DTP Lite Walkthrough Instructions

Purpose of this Document

This is a walkthrough that can be used in conjunction with DTP Lite to give a quick overview of how the program operates and what functions it has.  A Mock unit roster has been provided with this so that the program can be demonstrated easily.  Note: no help file is available for this version of DTP Lite so the “Help” buttons are not yet functional.

Files Distributed With This Demo

· DTP Lite Demo.doc – This document.

· Dtplite.exe – Executable for printing US Army drug-testing products.

· Demo roster.xls – THIS FILE CONTAINS NO REAL SSN’s.

NOTE:  When conducting actual testing of your unit you must ensure that you have an up to date alpha roster of your unit, you will have to import the alpha roster every time a test is run.  No testing data is saved.

Demo

The program does not have to be installed; you may simply copy the executable (Dtplite.exe) to your hard drive and run it from that location.  Alternatively you may run it from this CD, though it may start up slower in this case.  

To open double click on my computer on your desktop, located on the screen of your computer.

Choose your CD ROM drive usually the D:/ or E:/ drive.

Double click on the CD ROM drive; this will open what is available on the CD ROM.

Double click on the DTP Lite folder.

Locate the executable (Dtplite.exe.) [image: image12.png]~ DTP Lite
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 To run the program double click on the DTP Lite icon.

NOTE: You may copy the program to your hard drive so that you always have it available for use; it is recommended that you copy the entire DTP lite folder and then save your unit roster to that folder.  To copy the folder simply left mouse click once on the DTP lite folder and then right click the mouse, from the drop down menu that appears, click copy, place your cursor on your desk top, right click on the mouse, from the drop down menu, click paste, the DTP Lite folder will now be on your computer hard drive.

Follow the steps below to run a test; the instructions are designed to walk you through using the Demo Roster.xls roster provided, when running your unit test, substitute your roster for the Demo Roster.xls roster.

Step 1- Start DTP Lite

Simply double click on the DTP Lite Executable: 
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Step 2- Identify Your Roster File

The first screen instructs you to choose a roster file (Demo Roster.xls).  If the Demo Roster.xls file is not in the same directory as the program, you will have to browse to the proper directory in order to select it.  
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Once the file (Demo Roster.xls) has been selected the <Next> button should become available.  Click it to continue to the next screen.

Step 3- Format the Roster File

On the next screen you should see all the columns of your roster, but with undefined headers (Do Not Import).  

1.  Look at the Roster and you will notice that the first row (Record) is the headings (Name, SSN, etc) from the original roster; the program thinks this is a Soldier; click on “Ignore Header” to remove this information.  If your roster does not contain headings then this box must be unchecked or you will remove the first name from your roster and that Soldier will never be selected for testing.
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File Type Ignore Header [~
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2.   DTP Lite is capable of importing various roster file formats; the most common format is Microsoft Excel.  To select a different file type Click on the “File Type” down arrow and select the type.  If you are unsure of your roster type you may select different types until the roster appears like it does in the picture above.  In the example below the program tried “Comma Delimited”, but the roster doesn’t look right; the correct format for the below roster is “Tab delimited”.
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Click on each column headings “Do Not Import” to identify the Last Name, SSN, etc.  Please note if your roster has the first and last name in the same column, that you must import it as the “LastName”.  Also note that your roster may contain information that you do not need, just leave these columns as “Do Not Import”. 
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Required fields are last name, SSN, Rank, and Gender; and FirstName if your roster has the first and last name in separate columns.  Once all required fields are identified the <Next> button should become enabled.  Click it to continue.

Step 4- Enter Testing Parameters

This screen displays all available members (from the Demo Roster file).  
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The First thing you must do is select a Location Code.  This code is used by the Department of the Army to determine testing rates in deployed areas.  If you are located in one of the 50 states then select “US UNITED STATES” or “ND NON-DEPLOYED”.  If you are stationed in another country, a US territory, or deployed to another country then select the appropriate country, such as “IZ IRAQ”, or “RQ PUERTO RICO”.  
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Next you will select the Testing Premise (Test Basis Code). The default testing premise is Random Testing (IR).  For this demonstration leave the Testing premise as IR.
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In addition to the testing premise you must also select the Selection method (Probability or Total Number) and then the probability percentage or total count.  Note: It is recommended that you determine how many tests you want to conduct and use the Total Number as your selection method.  Example:  If you wanted to test 10% of your unit and you have 120 Soldiers assigned then you would select “Total Number” and enter 12 for the testing count. Make these selections now.
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Click the <Finish> button to generate the test.

A list of all members selected for testing should appear on this screen.  On the right a series of fields that determine what information should be printed on the various products.  Below these is a series of checkboxes that allow you to specify which products you want to print. 


You must enter the following information before printing:

1.  Your BAC (Base Area Code)

2.  Your UIC (Unit Identification code) – Note the “W” is already entered fro you.

3.  Block 1 of the DD Form 2624 – This is the address of your local ASAP or the address of the place that will initially receive your testing results.  Soldiers deployed to Afghanistan, Iraq, Kuwait, or Quarter will enter their unit name and address in this block.  You can only enter three lines of information. See examples below:
Normal DD Form 2624  


Deployed in support of GWOT DD Form 2624
Fort Swampy ASAP




HHC 1/16 INF
             Bldg 2146 Swamp Ave




APO AE 09121
             Fort Swampy, LA 12345

4.  Block 2 of the DD Form 2624 – This is the address of your unit, remember to include a complete telephone number. You can only enter three lines of information.  Soldiers deployed to Afghanistan, Iraq, Kuwait, or Quarter will enter a POCs name (normally the Commander), telephone number and AKO e-mail address.  See examples below:

Normal DD Form 2624  


Deployed in support of GWOT DD Form 2624
HHC 2/16 INF





POC: CPT James Snuffy
Bldg 9277 Warrior Ave, Fort Swampy, LA 12345

DSN: 555-555-5555
Comm: (123)-555-1234




james.snuffy@us.army.mil 
5.  Collection Date - This is set to today’s date, but can be changed to another day; this allows you to print your documents a day or two ahead of time.

6.  Starting Batch Number – Batch numbers start at 0001 for each day.  If you selected personnel for a random test and then selected personnel for a rehabilitation test you would need to change the batch number of the Rehabilitation test (RO) to the next number.  Example: If you selected 26 personnel on your random test, then when you print your DD Forms 2624 you would have three batches, batch 0001 would have 12 Soldiers, batch 0002 would have 12 Soldiers, and batch 0003 would have 2 Soldiers.  Now you have to select 3 Soldiers for RO testing, you must change the starting batch number to 0004.

7.  Group by Gender – although not necessary to print males and females on separate forms, some UPLs find it easier to run the test having them separated.  Check the box to separate males and females.
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Step 6- Print Test Products
Select the products to print, at a minimum you must print the Testing Register, DD Form 2624 (both Sides on the same sheet of paper head to Head) and the Labels.  
When you are finish click on the <Print> button.  Each product that you have selected will be previewed and may be sent to the printer from the preview screen.  Before bottle labels are printed, a dialog will appear asking you for a location at which to print the first label.

NOTE:  If the DD Form 2624 is not printed head to head then reprint the DD Forms 2624.  If you print the forms out wrong (head to foot) and have to blacken out a barcode it will interfere with reading the chain of custody on the back side of the DD Form 2624.  

Once all products have been printed, click the <Close> button to finish.  This will close the program and all information will be lost.  To select another test, return to Step 1.

Click here to remove original header information





You may only enter three lines of information.  After entering a line, hit enter to start the next line.


You will only be able to see a portion of your actual entries.  These are the entries from this DD Form 2624:





Block 1:


Camp Swampy ASAP


Bldg 1234 Swamp Rat road


Camp Swampy, AL 12345





Block 2:


1/16th INF


Iraq, APO, AE 09372


jay.smith@us.army.mil DSN:555-5555








