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TPS Alert Operator Quick Guide

Company Settings

Company Settings

e To view your company settings, in the right corner of the screen select the drop-down arrow under your
company name and select the Company Settings link. This displays the user administrator information as
well as users in your account.

User Profile

Profile

e To find your individual user information, select the User Profile icon in the upper right corner of the
screen and select Profile. This contains your contact information, notification preferences, credit card
information and password preferences.

o Tip: Notifications for daily contractor compliance updates, and contractor employee compliance
updates are off by default. If you want to turn these on, make updates in this area.

Chat

Test Operator 2 O

e The built-in Chat feature is a quick and convenient way to Chat with TPS Alert’s Customer Excellence
Team, review Frequently Asked Questions, or review articles in the How-To area.

Dashboard
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Unverified Roster Checks (220)

Enroliment Compliance Reasons for Non-Compliance Employee Compliance

e The initial landing page, or Dashboard, of TPS Alert, contains compliance graphs, any open audits, and
unverified roster checks.
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Enrollments
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Enrollments

Expiration

Search Show all enrollments

o Download Enroliments

Contractor TPA Enrolled On Expires On Employees Supervisors

e The Enroliments menu item displays all contractors including their company information and statuses.
Use the search field and filters to quickly narrow your search.

e Select any contractor to view specific information about them including any action items, contractor
details, roster, and statistical data.

Employees

Employees

Employees

Configuration

Search v Al

Name Contractor Configuration Employee ID Hire Date Last Drug Test Date

e The Employee menu item at the top of the page contains all Contractors’ employees along with their
compliance status, associated contractor, configuration/enroliment, employee ID, hire date and the last drug
test date.

e Select individual employees to view enrollment and personal details and additional testing data as well as
any supervisor specifications and training information.

tpsalert.com 8165 South Mingo Road, Suite 100 | Tulsa, Oklahoma 74133 918.970.4990 | 2

Copyright © 2023 TPS Alert, LLC | Confidential & Proprietary | Rev. 2023-06-27



