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INTRODUCTION

Redwood Toxicology Laboratory, Inc.’s (RTL) internet
reporting feature, www.webtoxicology.com, provides
secure test results to the client as soon as the results
are released by the laboratory. Advanced search
options are available to view and print test results
and statistical reports. This website is available
twenty-four (24) hours a day, seven (7) days a week.

View, Manage and Print Reports Online

Viewing your latest web-based toxicology reports is as easy as 1-2-3.
1. Using a web browser, open http://www.webtoxicology.com.

2. Log into the website using your User Name and Password.

3. Click “[Print New Final Reports]” to print your latest results.

For technical support, please contact RTLs IT Department toll-free at (800) 255-2159,
ext. 111 or via e-mail at support@redwoodtoxicology.com.

2 webtoxicology manual



REQUIRED SOFTWARE

Web Browser—www.webtoxicology.com is compatible with most modern browsers, including Microsoft
Internet Explorer and Mozilla FireFox. Software is available for free from Microsoft at: www.microsoft.com or

from Mozilla at: www.firefox.com.

Adobe Reader—All www.webtoxicology.com reports use the Adobe PDF format by default. The Adobe
Reader software is required to view PDF documents. This software is available for free from Adobe at;

www.adobe.com.

OPTIONAL SOFTWARE

Microsoft Excel—Some of the reports available at
www.webtoxicology.com feature a Microsoft Excel export option.
This feature allows you to open a report in Microsoft Excel for
further data manipulation and analysis.

CONFIGURING INTERNET EXPLORER

For complete web site functionality, confirm that the security level
in Internet Explorer is set to “Medium.” (See Figure 1)

To change the security level in Internet Explorer, select Internet
Options from the Tools menu and then click the “Security” tab.
Change the “Security level for this zone” to Medium (adjust with
slider or from the “Custom Level” screen).
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Figure 1: Configure Internet Browser




LOG IN TO WEBTOXICOLOGY.COM

Open a web browser and go to www.webtoxicology.com.
Enter your User Name and Password and click “Log In.”

For assistance, please call the IT Department toll-free at
(800) 255-2159, ext. 111.

FORGOT YOUR PASSWORD?

If you have forgotten your password, click the “Forgot your
password?” link to access the Password Recovery page.
Enter your User Name at the “User Name” prompt and click
the “Select” button. You will then be prompted to enter

the answer to your Password Question. The combination of
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Figure 2: Log in to webtoxicology.com

your User Name and the answer to your Password Question is used by www.webtoxicology.com to verify your
identity. Enter the answer and again click the “Submit” button. A new, permanent password will be e-mailed to
you. You may change your password at any time. If you have forgotten your User Name, please contact the RTL

IT Department.
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THE MAIN MENU

Use the menus at the top of each page to navigate the website. Each menu corresponds to a particular page
or section of the website. For example, the “Reports” menu lists the reports available.

REDWOOD :
_2 TOXICOLOGY webtoxicology.com
=S\LABORATORY

John Smith // 9993 Sampie Agency

Figure 3: Menu Bar

The menus are:

= Home—Access links to commonly performed website tasks.

= Results—View results.

= Search—Search for specimens.

= Reports—Generate reports in Adobe Reader (PDF) and Microsoft Excel formats.
= Services—Schedule a DHL pickup.

= Settings—Change your password, change your password question, create and
edit users (administrators only).




HOME

The Home Page will inform you when new results are available.
To print Final Reports for new results, click the [Print new results]
link. To print a Result Summary for all of the new results you have
received today, click the [Print today’s Result Summary] link. You
may also view all of your results by clicking the [View all results]
link or by selecting Results from the menu. (See Figure 4).

RESULTS

The Results page displays a result summary for all of your agency’s
specimens. New, unprinted specimens are displayed in bold. Positive
specimens are displayed in red and dilute specimens are displayed
in purple.

Clicking the [Print] link will display a Final Report for the corre-
sponding specimen in Adobe Reader (PDF) format.

To print all new Final Reports at once, click the “[Print New Final
Reports]” link. If there are no new Final Reports, a blank PDF docu-
ment will be generated.

Click “[Print New Result Summary]” to view a printable Result
Summary report for all specimens reported today. Figure 5 shows
an example of the Result Summary report.

You may filter the specimens displayed in the Result Inbox using
the “View” drop down box. The drop down allows you to show all
specimens or new specimens only.
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SEARCH

The Search page enables you to search for either a specific speci-

men or a group of specimens using various search criteria.

Req #: Search for a specific specimen using the
specimen’s requisition number.

Accession: Search for a specific specimen using the
specimen’s accession number. The accession number
must be in the correct format (YYMMDD-##H##), e.g.
060224-12345.

Collector: Search for specimens collected by a specific
collector. Partial searches may be used.

Specimen Searon

Figure 6: Search Page

Identification: Search for specimens by the identifier written on the label at time of specimen

collection. Partial searches may be used.

Agency: Search for specimens belonging to a specific agency.

Collection Date Range: Search by specimen collection date using the “From” and “To” fields.

Enter the dates in the MM/DD/YYYY format.

Report Date Range: Search by specimen report date using the “From” and “To” fields. Enter

the dates in the MM/DD/YYYY format.

Results: Search for specimens with a specific overall result of positive, negative, or dilute.

The Search Criteria page is a useful tool for viewing either specific specimens or a group of specimens.
Experiment with the Search Criteria page to determine the most useful types of searches for your agency.




After specifying the search criteria and clicking the “Search” button, the Specimen Search Results page
will open. This page displays all of the specimens matching the search criteria. (See Figure 7).
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Figure 7: Search Results Page
To print Final Reports for all of the specimens matching your search criteria, click “[Print Final Reports].” To

print a Result Summary for all of the specimens listed on this page, click “[Print Result Summary].” Individual
Final Reports may be printed by clicking a specimen’s “[Print]” link.
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REPORTS

Three standard reports are offered through the website: Result Summary, Statistical Summary, and Final
Report. Each report contains a set of parameters that you may use to tailor your reports. For example,

to view a Statistical Summary for specimens belong-
ing to John Doe only, simply enter “John Doe” in the
Identification field.

Collector: Include specimens collected by
a specific collector. Partial searches may
be used.

Identification: Include specimens with a spe-
cific identifier. Partial searches may be used.

Agency: Include specimens belonging to a
specific agency.

Collection Date Range: Include specimens
within a specific collection date range using
the “From” and “To” fields. Enter the dates in
the MM/DD/YYYY format.

Report Date Range: Include specimens within
a specific report date range using the “From”
and “To” fields. Enter the dates in the MM/
DD/YYYY format.

Results: Search for specimens with a specific
overall result of positive, negative, or dilute.
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Figure 8: Result Summary,
Statistical Summary, Final Report




Result Summary
The Result Summary displays results in a

summary format.

Statistical Summary

The Statistical Summary is a statistical break-
down of results, showing number and percentage
of positive and negative results by individual
drug.

Final Report

The Final Report contains a detailed description

of a specimen’s test results. (See Figure 9)

Figure 9: Final Toxicology Report

SERVICES

Schedule DHL Pickup

Select the “Schedule DHL Pickup” to schedule a DHL pickup. Selecting this menu item opens DHLs
“Schedule a pickup” page in a new browser window. Fill out the form on this page to request a
scheduled pickup from DHL. RTL recommends that a DHL account is set-up to make online requests
easier. Contact RTL's DHL Specialist at (800) 255-2159 x182 to start the process.
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SETTINGS

Change Password

Use the Change Password page to change your password. You will be required to submit your current
password for verification purposes.

Change Password Question

Use the Change Password Question page to change your password question and answer. You will be
required to submit your current password for verification purposes.

Manage Users (Administrator access only)

The Manage Users page lists all of the www.webtoxicology.com users for your agency group. Using this
page, you may quickly view each user’s name, e-mail address and status. This page also shows the last date
and time a user logged into www.webtoxicology.com.

By default, only active users are shown. Using the “View” drop down list, it will display both active and
inactive users.

Click the “[Edit]” link to edit a particular user. Doing so opens the Edit User page. On this page, you may
modify the user’s information, including name, e-mail address, status, role, and e-mail notification preference.
You may also modify the user’s access to specific agencies in your agency group.

New User (Administrator access only)

To create a new user, select “New User” from the “Settings” menu or click the “[New User]” link on the
“Manage Users” page.




LOGGING OUT

For security, please log out as soon as you are finished using the website. To do so, click the “Logout” link
in the upper-right corner of the page.

HELP
This manual may be downloaded from the www.webtoxicology.com Help page. The Help page also provides

contact information for website technical support. For technical support, please contact RTLs IT Department
toll-free at (800) 255-2159, ext. 111 or via e-mail at support@redwoodtoxicology.com.
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