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Disclaimer — External Documents note to reader

The BAC or BrAC readings obtained by correct use of this device is only considered accurate at the time of
testing. Great care has been taken to ensure the accuracy of each reading.
Neither the manufacturer, the distributor, nor the owner accepts liability or responsibility due to any action
or claim arising from the reading produced by this device, whether used correctly or incorrectly.
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1 Introduction

Alcolizer Technology is the largest supplier of alcohol instruments to Australian law
enforcement and industry. Over 20 million tests are conducted annually using our Australian
made alcohol breath testing equipment.

The Alcolizer AlcoCONNECT™ Data Management (AlcoCONNECT) system combines
Alcolizer’s innovative testing technology with state-of-the-art business solutions. It is the
ideal tool for Safety and Business Managers seeking real time, analysed test results from
across your business.

Our Alcolizer AlcoCONNECT Dashboard of results gives an easy to review analysis of your
test data by number of tests, site location, time of day, test results and employee details.

OnSite Testing Full Test Mode, Alcohol and Drug tests are listed separately, and tests can be
viewed by sites or devices. Drill down into data on the Dashboard for instant access to the
original alcohol, drug screen and confirmatory toxicology results.

MIlcoCONNECT -

live

” e
ol
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2 Features
e Secure cloud-based test results storage

e Dashboard user interface for at-a-glance results accessibility and database creation

e Automatic service and technical issues alerts delivered directly to Alcolizer
¢ Customised messaging on wall mount screens

¢ Instant access from anywhere in the world
e Remote monitoring

e Real time alerts

3 Setting Up AlcoCONNECT for Your Company

Contact your sales representative to receive a copy of the form required to set up your
company in AlcoCONNECT.

1. All companies should have at least 2 authorised company contacts. Security is
paramount and Alcolizer will only make changes with the approval of an authorised
company contact. These are set on the company profile page. Authorised company
contacts should be setup with a Customer Contact login.

2. Once your Customer Contact login(s) are set up, they can login and manage company
details, users, sites, staff and devices.

3. Alcolizer will assign devices to your company. These should then be assigned to the
correct site. Customer Contact users will be sent an email when a new device is added to
their AlcoCONNECT setup.

4 Accessing AlcoCONNECT

AlcoCONNECT is accessible at https://cloud.alcolizer.com .

Accessing AlcoCONNECT requires an email address, password, and 2-factor authentication
to login.

4.1 |Initial User Account Setup
When your account is setup, you will receive an email that contains a link to set your
password. Follow the link to set your new password.

Set Password

Email joe bloaas@acme.com.au
The password must be between & and 32 characters and include at least one of each of these characters:
* |owercase
* uppercase

* number
e special: ([@#85%A&* (\-_=+{};, <)
New Password ®
Password Confirmation ®
Document status: ISSUED Page 6 of 38 Version: 15
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This email will have information on how to set up your two-factor authentication as well if
you are using the preferred method of authenticator app.

4.2 LogginglIn
e Enter your email address and password and click the ‘Sign-In’ button.
e Enter your two-factor authentication code.

@i — — —

v Signin
Email address georgia@alcolizer.com
Password ~ sesesess
Sign-in
» Forgotten your Password?
If you have any problems please contact Customer Service on 1300 789 908.

4.3  Login Lockout

In the event you enter your credentials wrong five times in a row, your access to
AlcoCONNECT will be locked. You will need to reset your password using the instructions in
the Reset Password section.

‘ Incorrect user D or Password. Please try again. You have 2 attempts left.

Ema email@alcolizer.com B

Sign-in

» Forgotten your Password?

If you have any problems please contact Customer Service on 1300 783 308.

If you see the ‘Please contact Customer Service’ message shown below, your IP (Internet
Protocol) address has been blocked. This is because the email address you attempted to
login with was not registered with AlcoCONNECT. This will likely affect other people in your
office as well. An authorised company contact should email Alcolizer Customer Service the
email addresses/people who had trouble logging in if known.
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Sign-in

Please contact Customer Service on 1300 789 308 if you need help logging in.

4.4 Reset Password

e If you forget your password, you can reset it by clicking on the ‘Forgotten your
Password’ section from the login screen. Enter your email address and the displayed
Captcha code and you will be emailed a link to reset your password.

e If you are unable to reset your password, ask the person who manages your
company’s AlcoCONNECT portal to reset it for you.

o Your new password will be emailed to you. When you login, you will be
required to change this password for security reasons.

~ Forgotten your Password?
Enter your email and click reset and you will be emailed a link to reset your password.
Emai
Captcha Verification Type the characters you see in the picture below.
08 MKW
Generate a new code
Enter Captcha Code
Reseat

e Follow the link in the email and enter a new password.

Reset Password

Email joebloggs@acme.com.au

The password must be between 8 and 32 characters and include at least one of each of these characters:

» |owercase

* uppercase

» number

* special: [[@E5%ARF(N-_=+{};. <=~
Mew Password ®
Password Confirmation ®

4.5 Two factor Authentication

AlcoCONNECT requires you to use two factor authentication to login. Using an
Authenticator app is the preferred two factor authentication method. It is more secure and
is never impacted by mobile network connectivity.
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4.5.1 Authenticator App
If you do not already have an authenticator app installed on your smart device, install one of
the apps listed below:

e Google Authenticator
o https://play.google.com/store/apps/details?id=com.google.android.apps.authenticator2&hl=en_AU
o https://itunes.apple.com/au/app/google-authenticator/id388497605?mt=8

e Microsoft Authenticator
o https://play.google.com/store/apps/details?id=com.azure.authenticator&hl=en_AU
o https://apps.apple.com/us/app/microsoft-authenticator/id983156458
o https://www.microsoft.com/en-us/security/mobile-authenticator-app

In your initial setup email, there will be a QR Code link. Open this link and scan the QR code
in your chosen authenticator app. If you can’t find your QR code, ask whoever manages
your company’s AlcoCONNECT portal to send it to you again.

After you have entered your username and password on the AlIcoCONNECT login screen,
enter the AlcoCONNECT _Live code that is shown in your authenticator app. This codes
changes regularly as the code is based on the current time.

Because of this, your smart device time must be accurate. You will need to make sure that
your date and time is set to use the date and time provided by your network. You can
normally find this in Settings -> General -> Date & Time on your smart device.

4.5.1.1 Authenticator App Troubleshooting
If you are having trouble using an authenticator app, follow these steps:

e Make sure you are entering the code for AlcoCONNECT _Live.

e Check that your smart device is set to use the date and time provided by your
network. Codes are generated from the time on your device and if it is not accurate,
the codes will be wrong. It is often under Settings -> General -> Date/Time. If you
can’t find where to set it, then search the internet to find out how to set this for your
device.

Document status: ISSUED Page 9 of 38 Version: 15
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e Delete the entry in your authenticator app and ask whoever manages AlcoCONNECT
in your company to resend your QR Code. Scan the QR code again.
e Try a different authenticator app.

452 SMS

If your company policy does not allow you to install an authenticator app, then you can
request to use SMS. Authenticator apps are generally considered more secure that SMS
two factor authentication. SMS is not an option for New Zealand due to the requirement to
have a short code to be able to send SMS.

4.5.2.1 SMS Authentication Troubleshooting

Sometimes there can be a delay in sending/receiving SMS. This is one of the reasons why
the authenticator app is the preferred method. This is most often out of the control of
Alcolizer, E.G. if a mobile network (Optus, Telstra) is having a problem that leads to a delay
in forwarding on SMS.

If you are having trouble receiving SMS authentication, follow these steps:
e Check if others in your company are also having delays in receiving SMS. There could
be a mobile network issue.
e Ask whoever manages AlcoCONNECT in your company to check your mobile number
in AlcoCONNECT.
e Consider changing to use the authenticator app.

4.5.3 Two Factor Authentication Verification

If you enter your two Factor Authentication code wrong too many times, you will be
required to also enter a captcha code. This is a security feature that protects your data.
You must get both codes correct before you will be able to complete logging in to
AlcoCONNECT. You can ignore the case of the letters and enter everything in lowercase
letters.

~ Sign-in

Email joe.bloggs@alcolizer.com

Password . aesasaeeas

Captcha Verification Type the characters you see in the picture below.

M\w Generate a new code
|E"ter Captcha Code
891240 Verify
Document status: ISSUED Page 10 of 38 Version: 15
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5 General Layout
The layout of all the AlcoCONNECT reports are very similar. This section provides an
overview of how to navigate around AlcoCONNECT and use the reports.

5.1 AlcoCONNECT Menu
The AlcoCONNECT Menu is always shown at the top of the screen when you are logged
in. The items listed in your menu change based on your user type. This user guide
displays the menu a Customer Manager user will see.

Dashboard ~ Sites  Staff

5.1 Filtering
e Results can be filtered by selection. If you can filter a report, you will see drop down
lists, radio buttons and/or check boxes below the page title. Selecting an item from
the filtering options will update the list of results.

Dashboard Users Company Sites Staff Products Account  Support  Sign out

Staff Activity Report Export

4 All Staff Sites. v All Job Titles v Date  25/09/2024

5.2 Searching
e Alist of results can sometimes be filtered by searching. The search box is shown next
to other filtering selections.
e The list of results will update as you type. There is no need to click any on buttons or
press enter.

Dashboard ~ Sites  Staff Reports Account Support  Sign out

Products

7 | Select Machine v || Search Q Set Configuration

5.3 Sorting
e If a column can be sorted, then arrows will be shown next to the column title.
e One arrow will be highlighted to show how the list is currently ordered.
e Clicking on a sortable column heading will change the ordering of the results.

5.4 Pages of Data
e Large numbers of rows are broken into pages. You can move through pages of
results by clicking the arrows or numbers at the bottom left of the results table.
e At the bottom right of the results table is information on how many pages and rows

there are.
Alcolizer HQ Brisbans W4 1327:17 0.000 g/100mL 22750064
Alcolizer HQ Brisbane Whd 1z42:18 0.000 g/100mL 22750064
Aleolizer HO, Brishans wna 14:48:39 0.000 g/100mL 22750064
1 2 5 a Page 1of 425 (3487 rows)
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5.1 Change Log

e Arecord is kept of most changes made in AlcoCONNECT. It shows what was
changed, what it was changed from and to, who made the change and what date

they made the change.

e Arecord of who created the initial record is also stored.
e This feature is being introduced gradually, so some actions are not recorded in the
on-screen log yet.

Column

old value

1300 789 908

Who

AICOCONNECT Admin (T)

15/06/2023

Page 10f 1 (1 row)

6 Dashboard

When you first log into AlcoCONNECT or click on the AlcoCONNECT logo, you will see your

Dashboard.

6.1  Activity Dashboard

The Activity Dashboard provides instant access to key information as a series of graphs
and summaries. Dashboard graphs can be filtered by site and/or product, and date

range.

6.1.1 Alcolizer Graphs
The Alcolizer graphs provides summaries of test data logged by breath testing devices. This
includes wall mounted devices and testing completed using the quick test mode in the

OnSite Testing app.

There are three (3) graphs provided.

*  Number — the number of tests by month, grouped by Site.

* Time —the number of tests and time of testing.

» Exception —the number of exception test results by month grouped by Site. An
exception is a breath test result where the received test result was above the

company’s cut off limit at the time it was received.

Activity Dashboard

Al Products

Alcolizer

Number

v From: 130272018 To: 13/042018

Time

N

Exception

Refresh
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Click on a graph column, to see the activity list for more detail.

Activities

Ewpot | Back

To 15062023

Clicking on an entry in the Activity List will open the Reading screen where you can view the

details of the test and image of the employee. Images will only be available if your machine
has a camera installed.

Activity Record Back

The breath test result as it was displayed Machine Identification

Result 0.000 g/100mL BAC Seclal Number 90123456

Date and Time 25-10-2017 14:19:31 Product WM4 Balcatta

Log Record 1D 9439 Description Balcatta
Assembly Code AS-00003.04

Staff Software Version 3121

Stal 1D 1248

Name Jan Bloggs

Job Title Driver

Phane 1300 789 908

6.1.2 Druglizer Graphs

NOTE: most companies use the OnSite Testing app when using an LE5 Druglizer. So, this
section is not relevant to most companies. Refer to OnSite Testing Graphs below if you
are using the OnSite Testing app.

The Druglizer graphs provide summaries of readings data logged by Druglizer devices.

There are three (3) graphs provided which are in the same format as the Alcolizer Graphs
described above. Clicking on the Number and Exception graph column will open the
Druglizer Activity List, similar to how Alcolizer Graphs operate.

Document status: ISSUED Page 13 of 38 Version: 15
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6.1.3 OnSite Testing Graphs
The OnSite Testing graphs provide summaries of readings data logged from the Full Test
mode in the OnSite Testing app. There are three (3) graphs provided.
* Number — the number of tests by month, grouped by Site.
» Time —the number of tests and time of testing.
* Exception — the number of exception test results by month grouped by Site. An
exception can be an unconfirmed drug test result or positive breath test.

OnSiteTesting

Number Time Exception

Number of test:
El El
Number of tests
= o
ption test:
-
»

\"I

Dac 2018 012345678 3101112131415161718192021 222324 Nou 2018
Month Hour of day Month

Click on a graph column to see the activity list for more detail.

Activities Export Back

7 Negative B Unconfirmed From = 27/03/2023 | To | 31/03/2023
T S T T T Sy T
27/03/2023 Alcolizer HO Perth John Smith Diriver 27/03/2004 Hegative

27/03/2023 Alcolizer HO Perth November Tester 27/03/2016 Megative

Clicking on an entry in the activity list will open the Activities screen where you can view the
details of the test.
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6.2 Map Dashboard
The Map Dashboard is accessible from the Dashboard Menu.

The Map Dashboard provides summaries of readings data mapped to location and broken
down by result categories of Zero, At Risk and Exception. This dashboard does not include
any testing completed in the Full Test mode in the OnSite Testing app.

There are three (3) graphs:
* Number (Pie Chart) — the number of readings in each result category.
» Time (Bar Chart) — the number of readings in each result category by time taken.
* Map —the number of readings in each result category mapped to location.

Map Dashboard
£ All Products v | From: 13/02/2018  To: 13/04/2018 ¥l Zero/Negative ¥ At Risk ¥ Exception/Unconfirmed Refresh
Mlcolizer
Gnangara N G
: . umber
Ma Satellite ¥ i
F_) . Pearsall ke
Kallaroo S Exception
Woodvale Wangars e “‘
At Risk At Risk
o tRi
(6] @ M Exception
Hillarys Padbury Kingsley Madalay Lanasaaie
adeley
@ (o
Sorrento Marangaroo
Duncraig
= 3 . Girrawheen 9
Warwick Ballaju
204]
Carine Hamarsley Zero
2] 38
hiBSas Balga Malaga 2
North Beach @ 5) Mirrabooka ¢ Time
U
15
@ Karrinywp @ galcatta Noranda
{76) Nollamara
D Dianella D 10
Scarborough - £
Osborne Park Yokine M °
it U
@ o o ©
) D (5] Ingle + 1
m Hyde Park L4 00 02 04 06 08 10 12 14 16 18 20 22
City Beach o L Zero AtRisk [l Exception
orea ritanh @ —
Google (7] Map data €2018 Hngls | Terms of UJE). RAIS 2 map ewor

The report can be restricted to mapping only selected categories E.G. Exception. You can
click on the pie graph and map to click through to the activity list for more details.

6.3  OnSite Testing Dashboard
This dashboard only appears under the Dashboard menu if you are performing your own
Drug & Alcohol testing with the OnSite Testing app using the Full Test mode.

The OnSite Testing Dashboard allows you to record the result of any laboratory testing of
samples and view any incomplete forms to find out why they have not been fully accepted
by AlcoCONNECT.
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6.3.1 Laboratory Testing

If an unconfirmed drug test results is sent to a laboratory for confirmation testing, then a
PDF of the laboratory test results can be uploaded and linked to the test record.

Click on a row in the Laboratory Test Report section.

OnSite Testing Dashboard

Al SRes -

Laboratory Test Report

foncr Name.

Alcolizer Q. Qhd Sales Deme I 20d_ofd_form Tange 0200317
i

This will open a form to save the laboratory test and record the result.
Enter any comments if required.

Change the date if required. This is set to today’s date by default.
Choose a result from the drop-down list.

If desired, you can upload a PDF of the laboratory results.

Click on Save if the record is not finalised.

Click on Approve to finalise the report.

oukwnNeE

Laboratory Test Report (Mot Approved)

QA Comments

Approve Save Back Mext

Date 2700712023
Company Alcolizer HQ
Site QJd Sales Demo
Donor Mame Tango
. ; Q-*-D
Date Of Birth 17/03/2020

Confirmation Results

Drug Clss wesort
AMP Waiting For Conﬁrmaqo\n v

} Negative 143
Lab Test Results PDF; {none]  Upload new: | Choose R Mot Tested

Pasitive

‘Wailing For Confirmation

6.3.2 Incomplete Testing Session
If the testing session is unable to sync from the OnSite Testing app to AlcoCONNECT, but
does not appear on this dashboard then check the following:
e Technician initials in the OnSite Testing app
o These must match the technician initials that appear in AlcoCONNECT.
o Login and click on Account and look for ‘OnSite Testing Technician Initials’.
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o If you cannot see any, you are not authorised to use the OnSite Testing app.
Ask whoever manages your company’s AlcoCONNECT portal and they can get
an Authorised Company Contact to request this from Alcolizer.
e Company Name.
o The company name must match exactly what is in AlcoCONNECT.
o Check with the person who manages AlcoCONNECT for your company.
e Site Name.
o The site name must match exactly what is in AlcoCONNECT and the user must
have access to that site.

A testing session will appear here if it is incomplete and unable to be completely synced to
AlcoCONNECT.

Incomplete Forms

T S T L R T
No No No NFX 3

Alcolizer HO, Perth Summary 30-12-2019

OFD Unconfirmed Movember 23-12-2019

Click on each row and at the top of the form a list of any issues with the form will be
displayed. Each of these must be completed in the OnSite Testing app before the form will
be accepted as complete by AlcoCONNECT.

Dashboard Users Company

Oral Fluid And Alcohol Drug Screening (Incomplete)

The form needs to be completed in the app. Check the following:
The donors declaration date is not set yet
The donor has not signed the declaration form.
The certifying date is not set yet
The technician signature is missing
Back

Drug and Alcohol onsite testing is conducted in accordance with Standard - AS4760:2019 and AS3547:2015

7 Company

Access to the companies section is restricted to Customer Contact and Customer Admin
user logins. Customer Contact users can adjust all details related to your company profile
except for company name. Contact Alcolizer Customer Service to receive a copy of the
form required to modify these details in AlcoCONNECT. This form must be approved by one
of your company’s Authorised Company Contacts and proof of company change of name
must also be emailed.
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7.1  Authorised Company Contacts

Authorised Company Contacts are the people who are allowed to request Alcolizer to make
a change to your AlcoCONNECT portal in an email. Alcolizer recommends having at least
two Authorised Company Contacts in case one person is away.

e |f you add someone to the Authorised Company Contacts list, Alcolizer recommends
that you also set them up as a Customer Contact user. This gives them the
permission they require to maintain your AlcoCONNECT setup.

e If you remove someone from the Authorised Company Contacts list, consider
whether you should set the user to inactive or downgrade their access. If they are
left as a Customer Contact user, they can login and add themselves back to the
Authorised Company Contact list.

7.2  Alert Recipient Emails

When an exception is received, all emails in the highlighted sections on the company profile
are sent the alert email.

Address line 2 Alert recipient email 1
Authorised Company Contacts Nigel Burr Alert recipient email 2
Phone 1300 789 908 Alert recipient email 3
Fax Alert recipient email 4
Mobile Alert recipient email 5

Email

An exception can be:
e abreath test result where the received test result was above the company’s cut
off limit
e anunconfirmed drug test result or positive breath test — for self AOD testing only

NOTE: if you are using Alcolizer to perform your Alcohol and Other Drug (AOD) testing, you
will not be automatically emailed but will instead be advised by our AOD team as per your
specified ‘process for unconfirmed’ instructions.

7.3 Send A Test Alert Email

Click on the Test email button and an email will be sent to the company contact email
address and all alert recipient emails. This simulates an exception email.

8 Users
Users are people who can login to the AlcoCONNECT portal.

Access to the user section is restricted to Customer Contact and Customer Admin user
logins. If you do not see ‘Users’ in the top of the menu, you do not have access to manage
users. Refer any requests to whoever manages your company’s AlcoCONNECT portal.
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8.1 User Login Customisation
A user login can be customised by the following:

e User Types
e Site Restriction

e Report Access

8.1.1 User Types
Different user types have different levels of access within AlcoCONNECT. The user types are
described in order of access from lowest to highest access.

8.1.1.1 Customer Staff User
NOTE:
e ‘Customer Staff’ user relates to a person who can log into AlcoCONNECT.
e ‘Staff’ in the top menu refers to a section of AlcoCONNECT where you can enter your
companies staff details including staff IDs and names. See the Staff section.

A Customer Staff user can:
e Manage device details.
e Move devices between sites.
e View testing records and results.
e Export testing records and results.
e Set up periodic emailed reports.

NOTE: a Staff User cannot access sites or staff details.

Products Reports Account Support Signout

8.1.1.2 Customer Manager User
A Customer Manager user type has all the access capabilities of a Customer Staff User plus
they can:

e Create and manage sites.

o Note if a Customer Manager has a site restriction, they cannot add sites.

e Add and manage staff details.

e Manage WM4/Centurion configuration.

e View the OnSite Testing Dashboard (if applicable and enabled).

Sites Staff Products Reports Account Support Sign out
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8.1.1.3 Customer Admin
A Customer Admin user type has all the access capabilities of a Customer Manager user,
plus they can:
e Add and manage Customer Manager and Customer Staff users.
e View the company setup.
e Manage the company profile.

Users Company Sites Staff Products Reports Account Support Signout

Breathalyser Activity
Staff Activit
A Aty Refresh

OnSite Testing

C Dn;[?r?‘ ny Setup

8.1.1.4 Customer Contact
Your first Customer Contact user can only be created by Alcolizer. After that existing
Customer Contacts can create and maintain Customer Contacts and other user types.

A Customer Contact user type has all the access capabilities of a Customer Admin user plus
they can:

e Add new Customer Contact and Customer Admin Users

e Maintain the Authorised Company Contact list.

When you set someone up as a Customer Contact user, consider whether they should also
be added to the Authorised Company Contact list. When you set a Customer Contact to
inactive or downgrade the user type, check to see whether they need to be removed from
the Authorised Company Contact list.

8.1.2 Site Restriction
Site restriction does not apply to Customer Contact and Customer Admin user types. They
will always see all data in your portal.

8.1.2.1 No Site Restriction

If a login should be able to see all devices/results that are associated with your company,
leave the site restriction empty as shown below. This will allow the person to see devices
that are not yet assigned to a site.

User Type Customer Manager w
Site Select Site
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8.1.2.2 Site Restriction

A login can be restricted to one or more sites. As soon as a login has a site restriction, they
will not be able to add or delete sites.

Head Office ¥ | | Perth Office ¥
Site

8.1.3 Report Access

You can choose to grant access to various sections of the portal for each user. A green tick
indicates that your company has relevant data in AlcoCONNECT. If you tick Report Access
when your company does not have any relevant data, the reports will not be displayed in
AlcoCONNECT until data exists.

Report Access
P o Company Data Check Access €@ Check Box(es) Below For Report Access €

Breathalyser Access
x Druglizer Access
x OnSite Testing Access

x [ onsite Testing Dashboard Access

8.1.3.1 Breathalyser Access

Enabling gives the user access to view Alcolizer Graphs on the Dashboards and the
Breathalyser Activity and Staff Activity reports. This shows tests performed on a wall mount
device or a handheld device using the Quick Test mode in the OnSite Testing app.

8.1.3.2 Druglizer Access

NOTE: most companies use the OnSite Testing app when using an LE5 Druglizer. So, this
report permission is not relevant to most companies. Refer to OnSite Testing Access
below if you are using the Full Test mode of the OnSite Testing app. If you have an LE5
Druglizer linked to your account, you will see a green tick next to the Druglizer Access row.
This does not mean you will have test data that is categorised as Druglizer data.

Enabling gives the user access to view Druglizer Graphs on the Dashboards and the Druglizer
report.

8.1.3.3 OnSite Testing Access

Enabling gives the user access to view Onsite Testing Graphs on the Activity Dashboard and
the OnSite Testing report. This is testing completed in the Full Test Mode of the OnSite
Testing app.

8.1.3.4 OnSite Testing Dashboard Access

Enabling gives the user access to view the Onsite Testing Dashboard. This is only relevant if
you are performing your own Drug and Alcohol testing via the Full Test mode in the OnSite
Testing app. This access allows you to check why a testing session is not syncing fully to
AlcoCONNECT and store laboratory confirmation testing reports.
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8.2

Add A User
Click on Users tab in main menu.
Click the Add button in the top right of the page.
Complete at least the required fields.
Select the appropriate User Type. See User Types for details.
If the user is to have access to all machines associated with the company, leave the
Site field empty. Otherwise select the required sites. See Site Restriction for details.
Select which Report Access the person will have. See Report Access for details.
The email and mobile phone numbers will be used for communication, so make sure
they are correct.
There are 2 options for Two Factory Authentication:
o Authenticator App —

1. Aunique QR code is created for each user.

2. Scanning this code authorises the authenticator app to create codes
that can be used for 2fa. This can be more reliable and is the
preferred method.

o SMS —this uses an external provider to send an SMS code to a mobile phone.
An automatic welcome email will be sent which provides the user with a link to set
up their own password. If you selected Authenticator App, extra information about
setting up an Authenticator app is sent in the email.

User
This form allows you to create users who can login to AlcoCONNECT. All felds marked with a star are mandatory.

Name

Email

Mobile

Phone

User Type Select User Type v

Report Type Access

x OnSite Testing Access
x (J onsite Testing Dashboard Access
Two Factor O sMms

Authentication

Customer Admin

Customer Manager
Customer Staff

x (O] Druglizer Access

@ Authenticator App

8.3 View and Edit A User

View and edit users as follows:

Click on Users in the main menu to open the Users list.
You will see all Active users by default.
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e If you are a Customer Contact user, you will be able to see OnSite Testing Technician
Initials (if applicable). These are required to use the Full Test mode in the OnSite
Testing app.

e Click on the user’s row in the User list. This will open the selected user in the User
Details screen where you can view and edit user information.

e Make any required changes.

e Click the Save button at the top right of the screen to save any changes. The user
details will be saved, and a message displayed at the top of the screen reporting
success, or an error message if there was a problem.

8.3.1 Changing Password

You will need to enter the same password twice. Check that the password matches the
displayed password requirements. When you save the form, the user will be emailed their
new password direct. The email contains advice to reset their password when they login.

8.3.2 Resending A QR Code

If a user is using an Authenticator app for two factor authentication, then there will be an
email link that will email the QR code to the users email address. This is useful if someone
did not scan the QR Code on initial setup or has changed phones etc.

Twao Factor ® Google Authenticator - Email users unjgue QR Code
Authentication )5S @lj

8.3.3 Set A User to Inactive

Setting a user to inactive stops that user from logging in and receiving automated reports. It
does not remove the email from any alert recipient emails lists on company and site
profiles. This needs to be done separately if required.

Alcolizer does not delete users. AlcoCONNECT has an in-built log history of who changed
what and when they did it. If we deleted a user, the who part would be lost.

Change the Status from Active to Inactive to stop someone using AlcoCONNECT.

Two Factor Authentication ® S5

(O Authenticator App

Status O Active
® Inactive
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9 Sites

Sites can be used to help you restrict user’s access to specific products — see Site Restriction.
You can also setup who gets emailed about exceptions (alert recipients).

Click Sites in the main menu to view your Site list.

Sites Add

Alexandria Australia NSW Aleolizer HQ Nigel Burr nigel.burr@aleolizer.com Active

9.1 Adding a Site

NOTE: if you cannot see the Add button, it is because you have been set up with a site
restriction and are not allowed to create new sites. Ask whoever manages AlcoCONNECT for
your company to complete this action for you.

Click Sites in the main menu.

Click the Add button to add a new site.

Enter the site information. Required fields are indicated with a star.

The Time Zone field needs to be set to the local time for a true reflection of test time.

The Time Zone that is set on either the wall mounted device or smart device should be

set the same. Ifitis not, this may lead to time zone discrepancies appearing in results in

AlcoCONNECT.

5. GPS coordinates are required to allow test data with no GPS location data to be shown
on the Map Dashboard. Click on the ‘Get GPS Coordinates’ button after entering the site
address details. You can enter this manually if the coordinates cannot be determined via
clicking the Get GPS Coordinates button.

6. Click on the Save button once you have completed entering the site details.

PwnNE

Sites Save Back
Site Name Alcolizer Perth
Australia v

36 Mumfard Place

Select Time Zane v

Get GPS Coordinates

Latitude 318732 Longitude 115518

Ma;; Satellite o Knowles St Rir_km;uﬁl ~‘ ) Ricl it
Busy Bees Q) 2 5 2 K H
Bruton St x ‘i Appleby St @ _5_7
e Kexby S kResevel ) he @
Sch O Terrsat
t Balcatts Senian®) Amelia St Amelia St Amelia St o
' FartPark @) g i
g Guelfi Rd BaLic Homes © H Simply Eco Goods &
) & = i pt T
.- t 3
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9.2 View and Update Site Details

1. Click on the site record in the site list. This will open the selected site record.

2. Make any changes you need. Required fields are indicated with a star.

3. If you change the address details, to get accurate mapping in the Map Dashboard, you
should click on Get GPS Coordinates button.

4. Click the Save button at the top right of the screen to save the changes. The site details
will be saved, and a message displayed at the top of the screen reporting success, or an
error message if there were any problems (i.e. missing required fields).

5. Click the Back button to return to the site list.

9.3 Delete a Site

NOTE: if your AlcoCONNECT portal system uses OnSite Testing data it is not advisable to
delete any sites.

1. Before deleting a site, check which users have that site assigned to them and adjust
if required — see View and Edit Users. If you don’t have permission to adjust users,
you should advise the person who manages your AlcoCONNECT portal for your
company.

Click on the site record in the site list. This will open the selected site record.

Click on the Delete button.

You will be prompted to confirm the deletion. Click OK to delete or Cancel to keep
the site.

5. Click the Back button to return to the site list.

NOTE: deleting a site does not delete any associated data. EG all products and associated
test records are kept. It does however remove access to any OnSite Testing data. If Alcolizer
performs AOD testing for you, it will also remove that site’s testing specifications details.
This may impact your OnSite Testing in the future.

Dashboard Staff Products Reports  Acar

If you use our OnSite Testing services, you will find that when a testing job is scheduled you
will not be able to delete this site. You will need to contact Alcolizer to cancel any
scheduled jobs. It is not advisable to delete sites that are associated with OnSite Testing.

Dashboard Staff Products Reports Account Signout
Save Delete Ungyailable Test email Back
gq You cannot delete this site until the scheduled OnSite Testing job is completed or cancelled
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9.4 Alert Recipient Emails

When an exception is received that relates to a site, all emails in the highlighted sections of
the site profile are sent the exception email.

Address line 2 Alert recipient email 1
Authorised Company Contacts Nigel Burr Alert recipient email 2
Phone 1300 789 908 Alert recipient email 3
Fax Alert recipient email 4
Mobile Alert recipient email 5

Email

An exception can be:

e abreath test result where the received test result was above the company’s cut
off limit

e anunconfirmed drug test result or positive breath test — for self AOD testing only

NOTE: if you are using Alcolizer to perform your Alcohol and Other Drug (AOD) testing, you
will not be automatically emailed but will instead be advised by our AOD team as per your
process for unconfirmed instructions.

9.5 Send A Test Alert Email

Click on the site record in the site list. This will open the selected site record.
Click on the Test email button.
An email will be sent to the site contact email and all alert recipient emails.

10 Staff

If you are using an Authorisation Code on wall mounted devices or recording Donor ID’s in
the Quick Test Mode in the OnSite Testing app, then you can have the matching staff name
displayed in AlcoCONNECT if you enter your staff details into AlcoCONNECT.

Click Staff in the main menu to open the Staff list.

10.1 Adding New Staff
Staff members can be added individually or imported from an excel list.

1. To add a staff member individually, from the Staff screen click the Add button at the
top right of the staff list.

Staff Add Import Export Delete
d | Al Sites VANl Job Tilles v Search.
000 Alphs rote! ;"’Cj::r Sl ppecizer HQ Neibourne 0412 alpha.hotei@aicolizer.com

3333 Tanga Oscar Alcolizer HQ, Perth Romeo Golf

6114 Romeo Golf General Manzager Micolizer HQ 0414141414 romeg. golf@alcolizer.com

2. Enter the Staff information. Required fields are indicated with a star.
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[Q Dashboard
Staff Save Back
3. Click the Save button at the top right of the screen to save the details.
4. The staff details will be saved, and a message displayed at the top of the screen

reporting success, or an error message if there are any problems (i.e. missing
required fields).

5. Select the Back button to return to the staff list.
10.2 View and Update Staff Details
To view and update staff details.

1. Click on Staff in the main menu to open the Staff List.

2. Click on the Staff record in the Staff List. This will open the selected staff record in
the Staff Details screen where you can update the staff information.

3. Required fields are indicated with a star.

4. Click the Save button at the top right of the screen to save the changes. The staff
details will be saved, and a message displayed at the top of the screen reporting
success, or an error message if there were any problems (i.e. missing required
fields).

5. Click the Back button to return to the Staff List.

Staff Save Delete Back
ID 123 %
Site Alcolizer v
Manager Select Manager w
First Name Joe
Last Name Blogas
lob Title Driver
Email
Phone
10.3 Delete A Staff Member

To delete a staff member.

1. Click on Staff in the main menu to open the Staff List.
2. Click on the Staff record in the Staff List. This will open the selected staff record.
3. Click the Delete button at the top right of the screen to delete the staff member.
4. You will be prompted to confirm that you would like to delete the staff member.
Click OK to delete or Cancel to keep.
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5. You will be returned to the Staff List.

NOTE: Deleting a staff member does not delete any breath tests performed by that staff
member. Any tests that used that staff ID will show up as an Invalid Staff ID in reports.

10.4 Deleting Multiple Staff Members

Click on Staff in the main menu to open the Staff List.

Filter the results to show only the staff members you want to delete.

Click the Delete button at the top right of the screen to delete these staff members.

A pop up will appear telling you that a backup Excel file will be created and

downloaded for you. Click OK.

5. Check that the file has downloaded. You should keep this file as a backup in case you
need to reimport the deleted staff.

6. You will be prompted to confirm that you would like to delete the staff members.
Click OK to delete or Cancel to keep.

7. You will be returned to the Staff List.

Hwhnh e

deletion process happens. You will be asked to confirm before the
Staff deletion process starts. L joe
All Sites ~ | All Job Titles - n
123 Joe Bloggs Driver Alcolizer HQ Alcolizer

NOTE: Deleting a staff member does not delete any breath tests performed by that staff
member. Any tests that used that staff ID will show up as an Invalid Staff ID in reports.

10.5 Importing Staff Details
e When importing staff details from an excel file it is important that you prepare the
file and follow the instructions shown on the staff import screen.
e The order of the columns MUST be the same as described in the import instructions.
e The staff site must already exist as a site in AlcoCONNECT.

Staff Import

Instructions

1. The file must be xls

2. Each entry must be on its own line.

3. The header row must be in the import file.

4.The order of the columns/header row MUST be like this: ID, First Name, Last Name, Job Title, Company, Staff Site, Phone, Email, Manager First Name, Manager Last Name.
5. Company details cannot be changed. They will be ignored.

6. You cannot add a new Staff Site with this form. The Site must already exist for the Company.

7. Manager Information

o The Managers name will be displayed in any relevant Exception Alert emails sent from AlcoCONNECT Live.

© The Manager will not be emailed, unless their email is listed in the Alert recipients list for the relevant site or company.

Example File Layout

ID | First Name Last Name Job Title Company Staff Site Phone Email Manager First Name Manager Last Name
123 Jioe Bloggs [Area Manager lAlcolizer Technology perth Office joe.bloggs@alcolizer.com
222 [lane Smith Driver JAlcolizer Technology Perth Office jane.driver@alcolizer.com oe Bloggs

Choaose file |No file chasen Import

e Click Choose File and then select the import file, then click on Import.
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e On Completion, AlcoCONNECT will report the number of records inserted, updated
or not processed due to an error.

10.6 Exporting Staff

To export staff details, from the Staff screen select Export. This will export all the staff
records in the staff list to an excel spreadsheet.

10.7 Staff Details Appearing In Reports

If you don’t require a staff ID to be entered when a test is performed, then your results will
appear as shown in the first row in the Activities screen shot below. Reports will show that
no staff ID was recorded when the test appears in reports.

If a staff ID was entered, but it doesn’t match any staff IDs you have recorded then your
results will appear as shown in the second row in the Activities screen shot below. The
unknown staff ID will be shown with the words ‘Invalid Staff ID’.

If the staff ID that was entered matches one of your entered staff IDs, the staff members
name will be as shown in the third row in the Activities screen shot below.

Activities Export Back
7 | Perth ~ || All Machines v Bzero B acrisk B exceotion from

I S S S S T " N 1™
Perth WhM4 04-12-2(

Not Recorded ert 2020 15:40:48 0.000 g/100mL. 22760011

041122020 | To | 041122020

1122erttyy Invalid staff 1D Perth W 04122020 15:41:38 0,000 g/100mL

3333 lo= Bloges perth W4 04-12-2020 15:42:02 0.000 g/100mL 22760011

11 Products
The products screen lists all the Alcolizer devices that you have linked to AlcoCONNECT.
Click Products in the main menu to open the Products List.

Products

" Al Products % || Search Set Configuration

) ) T I L e T

Alcolizer HQ. LES Alcolizer 00000008 Mike Oscar Mike No Date Recorded

Alcolizer HQ, HH4 10000000 Golf Mike No Date Recorded

Alcolizer HQ, Brishane Reception Centurion 12121212 Bravo Iike 25/08/2023

11.1 View and Update Product Details
Depending on your access level, you can set the following details for each product by
selecting the product from the list:

e Site

e Location on site

e (Contact name

e Contact Number

e GPS Coordinates — these are based on site or company address or you can enter
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Once you have updated the details click the save button.

Product Save Back
Alcolizer HQ

Wm4

22720078

16224
ocessed At 13/05/2020 03:05:04 PM

Site Perth v
Location On Site Romeo

Contact Person Lima Bravo

Contact Phone 0412345678

Configuration

Idle Background Enabled O Ensbled @ Disabled

Idle Background {png, jpeg, bmp or gif ONLY) No file chosen

Get GPS Coordinates

Lavitude 318732 Longitude 115.818

Map  Satellite Knawles St Rickman St Advanced Vision @)l 1 4
ecurity Py Y

#hkiss Dr 2

Busy Bees ©)

>
2
&
@
s hqa|
15 B

Depending on the software installed on your wall mounted device(s), you may see a
recalibration or service due date. You need to have either FM-20.0+ or BK-20.0+ installed on
devices to see this. If you do not have firmware that is 20+, you will need to contact
Alcolizer to get your software upgraded before you will be able to use this device with
AlcoCONNECT after 25 October 2024.

NOTE: You will not see a service due date until the device has connected to AlcoCONNECT.

11.2 Delete a Product
If you would like a device removed from your portal, one of your authorised company
contacts will need to email Alcolizer customer service to request this.

11.3 Configuring A Product
This is only applicable to wall mounted devices. The AlcoCONNECT Products area provides
the ability to manage the idle background configuration settings on wall mount units:

Configuration Item Description

Enable or disable the display of the wall mount unit
background image on the idle screen

Specify a custom background image to display on the idle
screen. The image must be no wider than 800 pixels and no
taller than 600 pixels, and can be in the format PNG, JPEG,
GIF or BMP.

Idle background enabled

Idle background

e To configure a Product, open the product for update as described above.
e Update the product configuration values as required. Note if a configuration value is
left blank or unchanged it will not be sent to the wall mount unit.
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Ena e dl Dizatled

ile background | Chaesae File | Mo file chosen

e Click the Save button at the top right of the screen to save the data. The product
config will be saved, and a message displayed at the top of the screen reporting
success, or an error message if there were any problems (i.e., missing required
fields).

e Click the Back button to return to the Products List.

e When the wall mount unit next requests configuration changes from AlcoCONNECT
the updated configuration will be applied.

11.4 Configuring Multiple Products
In addition to updating the configuration of an individual product, product configurations
can be updated across multiple products in a single action.
e Click on Products in the main menu to open the Products List.
e Search and filter the products in the Products List to select the products to update
the configuration.

Products

T T S S

Alcolizer HQ wha 22720384

Set Configuration

“| Contact Name © | Service Due Date ¢

Perth Rental No Date Recorded

Alcolizer HQ Perth wM4 22750184 Rental Perth No Date Recorded
Alcolizer HQ Perth LES Alcolizer 24400219 Perth Sales Katya No Date Recorded
Alcolizer HQ perth LES Alcolizer 24470044 perth Sales Tash No Date Recorded
Alcolizer HQ Perth LES Alcolizer 24480095 Demo with Jordan Perth No Date Recorded

Page 1of 1(5 rows)

e Click on the Set Configuration button to the top-right of the Products List. This will
open the Product Configuration screen and list the products that will be changed.
e NOTE: the handheld devices are no longer listed.

Product Configuration Save Back
Alcolizer HQ, wm4 22720384 location unkov wn Perth Rental
Alcolizer HQ. WM4 22750184 Rental Perth

Configuration

Idle background o .

nablod ® Enabled O Disabled

Idle background | Choose File | Users_it jpg

e Update the product configuration values as required. Note if a configuration value is
left blank or unchanged it will not be sent to the wall mount unit.

e Click the Save button at the top right of the screen to save the configuration data.
The product configuration will be saved, and you will be returned to the Products
List where a message displayed at the top of the screen reporting success, or an
error message if there were any problems.
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12 Reports
e Reports can be viewed on screen or exported to Excel.
e Click the dropdown menu on Reports to select the required report.
12.1 Breathalyser Activity Report
e This report lists all breath tests in a selected date range completed on a wall mount
or via the Quick Test mode in the OnSite Testing app.
e It can be filtered to only show those results above the set limit (Exceptions).

Breathalyser Activity Report Expont

om 01042023 To 18062023

7 ansees w Al Machings v B zero sk @

Pasth 134 cmvalid Staf 101 Wiid 05-04-2023 11:25:41

e You can filter the report by selecting the site, product, result type and date range for
reporting period.

Breathalyser Activity Report

Parn W 22780011 (P - Zera [ 2 make B Enzention

Perth 13 rusa i St 1D Wiz 05+04-F023 11:75:41 0.020 g/Z10L BraC 22750011

Parth 13 vl 008 10 wWhE 11-04-1023 101740 Q001 g/Z10L Brac 21760011

e Exceptions are highlighted in a pink colour.

12.2 Druglizer Activity Report
This report does NOT include any drug tests performed using the Full Test mode in the
OnSite Testing app. See OnSite Testing Report for drug tests performed by the OnSite

Testing app.

This report lists all single drug tests in a selected date range.

e Filtering reports is achieved by selecting the site, product, result type (Negative, or
Unconfirmed) and date range for reporting period.

Druglizer Activity Report

12.3 Staff Activity Report
This report provides a list of all staff and shows which staff have given a sample on the
selected date. See Appendix 1 How to set up Staff Activity Report for swing shifts if you
need to be able to customise the use of the Staff Activity Reports for swing shifts.
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e Filtering the report can be achieved by selecting the staff site, job title and a single
date. Note, this is the site that a staff member is assigned to, and not the site that a
testing device is assigned to.
e Staff who have not provided a sample are highlighted in pink.

Dashboard  Sites  Staff  Products

Staff Activity Report

{ AN Stam Sites ~ || Al Job Titles -

6114 Romea Golf General Manager
000 Alpha Hotel ADD technician/sales associate Melbourne

Oscar Perth

12.4 OnSite Testing Report
This report gives you information on any Alcohol and Other Drugs testing performed via the
Full Test mode in the OnSite Testing app over a selected date range.

Dashboard ~ Sites  Staff  Products

. Breathalyser Activity
OnSite Testing Report

BreathTest  [Drug Test staff Activity
5 pos

Result Result
01/06/2023COR Alcolizer HQ perth o ng
01/05/2023 0FD perth Test Positive Test 01/06/2023.000/210L  Unconfirmed

01/08/20231TR Test Positive n/A 01/06/2023N/A Positve

If an unconfirmed drug test results is sent to a laboratory for confirmation testing, then a
PDF of the lab test results can be recorded with the test record. This feature was
implemented in April 2022 and is not applicable to lab test reports completed before this
release. See OnSite Testing Dashboard for upload details.

Confirmation Results

AMP Megative

Lab Test Results POF: Download I

12.5 Company Setup
This report allows customer contacts and customer admin users to view your company’s
AlcoCONNECT setup.

This report provides the below information:
e AlcoCONNECT Expiry Date — your user access may be removed if AlcoCONNECT is not
renewed.
e Authorised Company Contacts — people who can ask Alcolizer to make a change.
e Company level email alert recipients.
e Sites and number of machines linked to each site.
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e Machine details including site, date of last log processed and next service date (wall
mounted devices on firmware 20+ only).
e User details including site access and the last date each user logged in

You will be able to click on the company name, site machine and most user rows to update
your data. Please contact Alcolizer if you are a authorised company contact and do not
have access to this report.

ACME - AlcoCONNECT Expiry Date : 31/12/2026
Alert Recipients
480 Main Road loe Bloggs hr@acme.com
joe.bloggs@acme.com
aLo Phone: 1300 2263 267
Australia Mobile:0412345678
Fax:
Sites
site______________Jeontactperson ____Jemail ___________________|machines ]
Head Office Jane Bloggs jane.bloggs@acme.com 1
Machines
AlcoCONNEC Contact Last Lo
Machine Machine Type[Site Phone Service Due Date i
Expiry Date Person Processed At
31234567 Head Office John Smith 1300 789 908 21/09/2025 21/10/2024
45678901 LE5 Alcolizer Golf Mike 123 No Date Recorded 19/10/2024
Users
ite Testing
Email User Type ICompanyS Last Logged In|
echnlman Initial:
Joe Bloggs joebloggs@acme.com Customer Contact ACME 21/10/2024  Active
Jane Bloggs janebloggs@acme.com Customer Manager ACME ~ Head Office 15/10/2024  Active PzQO45e513qd
John Smith johnsmith@acme.com Customer Staff ACME Head Office 20/10/2024  Inactive

12.6 Export

Select the Export button to export a report to Microsoft Excel. The Company Setup report
cannot be exported. You can only export up to 10,000 rows. If you try and export more than
10,000 rows the ‘Export’ button changes to ‘Export Unavailable’.

usage_report15Jul16_112421 (Compatibility Mode] - Excel

Pagelayost  Formulss  Data  Review  View  NtroPro9  Q Tell mewhat you want to do

.
A 8 c [ € F [ H [ J X L M N °

1 site Staff D StaffnamejobTitle Phone Email  Manager Product Date Time  BAC  Serial Location

2 Brisbane 4116 Flavio QuiProductio 4.31€+08 flavio.qua wwma 2015-08-04 12:54:23 0.000 g/10 22750102 Foyer Brisbane

3 erisbane 4116 Flavio QuiProductio. 4.31€+08 flavio.qua WME  2015-08-04 16:53:55 0.000g/10 22750102 Foyer Brisbane

4 |Brisbane 4113 Michael SNational € 4.126+08 michael.s: WM 2015-08-04 17:12:38 0.000g/10 22750102 Foyer Brisbane

5 Brisbane 4112 Uiz Enrigh Customer 04014265€ liz.enright WMS  2015-08-04 17:01:18 0.000g/10 22750102 Foyer Brisbane

6 Brisbane 4120 Kristie BesAOD Coor 7.33E+09 kristie.be« wma 2015-08-05 12:04:13 0.000 g/10 22750102 Foyer Brisbane

7 Brisbane 4119 Sharleen AOD Coor 7.38E+08 sharleen.: wma 2015-08-05 09:27:48 0.000 g/10 22750102 Foyer Brisbane

8 Brisbane 4117 Phill SeddSales  4.17E+08 phill.sedd WMS  2015-08-05 09:03:19 0.000g/10 22750102 Foyer Brisbane

9 Brisbane 4116 Flavio QuiProductio. 4.316+08 flavio.qua WMS  2015-08-05 08:15:52 0.000g/10 22750102 Foyer Brisbane

10 8risbane 4113 Michael SNational § 4.12€+08 michael.s. WMS  2015-08-05 17:10:47 0.000g/10 22750102 Foyer Brisbane

11 Brisbane 4113 Michael SNational  4.12E408 michael.s: WMS  2015-08-05 07:41:12 0.000g/10 22750102 Foyer Brisbane
12[8risbane 4112 Uz Enrigh Customer 04014265¢ liz.enright WM3  2015.08-05 17:31:59 0.011g/10 22750102 Foyer Brisbane

13 Brisbane 4112 Liz Enrigh Customer 04014265¢ liz.enright WM4  2015-08-05 09:03:00 0.000g/10 22750102 Foyer Brisbane

14 8risbane 4117 Phill SeddSales  4.176+08 phillsedd WM2  2015-08-06 09:54:43 0.000g/10 22750102 Foyer Brisbane

15 Brisbane 4117 Phill Sedd Sales 4176408 phill.sedd wma 2015-08-06 08:29:31 0.000 g/10 22750102 Foyer Brisbane

16 Brisbane 4116 Flavio QuiProductio 4.31E+08 flavio.qua wma 2015-08-06 14:11:34 0.000 g/10 22750102 Foyer Brisbane

17 risbane 4113 Michael SNational § 4.126408 michael.s: WMS  2015-08-06 07:37:15 0.000g/10 22750102 Foyer Brisbane
lerisbons | 4112 U1 Encigh Customer momésuu enright WM2  2015.08-06 17:01:23 oooo;/xc 22750102 Foyer Bishane
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13 Account

Under the account section you can set your own contact details, configure emailed reports
and change your password.

13.1 Authorised OnSite Testing Technicians

If you are set up as an authorised OnSite Testing (AOD) Technician in AlcoCONNECT, your
Technician Initials will be displayed. These need to be entered into the OnSite Testing App
to be able to sync your Full Test mode test data to AlcoCONNECT.

OnSite Testing Technician Initials ABCD1234

Change Password

13.2 Configure Emailed Reports
e The Breathalyser Activity, Druglizer Activity, Onsite Testing and Staff Activity Reports
can be emailed to you up to 3 times a day.
e You must select your Time Zone, so the email is sent at the right time.
e Select which report you would like to configure using the drop-down menu.

Emailed Reports

Time Zone (UTC+08:00) Australia/Perth v
Report Staff Activity v
Breathalyser Activity
Days shift One Druglizer Activity
OnSite Testing
O monday v ‘Staff Activity -

e Then select the days and times you would like to receive the report emailed

e Click the Save button.

e See Appendix 1 How to set up Staff Activity Report for swing shifts if you need to be
able to customise the emailing of the Staff Activity Reports for swing shifts.

Emailed Reports

Time Zone (UTC+08:00) Australia/Perth

Report Staff Activity

Days shift One Shift Two shift Three

¥/ Monday 06 v :00 v 122 v (100 v 18 v 00 v

14 Support

Under support you can find a quick user guide to getting up and running with AlcoCONNECT.
If you need more information, you can also check this User Manual. This is linked at the
bottom of the AlcoCONNECT portal.
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15 Appendix 1 How to set up Staff Activity Report for ‘Swing Shifts’

15.1 Introduction to setting up ‘Swing Shift’ feature in the Staff Activity Report
This section is designed to help you configure the Staff Activity Report (SAR) function for a
‘Swing Shift’ effectively. It's important to note that SAR calculations are site-specific, relying
on the staff member's location rather than the site of the breath testing device.

When you log in using the user setup described below, you may not initially observe any
test results on the Dashboard. However, accessing the SAR will provide you with the results
you need.

15.2 What is a ‘Swing Shift’

A swing shift, also known as a swing schedule or shift work, is a work schedule arrangement
commonly used in industries that require extended-hours operation beyond a “standard”
eight-hour workday.

In a swing shift, employees work a set number of hours that overlap with both the day shift
and the night shift. This means that they typically start work in the afternoon or early
evening and end late at night.

Swing shifts are often used to ensure continuous operation or coverage of essential tasks
during various hours of the day and night. The exact timing of a swing shift can vary
depending on the specific needs of the organization or industry.

15.3 Set up of Breath Testing Devices

You should leave the breath testing devices assigned to the current site and do not need to
move the devices between swing sites. This will ensure that any users set up to have access
to the current site do not lose access to the data.

15.4 Set up of Sites

Set up sites with identifying names like swing 1, swing 2 etc.... Create as many sites as there
are swings. You could also break the swings up by start time e.g., swing 1 6am start and
swing 1 6pm start to further customize this. This will ensure that people starting at 6pm are
not included in the 6am email.

Sites Save Delete Test email ¢

Site Name Swing 1 | Company Alcolizer HQ v

Country Australia L Region QLD -

Address line 1 132-140 Ross Court Suburb Cleveland 4163 -

Address line 2 CLEVELAND Company Breath Result Limit: 0

Contact Person Alert recipient email 1

Phone 1300789708 Alert recipient email 2

Fax Alert recipient email 3

Mobile Alert recipient email 4

Email Alert recipient email 5

Status ® Active O Inactive Time Zone (UTC+10:00) Australia/Brisbane v
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15.5 Set up Users

NOTE: you must be a customer contact or customer admin user to be able to create users.
Contact whoever manages your AlcoCONNECT setup in your company for assistance if you
do not see ‘Users’ in the AlcoCONNECT menu.

Set up a user for each of the sites/swings created above with a single site restriction e.g.,
user 1 =swing 1, user 2 = swing 2.

Each user’s email address must be unique as the email is used as the AlcoCONNECT
username. Most email addresses can use a format like these shown below. Everything after
the +is ignored and the email comes to you as if it was sent to first.last@company.com. We
suggest testing that this feature works for your email address first.

o first.last+swingl@company.com

J first.last+swing2@company.com

User Save Back

This form allows you to create users who can login to AlcoCOMMECT. All fields marked with a star are mandatory.

MName Swing One m
Email first.last+swingone@company.com
Mobile 0412345678

Phone

User Type Customer Manager v
Site Swing One X%

Report Access €

Company Data Check Access @ Check Box(es) Below For Report Access @

Breathalyser Access

15.6 Set up staff

Set up staff in their correct swing/site. This can be done quicker by exporting an existing
staff list, updating the site column in the excel file and importing it. Site names in the excel
file must match exactly the site name in AlcoCONNECT. In this example, the change is made
on a staff profile page.

Staff

D 4118

Company Alcolizer HQ -

Site Swing 1 v

Manager Select Manager ~

First Mame John

Last Name Smith
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15.7 Set up reports schedule

Log in as each user/swing and set the report schedule. If you set up swing 1, 2 etc to run at
the same time, you will get emailed all swing reports at that time. You can ignore the other
swing/site emails. If there are no tests recorded against a swing/site, there will be no file
attached and the email will state that there were no tests.

Emailed Reports

Time Zone (UTC+08:00) Australia/Perth hd

Report Staff Activity ~

Days Shift One Shift Two Shift Three
Monday 06 ~ 120 w v o ~ v o v
Tuesday 06 ~ 20 w v v v v
Wednesday 06 w120 w Wl i Wl hd
Thursday 06 ~ :20 v v v v
Friday 06 w :20 ~ v o v v o v
Saturday 06 w20 Wl i Wl hd
Sunday 06 w 120 w v v w v

15.8 Optional (Set users to inactive)

If you are a customer contact or customer admin user, you could log in and make sure only
the user associated with the current swing/site is set to active. The inactive swings/users
would not be emailed their scheduled reports until they are set to active again. You would
need to login and adjust this with each swing change though.

Status O Active
ﬂ Inactive
Last Logged In 28‘1 Status controls whether a user can log in and receive automated reports. It does not stop the email from getting emailed exception alerts.
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