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Definitions

e Dashboard: This webpage is where you are navigated after logging on and selecting
the “Home” button. It contains a welcome message with a list of your current plans.

e Plan: Inthe Anti-D&A Tool “plan” refers to the series of questions pertaining to your
system’s Anti-D&A program that are ultimately used to populate your Anti-D&A
Plan. To develop a new Anti-D&A Plan, start from the Dashboard and select “Add
New Plan”

e Operator: In the Anti-D&A Tool, the entity for which the plan is being developed is
the “Operator.” Your DOT OPID is what ties your SIF subscription to the Anti-D&A
Tool with your login to the tool itself.

e Guidance Text: Blue text in the Anti-DA Tool that guides the user on what to do in
that step, page or tab.
e Implementation: One of the first steps in a Plan. Users answer multiple choice

questions pertaining to the system’s Drug Testing, Employee Assistance Program
(EAP), and Alcohol Testing.

e Responsible Parties: Second step in a Plan. Users provide contact information for
the various parties associated with the D&A policies and testing.

e System Employees: Third Step in a Plan. Users provide titles or descriptors for

Training Supervisors and Positions with titles are entered on this step.

e Finalize Plan: The final step in a Plan. Users will provide a Plan Version History and
Generate a Word or PDF document. The most recent entry in Plan Versions will be
implemented in a Plan’s printed document.
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Logging In

1. Visitsifaccess.rcp.com and fill out the fields for first name, last name, DOT OPID

and email address to request access to the Anti-DA tool. You will receive an email
verifying your active subscription to the tool. Note: If it has been longer than 30 days
since your last login to the Anti-DA tool (or SHRIMP tool), you will need to fill out the
form again at sifaccess.rcp.com to request a new user token.

a. Ifthisisyour first time using the Anti-DA tool, you will receive two emails.
One email will help you create your username and password, and the
second email will be an invitation to proceed to the Anti-DA tool.

b. Please note that if you are a SHRIMP user, you will use those same
credentials to log in to the Anti-DA tool. You do not need to create a
separate password.

2. Visitthe ‘Invite’ link that was provided to you via email after requesting access. Fill
out your Email and Password then select the blue Sign In button to continue.
Task@p

Email address or username

Operator@Email com

Password

I forgot my password

Not a Quickbase user? Create a log-in.

© 2026 Quickbase, Inc. All rights reserved. Terms | Privacy

3. You’'ll be taken to your Dashboard. If you are a user of both the Anti-DA and SHRIMP
tools, you will be presented with the choice of which tool to visit. Please select Anti-
DA Tool.

App Last visited .

@ Anti-DA Tool Feb 19, 2026

@ SHRIMP Feb 19, 2026
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Starting a New Plan

1. Fromyour Dashboard, select the Blue Button that says, “Add New Plan.”

Main

Add New Plan D&A Plans

Welcome to D&A Tool

Guidance

Note: For More Information please review:

1. The D&A Tool User Guide
2. The Changelog for tool fixes and enhancements

To the right is a list of Plans that you have performed or are currently working on.
In the Plans list to the right, choose the action you wish to perform on that plan by clicking one of the buttons:

1. Manage: Choose this to review, correct, or revise the Plan.

If you want to view all of your completed plans, click the "D&A Plans” butten.

If you want to begin a new fresh Plan, click the "Add New Plan" button.

© 2012-2026 APGA Security and Integrity Contact Us
Foundation Privacy Policy
201 Massachusetts Avenue, NE, Suite C-4,
Washinaton DC 20002
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2. You will be taken to a new page. That page will ask you to fill out two things: which
operator you would like to develop an Anti-D&A Plan for and the Plan Year for your
document.

Note: Most individual system users will only have one option for the “Operator
Name”. Those with access to multiple operator systems will see several systems
listed in this dropdown box.

~ Action

Complete Your D&A Plan

« 1 Select "Add New Plan” from the Home Page (you just did that)

« 2. Input your Operator Name below

» 3.Select the Plan Year from the drop down below

« 4 Click “Start” that appears where “Select an Operator™ was.

* 5. The page will take you to the Home Page (where you just came from).
* 6. Select “Manage” (blue button) next to your newly created plan.

» 7. Click Start/ Revise to continue working on your plan

Need help? Contact support!

Operator Name DOTID

Search and select Q| v

Plan Year

Select one Qv

Please, select an Operator \

a. Once these two fields have been completed, a “Start” button will appear, as

shown below:

v Action

Complete Your D&A Plan

* 1. Select "Add New Plan” from the Home Page (you just did that)

« 2. Input your Operator Name below

« 3. Select the Plan Year from the drop down below

s 4 Click “Start” that appears where “Select an Operator” was.

+ 5 The page will take you to the Home Page (where you just came from).
* 6. Select “Manage” (blue button) next to your newly created plan.

« 7. Click Start / Revise to continue working on your plan

Need help? Contact support!

Operator Name: = DOTID

ABC Energy X | v 12345

Plan Year

2026 X
Start
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3. Click the blue “Start” button to begin, as seen in the above image. You will be taken

back to your Dashboard with your new Plan being displayed. Newest Plans are

always at the top of this Plans Report. See below.

Main
Welcome to D&A Tool My Current Plans
Guidance

Note: For More Information please review:

ABC Energy

Plan Year | Maximum

Maximum Plan
Version Date

1. The D&A Tool User Guide

2. The Changelog for tool fixes and enhancements Manage

To the right is a list of Plans that you have performed or are currently working on Manage
In the Plans list to the right, choose the action you wish to perform on that plan by clicking one of the buttons: o
anage

1. Manage: Choose this to review, correct, or revise the Plan.
Manage

If you want to view all of your completed plans, click the "D&A Plans" button.

Manage
If you want to begin a new fresh Plan, click the "Add New Plan" button.

© 2012-2026 APGA Security and Integrity Contact Us
Foundation Privacy Policy
201 Massachusetts Avenue, NE. Suite C-4.
Washinaton DC 20002

ABC Energy

ABC Energy

ABC Energy

ABC Energy

ABC Energy

2025

2026

2025

2024

2021

12-10-2025

11-07-2024

4. This concludes, “Starting a New Plan.” Please see “Managing Plans” for a deeper

tutorial on plan editing, answering questions in Plans, and printing plan Documents.
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Managing Plans

1. Fromyour Dashboard, find your desired plan from the “My Current Plans” report on
the right, then select the blue “Manage” button.

Main
Add New Plan D&A Plans
Welcome to D&A Tool My Current Plans
Maximum | Maximum Plan
Plan Version Date
Guidance Version

Note: For More Information please review: ABC Energy

1 The D&A Tool User Guide ABC Energy 12-10-2025
X Manage
2. The Changelog for tool fixes and enhancements -
To the rightis a list of Plans that you have performed or are currently working on. ABC Energy
In the Plans list to the right, choose the action you wish to perform on that plan by clicking one of the buttons: ABC Energy
1. Manage: Choose this to review, correct, or revise the Plan.
ABC Energy 11-07-2024
anage
If you want to view all of your completed plans, click the "D&A Plans" button ABC Energy

If you want to begin a new fresh Plan, click the "Add New Plan" button.

2. You’ll be taken to a familiar page: the very same page where you Started a New
Plan. This time, you’ll notice that blue button now says, “Resume.” Click "Resume’

to take the first step into a Plan.

~ Action

Complete Your D&A Plan

+ 1 Select “Add New Plan” from the Home Page (you just did that)

* 2 Input your Operator Name below

* 3. Select the Plan Year from the drop down below

o 4. Click “Start” that appears where “Select an Operator” was.

* 5. The page will take you to the Home Page (where you just came from).
+ 6. Select “Manage” (blue button) next to your newly created plan.

« 7.Click Start/ Revise to continue working on your plan.

Need help? Contact support!

Operator Name DOTID
ABC Energy X | v | 12345
Plan Year

2026 / X | v
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3. Each Stepinaplanis required to be complete prior to moving to the next step. To
showecase this, please see the Implementation question sections in this first step,
below.

Plans
R 0 A oy semns  EGRPlan#5S Nextstep © IR IR RIS

Guidance:

Select the answer that best correlates to your Operator's policy on the topic.

If requested, please paste in your company's polic

v

Random Drug Test Frequency

v

Reasonable Cause - Drug Testing

v

Employee Assistance Program (EAP)

v

Reasonable Suspicion - Alcohol Testing

v

Specimen Type Used for DOT Drug Testing

v

Employee Rehabilitation Policy

v

Refusal To Submit
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4. Onceyou have completed the Implementation section, the next step (Responsible
Parties) will be accessible to you for completion.

1

Implementation Responsible Parties

Retumn to Overview

Guidance:

Select the answer that best correlates to your Operator's policy on the topic.

If requested, please paste in your company's policy.

~ Random Drug Test Frequency

How often is your system conducting unannounced random drug tests under this plan?

Guidance Note: These tests should be random and spread reasonably throughout the calendar year.

Random Drug Test Frequency
o Quarterly
Biannually

Triannually

~ Reasonable Cause - Drug Testing

How many employees and supervisors covered by this plan are subject to drug testing due to reasonable cause?

Guidance Note: If your system has only one supervisor, that individual must be trained in detecting possible drug use symptoms to substantiate the decision to
test for reasonable cause. If your system has 2 or more supervisors, the decision to test must be substantiated and agreed upon by two supervisors. At least,

— Anti-Drug and Alcohol Development Plan Tool Users’ Guide
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5. The Responsible Parties section will have a guidance text at the top, followed by a
series of “Completed” checkboxes. Below that, you’ll notice a “Requirement
Control Panel,” which you can turn on and off depending on whether your Plans
need to have that section. When you ‘un-require’ a section (i.e., uncheck the box
next to the section), you’ll notice that the corresponding Completed checkbox will
automatically check above. Once all completed checkboxes are true, from un-

requiring or having properly filled out that section’s fields, the next step will unlock.

© ©) ()

Implementation Responsible Parties System Employees 4 Preview / Finalize Plan

Return to Overview

Click Return to Overview anytime to return to the Start/Revise page.

In the Requirement Control Panel section below, use the checkboxes to toggle whether a section is required.
Set it to True to require the section (on by default), or False to bypass it

The checkboxes below this guidance text shows which sections that have been completed.

Completed
v Breath Alcohol Technician Section + | Certified Laboratory Section + | Collection Site Section | Designated Employer Representative Section
v| Employee Assistance Program Services +| Medical Review Officer Section +| Screen Test Technician Section + | Substance Abuse Professional Section
Section
+ Name and Manufacturer of Random Number Generator Section + | Oral Fluid Drug Test Technician Section
. y
— Anti-Drug and Alcohol Development Plan Tool Users’ Guide
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6. Forthe next step, two steps open at once: System Employees and Preview / Finalize
Plan. Both steps open because you may not have any entry for System Employees.
For this next step, we’ll focus on System Employees. System Employees will ask
that you “Add” as many Training Supervisors and/or Positions as necessary. For
each, you’ll notice a button above each Table Report. Once completed, go to the
next step.

3

Implementation Responsible Parties System Employees Preview / Finalize Plan

~ Training Supervisors

This is for Table 3.1 Training Supervisors

Add Training Supervisor

Search records Y ° New Training Supervisor Ij .£ Z

No records found

7. Preview/ Finalize Plan step is your final step. Here, you’ll do two things:
a. Enteryour Plan Version History

~ Plan Version History

| Add Plan Version History |

Search records

Y
e N - N

SiF Anti-Drug and Alcohol Development Plan Tool Users’ Guide
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b. Generate your document (Word or PDF) by clicking the corresponding
button.

» Document Actions

Generate Word Document

» Documents

Search records Y

Document Date Created -
File

c. Whenyou click on Generate Word Document or Generate PDF Document, a
window will appear. Please allow this window to generate your document
and then display a message. On a successful document generation, this
window will display “Process Complete: # Documents Created: 1”. When this
message appears, please close the window. Your Preview/Finalize Plan page
will refresh, and your document will be accessible in the documents table.

SiF Anti-Drug and Alcohol Development Plan Tool Users’ Guide
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+ Document Actions

Generate Word Document Generate PDF Document

~ Documents

Search records Y
. Document File Date Created
ABC Energy_02-09-2026_55.docx 02-09-2026 03:51 PM

Delete

This concludes Managing and Completing Plans. For more details, see the following steps:
Training Supervisors, Positions, and Plan Version History.
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Adding Training Supervisors
1. In step 3 of your plan, please find the “Add Training Supervisor” button.

~ Training Supervisors

This is for Table 3.1 Training Supervisors

Add Training Supervisor

Search records hd @ New Training Supervisor B 4+ 2

No records found

2. You’'ll be taken to another page where you’ll fill out three fields: Supervisor Name,
Position Title, and Training Method.

Training Supervisors . ) —
o E Reports» | Seftings Add Training Supervisor Cancel =
Plan Details
Operator
ABC Energy
Supervisor
Supervisor Name Position Title

Training Method

SiF Anti-Drug and Alcohol Development Plan Tool Users’ Guide 15
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3. Onceyou are satisfied with your entry, please find the blue “Save” button at the top
of the page. You’ll be returned to the plan where your new entry will be displayed in

a table of Training Supervisors.

Training Supervisors - N o
Plan Details
Operator
ABC Energy
Supervisor

Supervisor Name Position Title

Training Method

v Training Supervisors

This is for Table 3.1 Training Supervisors

Add Training Supervisor

Search records Y © New Training Supervisor | 3 & (2
m i [reining Heted
Test Person OSHA Coordinator This is a training Method

This concludes Adding Training Supervisors. Please find more information on other topics,
such as adding Positions and Plan Versions below.
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Adding Positions

1. On step 3, at the bottom half of the page, please find the Positions section. To add a
position, please click the “Add Position” button.

~ Positions

This section is for Appendix A, Table A.1 Job Classification / Titles

Add Position

Search records Y © Newpositon | B L[4

Classification / Title Number of <
Covered
Positions:

No records found

2. You will be taken to the page where you can add a Position. There are two fields:
Classification / Title and Number of Covered Positions.

., Positions . —
il ) Repors s | Settings Add Position Cancel e =

PLAN DETAILS

Operator Name

Position
SiF Anti-Drug and Alcohol Development Plan Tool Users’ Guide
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1. Next, simply save using the blue “Save” button at the top. You’ll be taken
back to the Plan. Your new Position will be displayed in the table, under the
“Add” button.

.~ Positions .
] 0% Reportsy | Settings Add Position @ Cancel

flt

PLAN DETAILS

Operator Name
ABC Energy

Position

Classification / Title Number of Covered Positions

~ Positions

This section is for Appendix A, Table A.1 Job Classification / Titles

Add Position
Search records Y @ nNewPositon | B b 2
(] Classification / Title Number of
Covered
Positions
A new Position 1

This concludes Adding a Position. Please find more details about managing plans in Adding
Plan Versions.
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Adding Plan Versions

1. Onthe Preview / Finalize Plan step, please find the Plan Version History section.
2. To Add a new Plan Version, click the blue button with, “Add Plan Version History.”

~ Plan Version History

Add Plan Version History

Search records

Y
S e I S N

3. You’ll be taken to the Plan Version page, where you can fill out the details. Click the
blue “Save” at the top when finished.

flt

Plan Version Notes

~ Plan Version

Plan Version Program Version Notes

Date

Ht

Add Plan Version Note ancel

~ ye) Plan Version Notes
Reports » | Settings

~ Plan Version

Plan Version Program Version Notes

Date

4. After saving, you’ll return to the page you were just at, when you clicked the “Add
Version History” button.

SiF Anti-Drug and Alcohol Development Plan Tool Users’ Guide 19
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5. You’ll notice that there are two updates to this step:

a. YourPlan Version will be displayed in a list table, just under the “Add Plan

Version History” button.

~ Plan Version History

Add Plan Version History

Search records Y

1.5 1.0

02:09-2026  Taylor, Blake

Here are some notes about his plan. @

b. Lastly, your most recent Plan Version entry will update that Plan’s
Information in the “Plan Information” section. This information will be used

in your plan’s document and back on the Dashboard.

~ Plan Information

To fill in this section, please add a ‘Plan Version History record below. The latest entry will be shown
here.

Notes

Effective Date

02-09-2026
Plan Version Program Version
15 10

Add New Plan D&A Plans

Welcome to D&A Tool

Guidance

Note: For More Information please review:

1. The D&A Tool User Guide
2. The Changelog for tool fixes and enhancements

To the right is a list of Plans that you have performed or are currently working on

In the Plans list to the right, choose the action you wish to perform on that plan by clicking one of the buttons:

1. Manage: Choose this to review, correct, or revise the Plan

If you want to view all of your completed plans, click the "D&A Plans” button.

If you want to begin a new fresh Plan, click the "Add New Plan" button.

g

© 2026 APGA Security and
All rights

Here are some notes about his plan.

My Current Plans

Current Plan
Version Date

Plan Year

Manage ABCEnergy 2026 15 02-09-2026

Manage ABCEnergy 2025 101 12-10-2025

Manage ABCEnergy 2026

Manage ABCEnergy 2025

Manage ABCEnergy 2024 3 11-07-2024

ABCEnergy 2021

Manage
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This concludes Adding Plan Versions.

If you have any additional questions about the Anti-DA Tool, please email
appsupport@apgasif.org.
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