
This document provides a step-by-step guide on how to request a drug screening for students using

Exxat and Universal.

1a. If you are using the New Student Dashboard, in the compliance section, click on the View All

hyperlink to view all the documents required of you. 

OR

1b. If you are using the Old Student Dashboard, click on the compliance section from your dashboard. 

OR



1c. You can also click on the upper left-hand hamburger icon and select the compliance section.

2. Select the Universal Drug Screening requirement from the list of document to Get Started.

3. Click the + icon next to the “Universal Details” in the center screen to begin the process

4. On the right, a sidebar will open allowing you to select a package(s). Click on the “Radio

button’ and this will enable the “Request Screening” button for you to continue.

NOTE: PLEASE USE YOUR LEGAL NAME as written on a government document or it will delay the



approval of your results

5. After you submit the request, the document status will show “In Progress” and the Universal Status 
will be “Invitation Sent”. 

6. You will receive an email from Universal. Upon clicking on the link in the email, it will now direct you 
to Universal’s website where you will complete and submit the application. 





NOTE: If the package is set up as School pay, the payment section will 
not be available. 
7. Once you submit the application, you will see this confirmation on the screen. Please print this

page for your records since you will not receive any other confirmation email from Universal





8. Once the student selects a clinic and clicks next, the student receives an email from Universal

9. This email will contain the clinic address, hours and a Bar code. The student needs to present this

Bar Code at the clinic. (paper or mobile)

10. Once you apply, the document status will continue to show ‘In progress’ but the Universal status 
will now show as “In process” 



11. Once the results have been received and automatically uploaded in Exxat, the document status 
will show ‘Pending Review’ and Universal status will be seen as “Complete”

12. Once your document has been reviewed, the document status will change to ‘Approved’ and

Universal status will remain as ‘ Complete’. To request an additional screening, click “Add New Record”

button and follow the same steps that you did to request your first screening.

Notes: Once you submit your application, you have to go to the lab to submit a sample. After

you submit your sample, it will take up to 2 weeks for your results to be received and uploaded

to Exxat.

If it has been over 2 weeks please email ExxatCS@universalbackground.com

13. If the universal screening status of the background check is ‘Invitation sent or Pending student

information’, you will be able to request Universal-Drug screening only after your background check
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displays ‘In process’ universal screening status.


