and organization. 

NOTE:  If your database has last and first Name together in one field (Column) then enter the name as “Last Name”.

(a) For Organizational Structure the fields (columns) must be in structural order from highest to lowest. (Company, Platoon, Squad)

(b) You can move a column by the drag and drop method, i.e. click, hold, move, release.

(c) The structures will be labeled: Organization 1, Organization 2, etc.
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(7) After all fields are marked, click on “Finished” and the roster will import.

(8) A window will appear in a few seconds that states “Import Complete”; click on the “OK” button.

(9) You will return to the Setup Wizard; Click on “Finished”

(10) The setup Wizard is now complete.

6.  Click on "Modify Personnel Roster" and ensure that the roster imported correctly.
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7.  Click on “Pool Maintenance” and setup your remaining pools if necessary; same procedure as in paragraph 5.c. above.

Note:  Congratulation you can now start testing.  

       I.  Testing Personnel 

1.  Random Selection

a.  Prior to performing your random selection you can mark individuals as unavailable, however, this option is not recommended.  If selected personnel will be tested when they return from school, TDY, etc., then you should not mark personnel as unavailable prior to testing as they will be marked unavailable after their selection based on commander's policy.   

Note: If this option is used it is highly recommended that after you finish printing your documents that you return to the “Modify Personnel Roster” and un-mark personnel as unavailable. 

(1) From Main Menu click on “Modify Personnel Roster”

(2) Find the personnel who are not available (alphabetical order)
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(3) Double click on the “Is Available” field, to remove the checkmark.

(4) Click on the "checkmark" icon at the top of the screen to post (save) edit.

(5) These personnel will be excluded from the selection.

(6) After marking all necessary personnel, click on the door icon 
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to exit.

b.  Click on “Conduct Random Testing” button; the “Member Testing Wizard” window will appear.

c.  " Members Testing Wizard"--This page is provided to confirm your testing parameters.  If any of these parameters are incorrect, you must exit (cancel) the testing wizard to make the required changes.  .
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    (1) "Use Subordinate Pool Members in Testing"--By default it will be 

    checked.  If it is checked then the current pool and all pools under this pool    

    are eligible to be selected for testing.  If it remains unchecked, then only the 

    personnel in the current pool can be selected for testing.

(2) Current Pool – This is the group of personnel that you want your selection from; may or may not include subordinate pools.

Note:  To select a different pool click on “Cancel”, this will take you back to the main screen.  Click on “File” on the tool bar at the top of the screen.  A window will appear, click on “Change Pool”.  A window will appear, select the pool you desire, and click “OK” 

(2) Testing Count or Testing Percentage

EXAMPLE:

Note: If you are selecting personnel from parent and children pools simultaneously then the data from the parent pool will be used.  Example:  

     Pools                                                               Testing Percentage      Testing Number

Alpha Company – This is the parent pool                   10 %                              40
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- 1st Platoon                                                                   5 %                                5

- 2nd Platoon                                                               15 %                                15
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- 3rd Platoon                Children Pools                          5 %                                  5

-  HQ Platoon              (subordinate pools)                 15 %                                15

If Alpha Company is the pool used and children pools (subordinate pools checked) are included in the selection then either 10% or 40 names will be selected from the entire list and the percentages/numbers of the platoons are ignored. 

If specific numbers or percentages are required for subordinate pools then multiple selection need to be performed.  i.e. one for each platoon.

(3) Testing Premise – IR – Inspection random

         (4) Group by Gender – False.  Army no longer requires male and female soldiers to be listed separately on DD Forms 2624. 
(5) DD Form 2624 Option – Print at time of selection; we do not print forms at the collection site.

(6) Random Testing Conducted Today – False.  This is True or False based on if you performed a selection of the selected pool today.

(7) If all information is correct then click next; if not then click “Cancel” and then click on the “Pool Maintenance button” and correct the information.

d.  The program will select personnel and show the names to you. There are two tabs on this screen, “Members Selected” and “Members Cancelled”.  The Members Cancelled tab shows individuals that were previously selected and have a due back date associated with a previous test, so it cancels them off the new selection. There are no functions available on this screen, Click “Next”.
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e.  Member Testing Wizard-Print screen
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(1) Set the collection date to the actual date you will perform the collection.  If you click on the down arrow a calendar will appear for selection.  This MUST be done prior to looking at any product available for printing.
     (2) If your Commander has a policy that tests those soldiers, who are   

     unavailable, when they return, then, you will go through the steps of 

     selecting personnel and mark them as "Due Back" by:  

(a) Double clicking on any person that will be unavailable.

(b) A calendar will appear – select their day of return.  Then click – “OK”

(c) Enter why the person is unavailable (TDY, ANCOC, etc.).  This will remove personnel from the list so that they will not be printed on any of the forms.  These personnel will automatically be selected for tested when their "Due Back" expires.
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(3) Select and print products.  
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Note:  DD Forms 2624 must have the front printed then the paper reinserted back in the printer and the back printed.

[image: image51.png]=10l

SSN Search: |
Update Collected | Post Resuits Members Tested Positive | All History Records
Name 55N Premise[Date  [Date  [Date |Result [Dug MRO-  |Ge
Selected| Collected [Posted Legal Usage)

»|Quade Dennis

@ Do you wish to mark the Postive Restt a5 legal?




[image: image52.png]B

Fie_Persomnel Testing Reports Utities telp

| [ [ [ [

P I=TE7| (P
C Unit Sweep (U) € Medical Examination (M0)
€ Probable Cause (PO) € Inspection (0)
€ gonsent (v0) € Accession Testing (NO)
© Rehabiltation (RO) 0O Selected Random Testing (R)
© Mishap Investigation (A0) C QtherTesting (00)
© Command Directed (C0) € Random Testing by Unit (R)
20K ] X cancel| 7 Help

RO





Note:  You cannot preview the back of a DD Form 2624, they just print.

(4) When finished click on the door Icon 
[image: image4.png]


to exit.

(5) Exit Program by clicking on the “Quit Button”

Congratulation you are now ready to do your collection.  

     J.  Post – Collection Procedures

1.  Enter the program using your UPL-User ID and password, not the Admin password.

2.  Click on the “Post Results” button; this will take you to another window.  This window has 4 tabs:

a.  Update Collected                                  

b.  Post Results                                           

c.  Members Tested Positive                     

d. All History Records                               


3.  Click on the “Update Collected” tab

4.  If other selected personnel were unavailable to provide a specimen then:

a.  Locate the soldier(s) that were unavailable (The list may be sorted by name, by clicking on the top of the Name column).

b.  Click on the soldier’s name, this will highlight the entire record.

c.  Click on the Calendar Icon 
[image: image5.png]


on the toolbar, this will bring up a calendar

d. Select their day of return, by clicking on the day.  Then click – “OK”

e.  Enter why the person is unavailable (TDY, ANCOC, etc.)

                                    

5.  Update soldiers as collected

a.  Click on the group select Icon 
[image: image6.png]



b.  A window will appear, click on the selection date and the premise, then on “OK”

c.  All personnel selected, without a due back date, will be highlighted; Click on the Update Collection Icon from the tool bar 
[image: image7.png]



d.  All personnel have now been marked as collected and are pending lab results.

6.  Update Soldier results

a.  Click on the “Post Results” Tab, this will bring up all the records of personnel collected, but not yet resulted.

b.  Double click on any person that had a Positive result

c.  A window will appear that lists all drugs that the lab tests for.

d.  Click on the drug that the person was positive for; for multiple drugs press “Control or CTRL” on the keyboard and select the 2nd drug and 3rd drug etc.

             

e.  After entering all positive results, then click on the select group icon 
[image: image8.png]



f.  A window will appear, click on the test date and the premise, then on “OK”


g.  All personnel Collected, on that date & Premise, will be highlighted; Click on the Update Negative Icon from the tool bar 
[image: image9.png]



7.  Update Soldier Positive results after MRO Review

a.  Click on the “Members Tested Positive” tab

b.  The window will display all positive results since you started utilizing the program.  

Note:  Soldiers positive for more than one drug are listed for each positive. 

c.  Double Click on the soldier who was positive.

d.  A window will appear that asks ”Do you wish to mark the positive result as legal?”; click “yes” if the positive resulted from legal use.


e.  A window for comments will appear, write comments in the (memo) field provided.

8.  All History Records – shows all the testing performed and allows the preview and printing of soldier test histories.

     K.  Other Testing – Click on Other Testing Bar from the main menu.


1.  Unit Sweep – Primarily used to 100% testing of the Unit or sub pool (platoon).

a.  Verify the information form the “Member Testing Wizard”, if correct, then click on “Next”.

b.  The “Sweep Method Screen” will appear, select one method

(1)  Pool Sweep (All Personnel) – This is the normal 100% test 

(2)  Pool Sweep (Random Selection) – Same as regular random selection – not really used by Army.

c.  Click “Next” and proceed like a random test.

2.  CO Selected Random Testing – Performed like a regular random test.

3.  Random Testing by Unit (IR)--- is not used by Army.

4.  Testing Specific Soldiers – The procedure for all test premises below is the same.

a.  Probable Cause – When a CDR has sufficient evidence to suspect that if a urine specimen is collected on a soldier that it will be positive for illicit drugs.  The CDR should TALK TO SJA – prior to doing a PO.

(1) Click on “Probable Cause” and then “OK”

(2) Verify the information form the “Member Testing Wizard”, if correct, then click on “Next”.

(3) A window will appear with all personnel assigned to that test pool.

(4) Click on the person to be tested.  For multiple personnel hold the control/CTRL button on the keyboard and select additional personnel.  Then click on “Finished”.

(5) Proceed like a random test

b.  Consent - voluntary

c.  Rehabilitation – personnel enrolled in ADAPCP

d.  Mishap Investigation – Accident

e.  Command Directed – Fitness for Duty ( No characterization of service)

f.  Medical Examination – Commissioning Physical, Drill SGT Packet

g.  Inspection Other– individual inspection based on the CDRs WRITTEN policies, such as all AWOL soldiers will be tested upon their return or newly assigned soldiers.

h.  Accession Testing – NOT USED

i.  Other Testing – Not normally used

     L.  System Utilities – Click on this button.

1.  User Maintenance – maintain passwords (same as during Setup Wizard)

2.  System Backup/Restore – click on button

a.  A new window appears (Looks like windows explorer), 

b.  Select Backup or Restore Tab

c.  Select the drive where you want or have the back-up data to be store(d).

d.  Select the file where you want the data stored or has the stored data

(1) BACKUP - Click on the Backup Icon  
[image: image10.png]


, a window will appear stating that the data will be stored at that location.  Click “Yes” to continue. The data will be stored and a message appears stating the backup is complete.  Click on “OK”

(2) RESTORE - Click on the data file, then click on the Restore Icon 
[image: image11.png]


a window will appear stating that the data will be restored. Click “Yes” to continue.

e. Click on the door Icon 
[image: image12.png]


to exit.

3.  System Parameters (same as during Setup Wizard)

4.  Pool Maintenance (same as during Setup Wizard)

5.  Audit Manager – lists all transactions that have occurred since last purge

a.  Filter Field – displays only a portion of the file

(1) Transaction Time – select by dates

(2) Transaction Type – lists a specific Transaction

(3) Username – lists all actions by a specific user

b.  Print the entire Manager file every month; file it for 3 years

6.  Edit Commander’s Letter – optional item

7.  Edit Individual letter – optional item

8.  Edit Calendar – only used in random day selector statistics

9.  Maintain Comments – adds user specific comments to be used when a comment field comes open.

     M.  Windows toolbar at top

1.  File

a.  Change User – allows users to change without exiting the program, but maintains the integrity of the Audit log.

b.  Change Pool – Changes the pool be used for a selection

c.  Printer Setup – setup default printer

d.  Exit – exit program

2.  Personnel

a.  Import Roster

b.  Export Roster

c.  Modify Personnel Roster

3.  Testing

a.  Random Testing – same as pushing the Random Testing button

b.  Other Testing – Same as Other Testing button

c.  Update Test Pending Pool – Takes you to the Post Results- Update Collected Window.

d.  Update Testing History – take you to the post results window to enter positive or negative results.  

e.  Re-print Products – lists all previously created selection, allows user to select the form, by date, and then re-print label, DD Forms 2624, etc.

f.  DD 2624 Management – lists all previously created DD Form 2624s and allows you to reprint a specific.

4.  Reports

a.  System Activity Report – report that lists which days the program was utilized for selections.  Primarily used if user utilizes the random day selector.

b.  Analysis – allows user to select from a list of available reports

c.  Print Mailing Labels – Allows user to print mailing labels

5. Utilities – same as System Utilities Button, except it also includes a list of software updates; if you are connected to a server.
                       

     N.  Feedback


Problems or suggestions for improvements should be forwarded to ACSAP.

         Phone DSN 761-5560/5563, commercial 703-681-5560/5563 or E-mail to MSG Henry at kimberly.henry@usadaoa-emh1.army.mil or MSG Phillips at brenda.phillips@usadaoa-emh1.army.mil 
NOTES

This is where you are saving the file.





Then click ok.





The calendar is normally not used by the ARMY.














You must change the date prior to printing.
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