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.
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1b. If you are using the Old Student Dashboard, click on the compliance section from your dashboard.
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1c. You can also click on the upper left-hand hamburger icon and select the compliance section.
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2. Select the Universal Drug Screening requirement from the list of document to Get Started.
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3. Click the + icon next to the "Universal Details” in the center screen to begin the process
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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
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5. After you submit the request, the document status will show “In Progress” and the Universal Status
will be “Invitation Sent”.

X Universal - Drug Screening

Your academic program may share this document with clinical sites at which you are placed

Universal - Drug Screening

Exxat's document status

Universal Details

First Name

- Universal screening status

Select DrugScreen Package

Universal Status

nvitation Sent

Request Date

July 012022

Drug Screening Details

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.




Important Information about your Drug Test Forms -- Please Read inbex « a @7

eform@universalbackground.com Thu Jun 6, 543PM (1dayage) ¢ @&

to universaltest321+021 =

Dear John Warker,

Thank you for placing an order with Universal Background Screening. As part of the screening process, you'll be asked to fill out personal information about yourself using Universal Background Screening’s secure onling server.
Before you initiate your screening, please be sure to have your social security number. birth date and current address including the city, state, and zip code.

PLEASE OMLY use your legal name as it is listed on your social security card.

To initiate the process, please click the link below o complete the required forms.

Click here 1o complete the Drug Test forms on Universal Background Screening's secure server

For your reference, Nere is your E-Fomms invitation code: CR845CEF-0520-4063-B251-8CF33AT20383

For any questions about screenings that need to be ordered, please contact your program director or clinical coordinator.

Thank you

The Exxat Team

Exxatl Demo Account

AT

Welcome Students!
Your school has partnered wilh Exxal for your reguired background checks. Screenings ae conducled by Universal Background Screening, which maintains the
haghest level of security and confidenbalkty

Before you infiale your screening, please be sure fo have your social securnty numbes, birth date. and the city, stale, and zip code of all your residences within
the past seven years

Once you have successfully compieted the farms and paid the fiee you will receive an emai notficabion leting you know your order has been processed
Results of the screenng will be emailed to youw once they become availabile
For any questions or concems please contact your schoal

Thank you

The Exxat Team

Your personal invitation Code should be pre-populated in the field below

If not, ender the invitahon Code shown n the emad you recesred ' We recommend you copy and paste the code exacily as # was pro

Erammp fnEaten Cad 0ADIISDE-ICD1-41A4-8F 3F £ 1E32388 3459

By accepling these lerms, you cerlify thal you are able and wiling Lo accepl dsclosures and/or documenis electronically. as follows

« You are being provided with forme and documents in a digilal foemal

+ Youhave a right to receive any of these in paper format by conlacting Exxat Demo Account

+ Youcan wihdraw consent fo elechronic delivery by cliciong the Cance! bution at the botiom of #his page
= If you have any questions about Ihe apphcalion process. piease conlac! al Ex«al Demo Accoum

Prioe 10 acceplance of electronic delivery of disclosures andior documents . you should verify that you have the required hardware and software to print or retain
them. if you 0 desine
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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



Thank you. Your forms have been received.

Thank vou for initiating the screening process. Your order has been received and will be processed.

[f you completed the drug test registration you will receive an email which will include a bar code and the information of the facility
you selected to complete the drug test. Please print this page with the confirmation number for your records.

Once you have gone to the lab and submitted vour sample, vou should receive your results within 2 weeks. Your results will
automatically be uploaded into Boat.

For any questions about screenings that need to be ordered, please contact:

Sherrie Lustgers at luetgers@augshurg.edu

Thank you
The Exxat Team

The process is complete, you may close this web browser at any time.

& Printacopy



8. Once the student selects a clinic and clicks next, the student receives an email from Universal
John Worker,
Thank you for completing your drug test registration for Demo, LLC. Please print this email or present it to the clinic on your mobile device when you arrive at the clinic.
If you have any questions or concerns about this process please contact the representative with whom you have been in contact with during the recruiting process.

Thank you in advance for your participation.

ARCpoint Labs of Scottsdale-ARCpoint L
15455 N Greenway Hayden Loop Ste C16. Scottsdale, AZ 85260
480-939-4656

Clinic Hours/Details: M-F 8:30 am-5:00 pm|Sa 9:00 am-12:00 pm; Drug Screen: M-F 8:30 am-5:00 pm|Sa 9:00 am-12:00 pm
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Attention Clinic Staff: Please call Universal Background Screening at 1-877-561-5151 with any questions about this collection order!

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”
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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”
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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.
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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.
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Your academic program may share this document with clinical sites at which you are placed
You will be able to request screening from Universal after your Background Check displays "In process” under universal status.
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