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How to Sign In

This guide walks you through signing onto the CTS Portal. It also explains how to register
when you sign into the site for the first time.

First Time? Register
Note: The first time you sign onto the CTS Portal, you may need to complete registration.

CTS creates Portal accounts for all Lab Account Owners (Primary Contacts). After
enrolling with CTS, new clients can expect to receive an e-mail from the Portal with a link
to complete the setup of the Portal account.

Lab Account Owners who have assumed the role from a previous Lab Account Owner will
also receive an e-mail to confirm the transfer.

If you are not the Lab Account Owner, you will need to register an account by following
the steps below.

When you access the website, the Home page will open. Click on "Register” on the Home
page. There are two places where "Register” can be found on this page. Both links will
direct you to the registration page.

RBegister | ogin

CTS Online Portal

Vgt GIS Poxtal Welcome to the CTS Portal -

Lol Enhancing Your Interlaboratory Testing Experience

Password: The CTS Portal offers a secure and dependable way for your laboratory to

electronically submit testing results directly to CTS, eliminating the need to

fax or mail data sheets. You receive an email confirmation after submission

Sign In of your results. All data submitted to CTS through the portal 1 mamtained
and accessible to vou for a minimum of 5 years.

First time here?
Entering vour data online allows for a quicker turnaround time on report

I Register Now .
'<= publication. so that you can evaluate your results faster and take corrective

Forgot Your Password? action.

Reset password : : : 8
i To view step-by-step guides on how to use the CTS Portal mncluding
Having trouble? program specific features, click Getting Started.

Help guides

Feel free to contact us with any comments or suggestions, CTS will
continue to add features to this portal.

Tests are Optimized for IE9, Chrome, Firefox and Safari.

eee o

IE7 is not supported - conrinuing with an older browser may cause the
sorting of loci and other functions not to operate.
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Type in your e-mail address and a user-defined password in the proper boxes. Retype the
password in the password confirmation box. Note: The Password is case sensitive.

Choose either "Forensics™ or "Industry” from the drop-down list and click the "Sign Up"
button.

Register for CTS

* Password is case semsitive.

_Email addresz*
Analysti@cts-portal.com
Password:*

Password confirmation:*

Please select a department: *
v

Sign Up <:

Already Registered? Log In

Enter your e-mail and password in the proper boxes on the home page and click on the
"Sign In" button.

CTS Online Portal

Login to CTS Portal Velcome to the CTS Portal -

Email:

Password:

nhancing Your Interlaboratory T]

he CTS Portal offers a secure and
lectronically submit testing results g
x or mail data sheets. You receive

Sign In @ f vour results. All data submitted td

nd accessible to vou for a mimimum

First time here?
Register Now
i ) ]

Forgot Your Password’

Reset password ;
To view step-by-step guides on h

Having trouble? program specific features, click Getti
Help guides . ¥ s I

Entering vour data online allows fo
publication, so that yvou can evaluate
action.




How to Reset or Change Your Password

This guide walks you through resetting your password.

There are two different ways to reset your password, depending on whether you forgot
your password and need to reset it to sign in to the Portal, or if you are already signed in
and would like to change your password.

Reset Forgotten Password:

Click on “Reset password”, below the "Forgot Your Password?" heading on the left side,
below the log-in fields.

CTS Online Portal

Login to CTS Portal Welcome to the CTS Portal -

Email:
|

Password: The CTS Portal offers a secure and
electronically submit testing results g
fax or mail data sheets. You receive

Sign In of your results. All data submitted tg

and accessible to you for 2 minimum

Enhancing Your Interlaboratory

First time here?
: - Entering vour data online allows fo
Register Now St
publication, so that vou can evaluate

Foreot Your Password? action.
Reset password : :

. To view step-by-step guides on h

Having trouble? program specific features, click Getty

Help guides z e

Type in your e-mail address and click on the “Reset My Password” button.

Password reset

Enter user name (email address) to reset password.

Reset My Password <:

You will recerve an email with instructions on how to select a new
password.

Please contact us if vou have any difficulty.
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An e-mail will be sent to you. Open the e-mail and click on the link provided to go to the
page indicated.

The following message is from Collaborative Testing Services' online Portal.

You are receiving this e-mail because you requested a password reset for your
user account

Please go to the following page and set a new password:

Your username, in case you have forgotten: Analystd@cls-portal com

Collaborative Testing Services

1.'.1\'\1.'.-:t5-p-cﬂal.com

Type in a new password in the appropriate box. Confirm your new password in the next
box and click on the "Change my password" button.

New password:

Confirm password:

Change my password <:

You will receive the following message: "Your password has been reset, you can log in
immediately". Click on “Log in” to do so.

CTS Online Portal

Your password has been reset. vou can log i mmmediately.

{1




~

Change Your Password through My Accounts

Click on "Update My Profile” on the left side of the Portal, under the "Account" heading.

CTS Online Portal

Data Entry
g MNew Data Entrv
My Data Entry

My Groups

ata iy
Reports
Individual Report Library
Enrollment
Order History

i Status
Account
[Cpdate My Profile] <G
Resource Center

Click on "Change Password" to open the Change Password page.

CTS Online Portal

Data Entry Profile Information

Claim New Data Entry - -
A Testing Programs Username
W Grons Change Usemame AnalystA@cts-portal com

Data r Library

Change Password

Reports
Indivicial Report Library ﬁ

™ 11
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Type in your old password in the first box, then your new password in the next two
boxes. Once finished, click on the "Change Password" button.

Change Password

Old password

csnes
New password

sesssaree
New password confirmation

Change Password <:

You will see a confirmation message that your password was changed successfully. You
may see an error messages when the old password is incorrect or when the new
passwords entered do not match.

Change Password

Password changed successfully.

Old password
New password

New password confirmation

Change Password

Change Password Change Password

Old password Ol peaeswod

4 Tour old password was entered incorrectly. Flease enfer

MNew password

It agan

- MNew pascword
MNew password confirmation F

Mew pasoword confirmation

A The two password fields didn't match

Change P d
. Change Password | [Pt bbb |




How to Choose a Lab Setup

This guide explains the different Forensic Group setups available on the CTS Portal. You
can do a simple set up with no groups or more complex setups with Groups and Master
Groups. An overview of the different options is presented below with more detailed
information including work flow examples provided in the following pages.

No Groups - Analyst Focus

This is the simplest setup on the CTS Portal. Each individual analyst registers his or her
own account, claims, enters, and submits their Data Entry to CTS. There are no permissions
to set or additional setups to do.

Review or Submission Groups only, no Master Group

In this option, each review Group is separate; no Master Group oversees or controls the
groups. This option is appropriate for laboratories who would like a more formal review
process, or to control the permissions of their analysts without needing the oversight or
bulk powers found within a Master Group. You can create and organize multiple review
Groups based on the workflow within your laboratory. Most commonly, we see review
Groups separated by discipline or laboratory location in multi-lab organizations. If your
laboratory is utilizing multiple groups, or the features of a Master Group may be important
to your laboratory in the future, it is advised to create a Master Group from the start as
consolidating review Groups under a Master Group at a later time can be difficult.

Master Group and Sub-Groups (Review or Submission Groups)

In this option, a Master Group oversees the groups. This option is appropriate for labs who
want to have a single location for Management (Quality Manager) to be able to oversee
and have additional bulk powers over the tests within the sub-groups. The sub-groups may
be focused on review, or may be used for organization and additional control over the users
within.

A Master Group has several features that the sub-groups do not. It can assign tests to
individual analysts, as well as list all active tests and display notifications for each test. It
can also complete several bulk actions, such as sending an e-mail containing tests in a PDF
format, submitting tests, retracting tests, forwarding to groups, and retracting from groups.

Similar to the Groups only option, more than one review/submission group can be used
depending on your needs. Set up one Master Group and add as many individual groups as
necessary.

CTS Portal User Guides | 11/21/2017
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No Groups — Analyst Focus
Since there are no set up steps for this option, each user can go right into their work flow.

Work Flow Example: Once registered (“ "), an analyst claims a test using
the Participant Code and Web code located on their data sheet (*
). The analyst completes the data entry response form (*

) and performs the appropriate review steps. They can print out the test, e-mail it, or
just view a read-only copy to review the test. Once the test is reviewed, the analyst can
complete the submission to CTS (“ ) which includes
providing any accreditation information as necessary.

Below is a flow chart showing the work flow of a no group, analyst focused setup.

Analyst signs . > | Analyst Claims a Test
Analyst saves test and Analyst Completes

reviews a copy < ' Data Entry
Analyst resumes test —

and makes any ; N Analyst sgrs ts test to
necessary corrections .




Review or Submission Groups only, no Master Group

Setup Overview: A Group Manager sets up the group(s) and invites users to join or the
user can ask to join the Group. Each individual user registers their account and
accepts/joins the group. The Group Manager can set permissions for each member of the
Group based on their role (Analyst/Reviewer). For example, you can have the tests be
submitted to CTS by only certain people like Tech Reviewers, or you can allow analysts
to submit their own tests. All of these steps are covered in detail here,

Work Flow Example: A member of a Group (analyst) claims a test using the Participant
Code and Web code located on their data sheet (“ )
and completes the data entry response form (* ”). Once the
test is finished, the analyst forwards the test to the review Group (“

”). A Tech Reviewer will claim the test and review it. After the test is done
being reviewed, it can either be sent back to the analyst as incomplete or complete,
forwarded to another group, or submitted to CTS (*

7). If the test is sent back to the analyst as incomplete, the analyst can
correct the test and then resubmit the test to the review Group.

Below is a flow chart showing the work flow of a single group, no Master Group setup.

CTS Portal User Guides | 11/21/2017
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Analyst claims a Test
for Data Entry

Analyst signs
into CTS Portal

Analyst Completes
Data Entry

Jl

-

Analyst submits test to
Tech Review Group

Analystreceivesnotice | g=
test 1s incomplete
L.
' '

Analyst resumes test
and makes any
necessary corrections

Portal

Tech Reviewer sends
test back to Analyst as
incomplete

Analyst receives
confirmation that test
was submitted to CTS

Tech Reviewer
signs into CTS

.

Tech Reviewer

% claims test for review

!

—

Tech Reviewer
reviews test

|

e —

Tech Reviewer
submits test to CTS




Master Group and Sub-Groups (Review or Submission Groups)

Setup Overview: A Group Manager sets up the Master Group and creates the
review/submission sub-groups associated with the Master Group. Once the sub-groups
have been created, users can be invited to join or the user can ask to join each sub-group
as appropriate. Once a user joins a sub-group, they are automatically added to the Master
Group user list. However, adding a user to a Master Group will not automatically add the
user to the sub-groups. All of these steps are covered in this guide

Permissions are now assigned on both a Master Group basis and a sub-group basis. These
permissions will control what activities each user can perform. Within the Master Group,
permissions for the bulk features described above are available; within the sub-groups,
permissions for review actions, accreditation completion, and submission are available.
The steps on how to change a user’s permissions within a Master Group can be found
here: ” The steps on how
to change a user’s permissions within a sub-group are covered in this guide: “

Work Flow Example: Once all groups are set up, an analyst claims a test using the
Participant Code and Web code located on their data sheet (“
"), or the test is assigned by the Master Group directly to the analyst (*

). The analyst completes the data entry
response (“ ”. Once the test is finished, the analyst forwards
the test to the Review Group (* ”). A Tech Reviewer
will claim the test and review it. After the test is done being reviewed, the Tech Reviewer
forwards the test to the Admin Group or back to the analyst as incomplete (“

”). If the test is sent back to the analyst
as incomplete, the analyst can correct the test and then resubmit the test to the Review
Group for additional review. Once the test is complete and forwarded to the Admin
Group, additional reviews can take place at this level, or the Manager can use this group
to fill out the accreditation and submit to CTS. The Manager can also utilize the bulk
features of the Master Group at this stage to submit the test to CTS instead of through the
group directly (“ ”).

In the scenario used in our flow chart below, there is one Master Group set up with two
sub-groups. One group is a Tech Review Group and the other is an Admin Group. We are
using the Tech Review Group as a review only group, so the Analyst, the Tech Reviewer,
and the Lab Manager are all users of that group. The Admin group is used to submit the
tests to CTS, so only the Tech Reviewer and the Lab Manager are users of that group.

CTS Portal User Guides | 11/21/2017
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Analyst signs
into CTS Portal

Analyst receives notice
that test is incomplete

Tech Reviewer sends
test back to Analyst as

incomplete

Analyst receives
confirmation that test
was submitted to CTS

—
3

Analyst Completes

—————————> Data Entry

Analyst resumes test
and makes any
necessary corrections

Analyst submits test to
H Tech Review Group

Tech Reviewer Tech Reviewer
signs mto CTS a claims test for review

Portal
Tech Reviewer opens

CCC——— and reviews test

Tech Reviewer
(3| submits test to Admin
Group for final
submission




How to Claim a Test for Data Entry

This guide walks you through claiming a test and shows how a test assigned to you can be
located.

To add a test to your profile, the test must first be claimed. There are two ways to assign a
test to your profile. You can claim the test for yourself, or if you are part of a Master Group,
a test can be assigned to you from a Group Manager.

Note: For instructions on assigning a test to another user, or for assigning in bulk, please
see the “How to Assign a Test to User(s) through a Master Group™ guide.

To Claim a Test for Yourself:

Click on "Claim New Data Entry", under the "Data Entry" heading on the left hand side of

the screen.
CTS Online Portal

Data Entry {}

Claim New Data Entry
"My Data Entry

My Groups
Data Entrv Library

If you are not assigned to a lab account, choose Forensics from the drop down list, then
select the correct test from the drop down list of available tests.

Program |Agricultural Laboratory Prog ¥ | Program Forensics v
Cvele Agncultural Laboratory Program T T Dai ;
3 Color and Appearance est Test No. 17-546: Paint Analysis M
Lab Code | Containerboard Participant Code
Web Code | Hetals v
Paper Web Code
Plastics
m Rubber -
<:l
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If you have permission to access the preloaded codes for your Lab Account, choose your
Participant Code from the drop down list and the Web Code will fill in automatically. If
you do not have access to the preloaded codes, enter your Participant Code and Web Code
from the data sheet.

Program Forensics v
Test Test No. 17-5705: Forensic Biology v
Participant Code | U1234A v

Web Code 6MUGP9 <:

Click on the "Find Test" button. The test associated with your codes will appear. Click on
the "Claim this test" button.

Program Forensics v
Test Test No. 17-5705: Forensic Biology v
Participant Code | U1234A v
Web Code 6MU6P9

B3 <

Found 1 test(s).
Test No. 17-5705: Forensic Biology

Program: Forensic Biology
Due: Nov. 6, 2017, 11:59 p.m.

Claim this test <:|

The My Data Entry page will open. You will see a note on the top of the page indicating
the test has been added to your profile. The test will be listed under the Active Data Entry
section. Click on the "Open Test" button to open the test response form.

Test No. 17-5705: Forensic Biology has been added to your profile.
User:Analystd@cts-portal.com

My Data Entry // 2017

Active Data Entry:

Test No. 17-5705: Forensic Biology Data Due Date:
Nov. 6, 2017, 11:59 p.m.

Participant Code: Last modified:
U1234A Sept. 18, 2017, 5:11 p.m.

Actions
__/_/"‘J.:AO“” I Open Test <j

Forward to a Group




~

If no tests are found, confirm the following:

Program Forensics

Test Test No. 17-529: Toolmarks Examination
Participant Code U1234A
Web Code JKYLT6

Find Test

IIFouud 0 test(s). I

Can't Find the Cycle/Test You are Looking for?

cannot accept any further submissions.

Program Industry Cycle or Forensic Test

Test No. 17-3251: Serial Number

Forensics .
Restoration

Forensics Test No. 17-5661: Blood Drug Analysis

Contact us for any questions.

v

The following Cycles and Tests have recently closed for Data Entry and

| Data Entry closed

at 11:39pm ET on

the Date listed below.

September 11 2017

September 11 2017

You have entered the correct Participant Code and Web Code for your test.

The data due date for the test has not passed.

You are the only one assigned to this Participant Code and Web Code.

Note: The Lab Account Owner and authorized users can check to see if another user has
claimed the test using the Data Entry Library and navigating to the test in question. If a

test needs to be reset, the Lab Account Owner can do so (*

>,
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Test Assigned by a Master Group to You

If your laboratory has a Master Group with Sub-Groups setup, they have the ability to
assign tests directly to users. If you have been assigned a test through this feature, the test

will be automatically added to your profile.

You will receive an e-mail indicating that a test has been assigned to you.

code U1234E.

Collaborative Testing Services
www.cts-portal.com

The following message is from Collaborative Testing Services' online Portal.
Test No. 17-529: Toolmarks Examination was assigned to you for participant

To find the test, go to "My Data Entry" for the current year and the test will be listed under

the Active Data Entry section.

Click on the "Open Test" button to open the test response form.

CTS Online Portal

Data E‘lil‘.l'}" User: Anahred Betr-porial com
Clasm New Diata Entry
<o Aly Data Entry /f 2017
My Growps
Data Entry Library Having trouble locatng your cumrent Data Entry? New Data Entry must
be clasmed first, Click Here
Reports
hnciuin) Ritx Aetive Data Entry: =
Enrollment
Oirrler Histary Test No. 17-5162: Latent Print Data Due Date:
aieem i Examinathon March 27, 2017, 11:59 pm
Test Status
Aceotin Participant Code: Last modified:

Industry Test Instroctions

Forensics Mamufactures”

Inflt— :mﬂi Submitted Data Entry: -
Portal Wallahroughs, FAQs =
& Support Previously submitied Data Entry:

Comtact 1T5

f Data Due Dae: 2l

- U244 Feb. 8, 2017, 4:01 pm
L'Ebt .\I_‘I' P Acthona

T Open Test ‘:::
Resource Center L E:

Notificanons [Prigter fiendie)

No notifications

Sheoing e 30 mont reoms potSasoa To

foely ahvaed il U Grger sl puge

o all




How to Access Digital Download Samples

This guide walks you through accessing test materials for Digital Download tests.

If your test includes a digital download, you can access the materials by opening the
response form for the test. Lab Account Owners will receive an eNote notification with an
excel file of laboratory-specific codes attached. These codes will be preloaded in the CTS
Portal for the Lab Account Owner and can be claimed by authorized users or assigned
through a Master Group.

Note: All tests must be claimed prior to accessing test materials. For instructions on this
process, please see the following guides: “ ”or

Click on “My Data Entry”, on the left side under the “Data Entry” heading. Navigate to the
current year’s data entry section by clicking the appropriate year.

Locate the appropriate test and click on the "Open Test" button to open the test.

User: AnalystA@cts-porfal.com
My Data Entrv // 2017

Active Data Entry: &

Test No. 17-5335: Foorwear Imprint Data Due Date:

Evidence May 22, 2017, 11:539 p.m.
Participant Code: Last modified:
Ul234C April 12, 2017, 12:14 p.m.

EZ - B Open Test ,c:

The response form for the test will open. Locate and click on the blue link toward the
bottom of the scenario. Depending on the testing discipline, the text around the link may
vary from that seen in the image below.

=] [amace ]

Test No. 17-5335: Footwear Imprint Evidence

DATA MUST BE SUBMITTED urMﬂ‘j 22, 2017, 11:59 P:IM. TO BE INCLUBED IN THE REPORT
Participant Code: U234 Weblode: HR4S328
The Accreditation Release section can be atceed by wining the "Continue 1o Final Submisslon” button abave. This
information can be sntered At any time prior 1o submiltting to CTS

Scenario;
e Submitted (Sample Pack FIEW - Digital Dewnload):

| I-:l- initiate dovmload of the evidence file.

Clie

Page 1 of 3
Hext
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The zip file will begin to download through your browser and may look like the example

below.

TR T T LR LT eI TETTE I BTTL L PO T e s T[T 10 IO TTELTT P eI - O P L LT P IRLICr T O o DUl T L TR LT PO FOPCPUR N ¢ NF 1T LT

| 17-5339%20F00bw_Tip .
BULADY WAL D ey e

When the download is complete, extract the contents of the zip file to access your test

materials.

Organize » Extract all files

- - Name

W Favorites
Bl Desktop ). 17-5335 Footwear Imprint Evidence
& Downloads

Organize ~ Extract all files

= Name

. Favorites
Bl Desktop & 17-5335. Kla
i Downloads & 17-5335_K1b
& OneDrive & 17-5335 Klc
% RecentPlaces |=| & 17-5335_K1d

) 9 items

Return to the response form and complete data entry.

Type

File folder

Type

TIFF image
TIFF image
TIFF image
TIFF image

\




How to Complete Data Entry

This guide walks you through navigating the test response form and completing data entry.

Note: The images shown below are for illustration purposes only. Your test may differ in
content, number of pages, number of tabs, and names of tabs.

Navigate through the test response form by clicking the appropriate tab or using the
previous and next links at the bottom of the page.

ISI\'I‘J Ii.wl-lthul

Saving does not submit data to CT5.

s.umadul|suuﬁ¢i| |m1||m=||ms||m4||mm mu”rmﬂumpmﬂm

Collaborative Testing Services - Forensic Testing Program

Test No. 17-5702: Forensic Biology

pata MusT BE suswTTen 8y May 8, 2017, 11:59 p.m. o s INCLUDED N THE REPORT

Participant Code: U1Z34E WebCode: EIKEVH

The Accreditation Release section can be accessed by using the "Continue to Final Submission” button above. This
information can be entered at any time prior to submitting to CTS.

Scenario:

Police are investigating the physical assault of a woman outside of a convenience store. The suspect was a man seen earlier
that day arguing with the woman. The suspect was apprehended at his home shortly after the incident. The investigators
are submitting stains from the suspect's shirt and victim's shirt for analysis along with blood samples of the victim and the
suspect.

Item 13 Knovn blood from the male victim.

Item 2: Knovm blood from the female suspect.

Item 3: Questioned stain from the passenger seat fabric. (dark gray material)
Item 4: Questioned stain from the suspect’s shirt. (blue/vhite striped material)

Page 1 0f 9
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The following action buttons are found on the top of the page:

"Save" - saves your test as you progress through it.
"Save & Close" - saves and closes the test for you to continue it later.

"Forward to a Group" - submits your test to a Group for review. Note: This button will
not appear if you do not belong to a group or if you do not have permission to forward to
a group.

"Continue to Final Submission” - access final submission steps which include the
Accreditation Release Form and confirmation of submission to CTS. Note: This button
will not appear if you do not have permission to submit to CTS.

Below are examples of the top of the page depending on whether you belong to a group or
not and what your permissions are for the group.

1
™ =

Sanving does ot submit data v LTS

=] =

Sareinng dowrs il subenit data 1o CTS

[ ——

Saving does not submit data to LTS

SRR

Note: Make sure you click on "*Save™ periodically. As a security feature, if you have not
clicked on "Save" in over 25 minutes, a countdown clock will appear on top of your screen
indicating that you have a few minutes to click on "Save". If you do not, your test will be
auto saved and you will be automatically logged off.

Help Flease save or you will be automatcally logged off in 06 min and 27 sec [ ] ]
H BA5E S L alically logg : 2T sed —_ _—
== |lz=|| | |

Saving does not submit data to CTS.

s.ce-mn-:-:'summ E]mlm fteen 4 |Wﬁ[ﬂ| Interpretation




Read each page thoroughly and fill in all questions as applicable to your testing.

In places where a circle appears next to different choices, click on the appropriate circle.
A dot in the center of the circle will appear in the selected circles. Only one circle can be
chosen for each grouping of responses, clicking on a different response will move the dot.

This style of response section does not allow you to fully remove a response dot.

In places where there is a box, fill in the appropriate response in the box.

Please indicate the T1est(s) Performed on the corresponding line for each type of screening.
Item 3: Positive  Hegative Inconclusive Mot Tested Testis) Performed
Blood
Semen
Saliva
Other:
i) ]
Click in circle to select Fill in blank boxes

On certain pages, there is an "Add Row" command, which will allow you to add additional

rows as needed.

* Click "Add Rov/" to shovs another rovs of boxes for entry.

Did you perform a differential extraction of Item 37 Ves Ho
Did you perform a differential extraction of Iltem 47 Ves No
E} Add Rowvy
Locus Item 1 Item 2 Item 3 Item 3e Item 3sp Item 4 I

After you complete a page, click on the next tab to move to the next page.

scena riﬁ-‘

Screening

STR-Knowns

STR-Questioned

Additional DN&

mtDMA

Interpretation

Alternatively, you can move to the next page by clicking "Next" on the bottom right hand
corner of each page. Note: Changing pages/tabs does not automatically save data.

Page 7 of 9

=> [Exg

Continue throughout the test until completed.
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If you would like to continue entry for the test later, click on "Save and Close" at the top
of the page.

Your test will appear listed under Active Data Entry, to resume your test, click on "Open
Test".

Test No. 17-5702: Forensic Biology = Data Due Date:
May 8. 2017, 11:39 p.m.

Participant Code: Last modified:
U1234E April 13, 2017, 3:39 pm.

=

'.‘I] 10

You can perform several other actions. A description of each action button is listed below.

Test No. 17-5702: Forensic Biology  Data Due Date:
May 8, 2017, 11:59 pm.

Participant Code: Last modified:
U1234E April 13, 2017, 3:39 pm.

S

T —

H‘-iﬂﬁ': Opens up a read-only version of your test to view on your screen.

utmaij PDF: Emails a pdf version of yvour test to your email or any other email
you choose.

=
Q]’rinter-friendh‘: Opens up a printer-friendly version of your test to print.
g\'lﬂr notifications: Opens up a page with all your notifications for this test.

m‘:gluall data: Allows you to upload export tables from either GeneMapper®
ID/ID-X or ArmedXpert. ArmedXpert users can use the free CTS plugin to

export table(s) directly, or create a genotypes export table using GeneMapper® ID/ID-X.
Note: This feature is only available for Biology/DNA tests.

\




Forensic Biology/DNA Entry - Differential Extraction

In DNA/Biology tests, you must answer whether you performed a differential extraction
on Item 3 and Item 4. When you have a differential extraction question, click the circle
next to Yes or No for both items. The appropriate response boxes will appear depending
on your answers.

Part Il (continued): DNA Analysis - Additional DNA

Use this section to report results for loci not currently listed in other sections of the data sheet.

Report alleles in numerical order, separated by a comma.

If you wish to indicate minor or vreaker alleles, enclose each one viithin brackets vhile maintaining numerical
order.

* Click "Add Rov” to show another row of boxes for entry.

Did you perform a differential extraction of ltem 37  es Ho @

Did you perform a differential extraction of Item 47  Yes No
Locus Item 1 Item 2 Item 3 Item 3e Item 3sp Item 4 Item 4o Item 4sp

The differential extraction questions can appear on different tabs of the test response form
as shown below. Anytime the question is asked, you will need to answer to get the
appropriate response boxes to appear. If the differential question is answered, but no data
is entered into the corresponding sections, they will not appear in the final report.

Did you perform a differential extraction of Item 37  Yes Ho =
Did you perform a differential extraction of Item 47 Yes = Mo
mH.ux_-

Locus Item 1 Item 2 ltem 3 Item 42 Item 4sp

Did you perform a differential extraction of ltem 37 Yes * Mo
Did you perform a differential extraction of Item 42 Yes '™  Ho

Locus Item 1 Item 2 Item 3e leem 33p Itemn 4o Item 4sp
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How to Upload DNA Data into Your Test
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This guide explains how to upload DNA genetic analysis data into your Forensic Biology
or DNA test. Note: Uploading data through this process will override any data already
entered into that same section of the test.

Once the test is claimed, it will appear in the “My Data Entry” section. Click on the blue
arrow icon under “Actions” and the "Upload data" page will open.

Test No. 17-5704: Forensic Biology Data Due Date:
Sept. 5, 2017, 11:39 p.m

Participant Code: Last modified:
Ul2MK June 29, 2017, 11:54 am.
Actions

I Open Test l

First, choose the sequence type and the amplification kit arrangement option. The sequence
type will control the amplification kit options that are displayed under the Amplification
Kit Arrangement section. The amplification kit chosen will control the loci order.

Iih\\lﬂlﬁltu_plﬁ:l—-.-l
e p— Rl ™ Tralien Pl ™ | R ——— - — S———

Next, click on the “Choose File” button to locate the file to upload (Supports ArmedXpert
and GeneMapper® ID/ID-X Files — Setup in Appendix A of this document).

DNASTR Mke IJ|||I:|:I||

Locate the file under the appropriate folder. Click on the file containing the data you would
like to upload, then click “Open”.

— —
= —— e ——
¢ Portel Upload Duts -|iz B - A

Eiwrrapie STE Profie - D

Enemple VTR Prodile

File name




After the file has been chosen, click on the “Load File” button to access sample
information.

DNA STR file upload

hequence type: STR ® YSTR

A mplification Kit Arrangement:  Default Cofiler™
Investgator® 24plex L N

File: Choose File | Example STR __ile - 1D %mn File |

Select the sample for each item number on the top section of the page. Click the arrow to
open the drop down list above each necessary item number.

Select the appropriate sample from the drop down list for that specific item number. You
can select a sample for all necessary items in your test.

—

Once chosen, all alleles will be shown for that selected sample. Repeat for each additional
item number.

~
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If the CTS Locus does not match the File Locus, you can click on the arrow next to each
CTS Locus to choose the correct Locus.

Sample Name
Sample File

ile Locus Alleles

The middle section of the page shows the substitution options. The left side allows you to
substitute a blank space with something else. The right side of the section allows you to
choose how to display homozygotes. By default, a homozygous allele will be represented
by a single allele i.e. 8. Click on the box next to any character if you want the homozygous
allele to be shown as the two identical alleles i.e. 8,8.

\ -

Once these sections are complete, click on the “Next” button found below this section.

| — ]
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The next window shows all changes to the data based on your chosen options for a final
review. Click on the “Save” button to successfully transfer this data into the test.

Note: The uploaded data will override any data already manually entered into your test.

=

Your files have now been uploaded to the test and you are sent back to the “My Data Entry”
page. Click on the “Open Test” button to review the data that has been uploaded.

Data Due Date:
Sept. 5,2017, 11:539pm

Test No. 17-5704: Forensic Biology

Participant Code: Last modified:
Ul234K July 7, 2017, 1:54 p.g
Actions gy

L Oe

~
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Appendix A

[ArmedXpert users can use the free CTS plugin to export table(s) directly, or create
a genotypes export table using GeneMapper® ID/ID]

Select an existing table setting or create a new table as described below.
Click on the genotypes tab in GMID before selecting File > Export (Ctrl+E)

The genotypes file generally has tab delimited columns such as: Sample File, Sample
Name, Marker Allele 1, Size 1, Height 1, Allele 2, Size 2, Height 2, etc.

"Sample File" and/or "Sample Name" columns are required in order to upload the STR
genotypes.

The "Marker" column is required.

The "Allele" columns have to exist (at least one). The Allele column title format should
look like this "Allele#" or "Allele #".

Any additional columns, such as "Size" and "Height", are unnecessary, and will not affect
the upload.

Note: The file needs to be exported as a text file.




How to Submit a Test to CTS

This guide walks you through submitting your test to CTS. These instructions for
submitting a test are only for analysts that are submitting their own test. Please review the
appropriate guides for instructions on how to submit a test as a Tech Reviewer (“How to
Review a Test and Perform Post Review Actions™) or as a Master Group Manager (“How
to do a Bulk Submission or Retraction by a Master Group™)

Open Test

Go to your Active Data Entry located in the "My Data Entry" section of the CTS Portal
and click on the "Open Test" button.

Data Entry User: Analysta @ects-portal.com

Claim New Data Entrv

My Groups

Diata Enmrv Librarv Having trouble locating vour current Data Entry? New Data Entry muast

be claimed first. Click Here.

Reports

Indrvidual Report Library Active Data Entry: *
Enrollment ,

c Test No. 17-545: Paint Analysis Data Due Date:

Q@Er:m May 30, 2017, 11:59 p.m.

Account Participant Code: Last modified:
i U1234C March 31, 2017, 4:32 p.m.

Update My Profile :

Resource Center ERAS = _ _

Industry Test Instnictions

Continue to Final Submission

Click on the "Continue to Final Submission™ button in the upper right hand corner.

| s.wel | macmu| E> Continue lo Final Submission |

b does not submit data to CTS.
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If applicable, the Accreditation Release page of the test will open. Click on the circle next
to the appropriate response.

Accreitation

Test No. 17-54% Data Sheet, continued Participant Code: U1234C
VWeblode: QPIGRE

RELEASE OF DATA TO ACCREDITATION BODIES

CTS submits external proficiency test data directly to ASCLD/LAB, ANAB, andfor AZLA. Please select one of the
following statements to enture your data i3 handled appropriately.

This participant's data is intended for submission to ASCLDILAR, ANAB, and/or ATLA. [Accreditation Release section below muit
b completed. )
This participant's data iz not Intended for submission to ASCLOVLAR, AMAR, andfor AMLA

Hanve the Inhommrfs designated individual complete the folloy dru; 'L:T.vep'.'.

: une- OF more ul Ihe I’nlln-.rhg Accredltatbun Bu-die-s

CTS RECHNRES AN ANSVVER TO THE RELEASE QUESTION ABOVE

If you click on the circle next to the first response, the bottom section will appear. Fill in
all requested information in this section.

RELEASE OF DATA TO ACCREDITATION BODIES

CT5 submits external proficiency test data directly to ASCLD/LAB, AHAB, and/or AZLA. Please select one of the
following statements to ensure your data is handled appropriately.

® This participant’s data s intended for submbision to ASCLD/LAB, ANAB, and/or ATLA. [Accreditation Relexde section below must
b completed.

This participant’s data is not intended fof submisition to ASCLDVLAB, ANAE, and/or AZLA.

Have the Inhntatnﬁ,r-:. de-sigmted individual tu-nnpit-te the fnllmnnq ste-p-:.

ASCLD/LAB Certificate Mo. :

AMAB Cortificate Ho
AZLA Cortificate Mo,

Authorized Contact Peron and Title :

Laboratory Hame

Location (City/State)

\




Note: If you belong to a group, you may not have permission to fill out the accreditation
information. If it says, "This view is Read-only" in the upper left hand corner, it means you
cannot fill out the accreditation information or make any changes to the accreditation
information. The information must be filled out by someone with permission to do so.

[i_ig This view is READ-ONLY @ Save & Close |

If the information has already been filled out, you can proceed to the next step. If the
information is not filled out and you do not have permission to fill out the accreditation
information, click on the "Save & Close" button and inform the correct person at your lab.

Once the accreditation information is confirmed or filled out, click on the "Submit to CTS"
button to send the test to CTS. If you do not see this button, you may not have permission
to submit to CTS. Note: The "Forward to a Group™ button will not be shown if you do not
belong to a group or you do not have permission to forward to a group.

A confirmation screen will appear. Click on the "Yes" button to confirm that you would
like to send the test to CTS.

Are vou sure that vou want to subnut the following rest?
Test No. 17-545: Pant Analysis
Participant Code: U1234C

Yes [Hn.

A message confirming that the test has been sent will appear. Click on the word "tests" to
return to the “My Data Entry” section of the CTS Portal.

Submission received May 16, 2017, 2:43 p.m.
You can:

Return to j.'m <j

CTS Portal User Guides | 11/21/2017
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Your test will be moved to the Submitted Data Entry section.

‘ Submitted Data Entry: a \

[ Test No. 17-5171: Latent Print Data Due Date:
Examination Oct. 16,2017, 11:59 p.m.
Participant Code: Last modified:

U1234H Sept. 12,2017, 8:28 am.
Actions

= A - E Retract Submission

You will receive an e-mail confirmation, along with a PDF copy of your submission.

'_-_ 17-5171_U1234H.pdf (112 KB)

The following message is from Collaborative Testing Services' online Portal.

Test No. 17-5171: Latent Print Examination, for participant code U1234H, has
been submitted to CTS.

Aftached is a PDF copy of this submission, which includes the submission time
stamp on the last page.

Collaborative Testing Services

www.cts-port al.com

The PDF will include a submission time stamp on the last page.

Test No. 17-5171 Data Sheet, continued Participant Code: U1234H
Web Code: PYZ23H

Submitted to CTS on:
Sept. 12, 2017, 8:28 a.m.

12 Sep 2017 08:28 Page 5 of 5




How to Retract a Submitted Test

This guide walks you through how to retract a test that has been submitted to CTS. This
can be done any time before the test's data due date. If you retract a test, make sure you
resubmit it before the data due date. These instructions for retracting a submitted test are
only for analysts that are retracting their own test. A Master Group Manager can also retract
a test through the following guide:

Retract Submission

If you would like to retract your test that has been submitted to CTS, click on the "Retract
Submission™ button.

Note: If the retract submission button is greyed out and unavailable, it means you belong
to a group and you do not have permission to Retract your test. The Group Manager can
give you permission if it is necessary to retract your submission. Once permission has been
granted, the "Retract Submission" button will become available.

Submitted Data Entry: —
Test No. 17-588: DNA Interpretation Data Due Date:
June 5, 2017, 11:59 p.m
Participant Code: Last modified:
U1234E May 16. 2017, 12:31 p.m_
Actions ¢ i
= Retract Submission
_/.‘}:J-::JO
[

You will be asked to confirm you would like to retract the selected test.

By retracting yvour subnussion your data will not be mecluded mn the final
report

Are vou sure that vou want to retract the following test?

Test No. 17-588: DNA Interpretation
Pan ticipant Code: Ul1234E

iﬂ iiJ
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After confirming you would like to retract the selected test, you will receive an e-mail and
a notification that your test has been retracted. The test will now show under the Active
Data Entry section.

The following message is from Collaborative Testing Services' online Portal.

Submission for Test No. 17-502: Drug Analysis, participant code U1234J, was
retracted. Remember to re-submit by Sept. 25, 2017, 11:59 p.m.

Collaborative Testing Services

www.cts-portal.com

Click on the “Open Test” button to make any necessary changes and resubmit the test to
CTS.

Active Data Entry: @ | [Nonfications Printer-frie
Submission for Test No
Test No. 17-588: DNA Interpretation Data Due Date: 2 “ Sfﬂﬂ;:‘pm -
T & : 7 T 05162017 ALRETpTEn 1. ek
June 5. 2017, 11:59 p.m. 5 code U1234E. was Ok |
e retracted. Remenber to
Participant Code: Last modified: re-snbmit by June &,
U1234E May 16, 2017, 12:36 p.m. 2017, 11:59 p.m. |
Actions $ E Test Mo, 17-338: DNA |
BEhE BETLESS 0 gany o Dterpretation, for
P ! C A 0362017 eicipant code UIL2ME, O |

has besn submatted to

Pt

Note: Data can be retracted for corrections at any time prior to the Data Due Date.
However, a final submission must be made prior to the Data Due Date in order for CTS to
receive the data.




-

How to Create & Manage a Master Group &

Sub-Group(s)

This guide walks you through the complete steps of creating the Master Group and creating

Sub-Groups for review, submission, or organizational purposes.

Start a Master Group

Click on "My Groups" on the left side of the page, under the "Data Entry" heading.

Then, click on "Start a Forensics Master Group™ on the page that opens.

CTS Online Portal

Data Entry
Claim New Data Entry
Mw Data Entry

[t ] <o

Data Entry

L1bran

Start a Forensics Master Group q:

Start a Forensics Group
Start an Industry Group

Toin a group

Name Your Master Group

Type in a user-defined Master Group name. In our example, we used "Master Group 1".

Click on the "Create Group" button.

Master Group Naty

E: Master Group 1

Create Group

A message confirming the Group has been created will be displayed.

The following group has been created:

Master Group 1

Actions
Master Grow

a A

Add members to thus group through the add 'edit membership link

CTS Portal User Guides | 11/21/2017
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Adding a Sub-Group

Click on "Master Group Dashboard" listed under the Master Group.

Master Group 1
Actions

Ma i C:

Click on "Manage Group™ on the Master Group Dashboard page.

Master Group 1

A

Active Tests

¥ OLE

No users i this group have an active test,

I &5t arc ] e

 Group1d | Group Leaders

714371 GroupLeaderBets-portal com

£

Click on "Add Group". Itis located on the right hand side of the window and on the bottom

of the page under Group Administration.

I Master Group 1

Group Management

Master Group Dashiboard

Crroy m Master Group 1 . c Name : aldliny
up name: Master Group | Shnge
Testing
Asugn Tests
Enter Accreditation (For All Active Tesis)
Elsctromc Signing of Release to Accreditation (Optional)
Users
Y 4
"i Lk

User-Submitted Bequests to Join Group

There are po submutted membership requests

Invites Awaiting Kesponte

There are no mvites AWATINE responsd

Group Admimistration
<

Delete Group

<




To add a new group, type in a new group name in the appropriate space and click on the
"Create Group" button.

To add an existing group, select the group from the drop down menu and click “Add
Group”.

Note: It is recommended that sub-groups be created directly through the Master Group. If
adding an existing group, additional steps may need to be taken to merge users into the
Master Group. See this guide for further information (“Forensic Group Members not
members of Forensics Master Group™).

| Master Group 1
New Test Group i
Add a new group:
Group Name:
Sub Group 1 Create Group C:
Or pick an existing group: G
Group:
Tech Review 123 Add Group @
You will receive a confirmation that the group has been created.
i
The following group has been created Manage

Sub Group |
Actions

Add members to this group through the add'edit membership link

Repeat these steps to create as many groups as needed for your lab.
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Adding Users to Sub-Groups

Adding Users to Sub-Groups follows the same instructions within the guide “How to Add
Users to a Group or Join a Group”. The only difference is that you will see the Sub-Groups
indented under the Master Group on your My Groups page.

Aaster Group 1
Actions
Master Group Dashboard

Sub Grn1||| |
Actions

|E

Tech Review 123
Actions

Beview Dashboard {:

Note: Adding a user to any sub-group automatically adds them to the Master Group.
Therefore, there is no need to add them to the Master Group separately.

Adding/Removing Users to/from the Master Group

You may have users that you want as part of your Master Group, but perform no data entry
or review functions that would include them as members of the sub-groups. To Add or
Remove a user from a Master Group follow the instructions within the guide “How to Add
Users to a Group or Join a Group”. The only difference is that you will access the Add/Edit
users section following the instructions below.

Click on "Master Group Dashboard" under your Master Group

a sics N Gr
Datal En_try Start a Forensics Group
Claim New Data Entry Start an Industry Group
My Data Entry Join 2 grou
Data Entry Library Master Group 1
Reports Actions
: Y 5
Tadroihal R eoartT iheto I faster Group Dashboard I <:
Enrollment
Order History Tech Review 123 ID: 9364
Test Status Actions
Account Revwen Dasiboard
Update My Profile Ear T PP r s  E




~

Click on “Manage Group” on the Dashboard page.

Master Group 1

All v

- Manage Group
Active Tests :>

Assign Tests

R

Click on the “Add/Edit Membership” located under the Users section of the Group

Management page.

Master Group 1

Group Management

Group name: Master Group 1 Change Name

Testine
Assign Tests
Enter Accreditation (For All Active Tests)
Electronic Signing of Release to Accreditation (Optional)
Users

[Add Edit Membership] <=3

Manage Permissions

Master Group Dashboard

Add group

Note: Removing a user from the Master Group will delete the user from any Group
associated with the Master Group. However, removing a user from a sub-group will not
remove them from the Master Group or any other groups. To delete a user from all the

sub-groups, delete them one time from the Master Group.
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How to Set Permissions for Forensics Master

Group Members

This guide explains how to assign user's permissions by a Master Group. This can only be
done by a Group Manager.

Click on "My Groups", on the left hand side under “Data Entry”. Click on "Master Group
Dashboard™ under the Master Group.

Data Entry
Claim New Data Entry
My Data Entrv

Data Entry Library

Reports

Individual Report Library

Start a Forensics Master Group
Start a Forensics Group

Start an Industry Group

Join a group

Master Group 1
Actions

I Master Group Dashboard l @

Enrollment
Order Historv
Test Status

Account
Update My Profile

Click on "Manage Group"

Tech Review 123
Actions

Review Dashboard

located on the right hand side of the Master Group Dashboard.

All

Master Group 1

N Manage Group
Active Tests

=>

Assign Tests

Click on "Manage Permissions” located under the Users Section of the Group Management

page.

Master Group 1
Group Management ey e
) E +)
Group name: Master Group 1 i Change Name
e Add group
Testing
Assign Tests
Enter Accreditation (For All Active Tests)
Electronic Signing of Release to Accreditation (Optional)
Users
Add Edit Membership
<=




The Permission Management page will open, displaying all users of the Master Group and
sub-groups. Users with manager permissions are under the "Group Managers" section. The
remainder of the users are listed under the "Group Users" section.

All boxes with a check mark indicate that the user has permission for that activity.

Click on a box to either add a check mark or remove a check mark. Once all permissions
are set, click on one of the "Apply" buttons

. Master Group
| H1INLE 510N [anaeement M
R :::
Az Submit to o £5ign Imwte Members
Accreditabion ians
User Tests CTSmBulk T Pulle M Accredtation to Master Graup : e
I Group Managers I
MasterGroupleaden@cls- o
portal com e o & o ] &
| Group Users |
Analystd@cls-portal com O B O ; O
AnalystBgEis-portal com E] M o, E B
AnalysiC@cts-portal com O O | 1 E B
AnatystDaExts-portal com O O O i B B
AnalysiE@xis-portal com O O O £l El £l
T‘.'{hﬁ‘-."‘l'lf"ﬂ‘.':‘i{ﬁ' ‘= || m | | | i M
portal com = o e
A
Laeey || <3

Actions available by setting permissions:

Assign Tests - allows user to assign tests to any users who are members of the sub-groups.
Submit to CTS in Bulk - allows user to submit tests to CTS through the Master Group
Dashboard.

Edit Accreditation in Bulk — allows user to edit accreditation through the Master Group
Dashboard.

eSign Accreditation - allows user to complete the steps for electronic signature of their
accreditation submission. This is an optional step.

Invite Members to Master Group - allows user to add other users to the Master Group
and send invitation e-mails to them.

Manage - allows user to set Master Group permissions.

Note: The user who started a Master Group is automatically set as Group Manager. This
user has all the permissions. Users within a Master Group receive no permissions by
default. Access to all permissions must be specifically turned on by the Group Manager.
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How to Assign a Test to User(s) through a
Master Group
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This Guide explains how to assign a test to a user through the Master Group. You will need
to have the “Assign Tests” permission to complete this guide.

Note: This function is separate from claiming a test to enter data individually and is
intended for assignments to other users or for assigning in bulk. To claim a test outside
of this feature for yourself, please refer to the “How to Claim a Test For Data

Entry” guide.

Click on "My Groups", on the left hand side under “Data Entry”. Click on "Master Group
Dashboard" under the Master Group.

Data Entry
Claim New Data Entrv Start an Industry Group
My Data Entrv Toin a eroup
My Groups
Data Entry Library Master Group 1
REpOI’tS Actions
- I Master Group Dashboard I <:
Individual Report Libraryv
Enrollment
MM IT'ech Review 123
Test Status Actions
Account Review Dashboard
. T

Click on "Assign Tests" on the right hand side of the Master Group Dashboard.

Master Group 1

) ) Manage Group
Active Tests

A ::> Assign Tests
¥

Alternatively, the Assign Tests feature can be accessed through the Group Management
page.

Master Group 1

Group Management Master Group Dashboard

Group name: Master Group 1 Change Mame

“ <=
nter reditation (For All Active Tests)

Elzctronic Signing of Release vo Accreditation (Optional)

Add group




The Test Assignment page will open. Choose the proper test from the drop down list.

You have the option of choosing a user group, which will limit your available users to the
members of the selected group. To use this feature, use the drop down list to choose the
correct user group.

Note: Only one test can be selected from the drop down box on the top of the page to be
assigned to users at a time.

Test b

User Group
(optional)

Please complete assignments before chanpimg test or user group

Participant Web Code User
Code

w w X

Asuign

If you have permission to access the preloaded codes for your Lab Account, choose the
Participant Code from the drop down list and the Web Code will fill in automatically. If
you do not have access to the preloaded codes, enter the Participant Code and Web Code
provided on the hard-copy data sheets or in the Excel attachment for digital download tests.
Then choose the correct user from the drop down list.

Test Assignment

Test: | Test No. 17-501: Drug Analysis r
User Group
{optional):

Please complete assignments before changing test or user group.

Participant Web Code User
Code
U1234A * | 9RHABTH AnalystA@cts-portal.c v X
Assign
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If additional tests are to be assigned, click on "Add another" located under the Participant
code. An additional row will appear and can be completed as above. Continue this process
until all necessary tests have been assigned.

Note: This section of the Portal does not have an automatic save feature and will timeout
after 30 minutes of inactivity. To allow for additional time to assign tests, this timer will
reset when the “Add another...”” command is selected.

Participant Web Code User

Code

U12344 * | QRH4BTH AnalystA@cts-portal.c b,
u1234c Y | KFSEN2BB AnalystB@cts-portal.c* X
Add another

Assign
| |

Please Note:

There is a 30 minute inactivity teme out for all single pages of the CTS

Partal. However, unlike data entry, this page is not amtomatically saved if

the 50 mimate timer 15 reached. To allow for additional time to assign tests,

this timer will reset when the “Add Another..." command 15 selected.

If you need to delete a row, click on the X to the right of the row. This will automatically
delete the row.

Once all tests have been added, click on the "Assign™ button.

Participant Web Code User
Code
U1234A ¥ | 9RHABTH AnalystA@cts-portal.c ¥ X
U1234C *  KF56NZBB AnalystB@cts-portal.c” X
Add another

Assign




A message will appear with a list of all assigned tests. Click on "Master Group Dashboard"
to see all the active tests or click on "Assign more tests" if you need to assign additional
tests.

Test Assignment Master Group Dashboard <:
) . Manage Group
The following tests have been assigned:
k - Assign more tests <:
Test Participant Web User
Code Code
| | Have a Trial or

Tact ™ 64 B a5
EEAL *:I Bl V12344 ORHIBTH | AnalystA@cts-portal.com Predistribution Code
A Click Here to Enter
Test Mo 17-364: Bl

Aleohel - Ul234C KFS6N2BB| AnalystB@cts-portalcom

The tests will now be available within each user’s My Data Entry page under their Active
Data Entry section, and each user will be sent an e-mailed notification of the assignment
of the test.

The following message is from Collaborative Testing Services' online Portal.
Test No. 17-529: Toolmarks Examination was assigned to you for paricipant
code U1234E.

Collaborative Testing Services
wWww.cts-portal.com
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How to Unassign a Test

This guide walks the Lab Account Owner through unassigning a test that has been
claimed/added to a user profile.

If a test is claimed in error, the Lab Account Owner can unassign a test. This feature is
only available prior to the data due date for tests that have not been submitted.

Note: Unassigning a test delefes all entered data!

To Unassign a Test

Click on “Data Entry Library”, under the “Data Entry” heading on the left hand side of

the screen.

Data Entry
Clazm New Data Entry

=i,

My Groy

T

Select the current year from the options provided and select the discipline for the test you
would like to unassign.

Data Entrv Library // 2017

U

Digital & Multimedia Evidence
Drug Analvsis

Crime Scene

Firearms & Toolmarks

Forensic Biology & DNA
Latent Prints & Impressions

Questioned Documents

Toxicology
Trace Evidence

Select the specific test you would like to unassign.

Data Entry Libyary // 2007 /7 Lateat Prints & Imipressions &

TeaNe 17-5190- Larene Prol Processug
Tesa o 17-5331° Foorwear lowpout Evidence




Click the box under the column “Remove User and Delete all Data for Participant Code”
for the user/participant code you would like to remove from the test. This feature is only
available prior to the data due date for tests that have not yet been submitted.

Note: Unassigning a test deletes all entered data!

Click on the “Remove User” button.

10 test(s). Data Due Date: Oct. 30. 2017, 11:59 p.m.
| o Request Emailed | Remove User and
Barticipant User g\;m:md PDF Version Delete all Data for
Clnde Participant Code
Ul2344 | AnalystA@cts- No . <o
portal com
AnalystB@cts- .
2 &, = No
VizB portal.com i
y1234c | AnalystC@cts- No
portal.com
=t AmnalystDEcts- I
112340 portal.com L
‘ Email PDFs ‘ ‘ Remove User ‘

You will see a note on the top of the page indicating the data for the selected test has been
deleted. The participant code will no longer be associated with the user who was removed.
The test can now be assigned to or claimed by another user.

|| Deleted data for 1 test(s) I <b

10 test(s). Data Due Date: Oct. 30, 2017, 11:39 p.m

- Request Emailed = Remove User and
Participant User g?d PDF Viersion Delete all Dara for

Participant Code
12344

< AnalystB@Ects- s
ju 17). ) B

U1234C AnalystC@cts-
portal.com

AnalystD@cts-

U1224p portalcom

| Email POFs | I Remove User |
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How to Perform Master Group Dashboard
Actions

©

This guide explains the actions that can be performed on the Master Group Dashboard. All
active tests for users within your sub-groups are displayed on the Master Group Dashboard
with information on the status of each. You can e-mail a PDF and view notifications for
each individual test. You can also do bulk activities like e-mail PDFs, edit accreditation
information, submit or retract tests, and forward or retract tests to/from a group. You can
also view all archived tests for users within your sub-groups.

To open the Master Group Dashboard, Click on "My Groups"”, on the left hand side under
“Data Entry”. Click on "Master Group Dashboard" under the Master Group.

Start a Forensics Master Group

Data Entry
Claim New Data Entry

Start a Forensics Group
Start an Industrvy Group

My Data Entry Join a group
My Groups
Data Entry Library Master Group 1
Reports Actions
I Master Group Dashboard I @

Individual Report Library

Enrollment
Order Historv Tech Review 123
Test Status Actions
Account Review Dashboard
Update My Profile Vi s i

The Master Group Dashboard will open and a list of all the active tests for all members of
the Master Group will be displayed. To show only a specific active test, use the drop down
menu at the top to limit the list of active tests. Located below the list of active tests is the
menu for bulk options, the Test Archive link and the listing of the Group ID & Group
Managers.

Master Group 1
Active Tesi
All v @
| Test Participant Code Status
Test No. 17-3350 AnalystSEets-portal com In progress
MO g U1001M e
EVIGEle X %
Drata Drae Date Emnd PDF
> | Email PDF v
Test apchive <::
Group Id Group Leaders <::|
GrouplLeaderficts-portal com




All active tests are listed on the top portion of the Dashboard. The first column lists the
Test Number, Name, and Data Due Date. The second column lists the user name and
participant code for the test, the third column lists the status of the test, and the fourth
column is the selection box column used to perform bulk actions.

Status Options on the Master Group Dashboard:

In Progress — The test is currently in the control of the original user. This may mean they
have just claimed the test, are entering data, or have had the control passed back to them
after a review. The “View Notifications” option will show what steps the test has gone
through.

In Review — Shows that the test is currently in the control of a sub-group, provides the sub-
group name with a direct link that will take you to the sub-group’s review dashboard, and
will list if it is claimed or unclaimed by a reviewer within that sub-group.

Submitted — Shows the date that the test was submitted to CTS.

Master Group 1

Active Tests
Test No. 17-529: Toolmarks Examination v
Test Participant Code
Test No. 17-529:
EI;:;:] '!1":;\_1 AnalystA@cts-portal.com

Data Due Date:

vember

zir AnalystB@cts-portal.com
Examination P

Data Due Date:

November 20, 2017

Submitted September 15,
117

AnalystC@cts-portal.com

U1234K

Examination

Emall POF
D'nl: D‘ue D:te View Notifications

November 20, 2017

Within the status column, there are two actions that can be performed on each specific test.
If you click on "E-mail PDF", you can send a PDF copy of that specific test to any e-mail
address. If you click on "View Notifications", a separate page will open that shows all the
notifications for that specific test.

Master Group 1

Active Tests
Test No. 17-529: Toolmarks Examination v
Test ' Participant Code | Status
Test No. 17-529
Toolmarks i In progress
Examination AnelystA@rts-portal com Email PDF

U1234C

View Notifications

Diata Due Date:
November 20, 2017

CTS Portal User Guides | 11/21/2017
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Bulk Actions

The Master Group Dashboard allows users with appropriate permission to perform
actions on select tests individually or in bulk. The available options are listed within the
action drop down list under the active tests.

I Master Group 1
Active Tests
All v
Test Participant Code Status
Test No. 17-353(

Mobile Digital AnalystWZcts-portal.com
Evidence U001y

In progress:

Email PDF

Yiew Nohfications

[Email PDF || <3

Email PDF

Edit Accreditation

Retract from CTS

Forward to a Group

Retract from Group Review

Data Due Date:

For each action item, you can control which test the action is being performed on by adding
a check to the box in the right column.

Test Participant Code Status

', 3 .-._'___C:_:,_:_ AnalystW@cts-portal com
K - — U1001Y

Data Due Date:

Bulk Actions available:

E-mail PDF — The "E-mail PDF" bulk option allows user to send one or more tests to their
e-mail. See detailed walkthrough below. Note: Unlike the "E-mail PDF" option in the
status column for each test, you cannot choose the e-mail address you are sending the bulk
e-mails to. All PDFs will be sent to your User ID e-mail address.

Edit Accreditation — Allows user to review/edit/enter accreditation as described in this
walkthrough: “ 7

Submit to or Retract From CTS — Allows user to submit or retract tests to/from CTS as
described in this walkthrough:




~

Forward to/ Retract From a Group — Allows user to move a test in or out of a sub-group.
These actions are helpful if a test has gotten “stuck” due to a user/reviewer being
unavailable. See detailed walkthrough below.

E-mail PDF

After selecting the E-mail PDF action, a pop up is triggered to confirm the number of tests
and the action you wish to perform.

www.cts-portal.com says:

Email PDFs of 1 test(s)?

| OK Cancel |

After selecting “OK” a confirmation message will be displayed indicating that the test(s)
have been e-mailed to you.

An emaill has been sent to the following email addresses
MasterGroupLeadenficts-portal com

Please allow a few moments for the email(s) to be delivered

The E-mail will contain one PDF of all selected tests merged into one document.

Ilz 17-529_U1234C-U1234K.pdf (106 KB)

The following message is from Collaborative Testing Services' online Portal.
Aftached is the pdf that you requested from the CTS web portal.

Collaborative Testing Services
www.cts-portal.com

Forward to a Group
The "Forward to a Group" option allows you to forward one or more tests to a group.

After selecting the “Forward to a Group” action a pop up is triggered to confirm the number
of tests and the action you wish to perform.

www.cts-portal.com says:
Forward 1 test(s)?

~
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After selecting “OK”, the Forward Test page will open, showing the selected test(s).
Choose the correct sub-group from the drop down list, then click on the "Send" button

Forward Test

Test

Participant Code

Test No, 17-5550: Mobile Digital Evidence

U001y

Submit to ng,lp:
b4

Sub Group 1 v =

<3

group.

retraction.

Retract from Group Review

The "Retract from Group Review" option allows you to retract one or more tests from a

After selecting the “Retract from a Group Review” action, a pop up is triggered to confirm
the number of tests and the action you wish to perform. Select “OK” to confirm the

CTS Portal User Guides | 11/21/2017
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RWW.CTS-pOFtaLCGITI S5ays.
Retract from review 1 test(s)?

The Master Group Dashboard will refresh once the action has completed and the retracted
test(s) will show as “In progress”. The test(s) will need to be resubmitted to CTS prior to
the Data Due Date to be included in the final report.




Test Archive

The Test Archive feature allows you to view any test that is expired. You can view the
status and notification of each archived test, as well as send an individual or bulk PDF of

one or more tests by e-mail.

To view the tests, click on "Test Archive" located below the drop down bulk action list.

Email FOF

50 A L

¥

<=

The Archived Tests page will open, displaying all archived tests. You can also choose a
specific archived test that you would like to view from the drop down list on the top of the

page.

Master Group 1

" G

Archived Te

All

L

Test

Test ™o, 17-388: DNA
:J'.r-."]'.'."!'.:"!'.ll.'.

Data Due Date:

Furs 5, 201
est No. 17-5335

sotwexr Imprimt

e

m ' e

Data Duae Date:
My X3 X007

Participant Cade

AnalystS@Ects-portal com
Ui001Xx

AnatystB@Ects-portal com
Ul001W

Status

The “E-mail PDF” (both individual and bulk) and “View Notification” actions work the
same way as described earlier in this help guide. See instructions above for each action.
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How to Fill in Accreditation Information by a
Master Group

This guide explains how to enter in Accreditation information for all active tests claimed
by users within a Master Group and Sub-Groups. It also explains how the electronic signing
of release to Accreditation feature works.

Click on "My Groups", on the left hand side under “Data Entry”. Click on "Master Group
Dashboard" under the Master Group.

Start a Forensics Master Group
Data En"y Start a Forensics Group
Claim New Data Entry Start an Industry Grou
My Data Entry Join a grou
Data Entry Library Master Group 1
Reports Actions
div it : I Master Group Dashboard I <:
Eorolliment Ve e T RSN e TR 2 e (R OV
Order History Tech Review 123
Test Status Actions
Account Bevien Daskbeard
Update My Profile i T i | TN 1 Vi et A Ao TR )

To Complete Accreditation in Bulk for All Active Tests

Click on "Manage Group" located on the right hand side of the Master Group Dashboard.

Master Group 1

: Manage Group

Active Tests

Assign Tests
All v

Click on "Enter Accreditation™ listed under the Testing Section.

Master Group 1
L Master Group Dashboard
Group name; Master Group 1 Change Name
Add group
lesting
Asgen Taste
Enter Accreditation (For All Active Tests) {::
(Uptional)

This will take you to the accreditation completion page detailed below.




To Complete Accreditation for Select Tests/Users

Place a check in the right column for the tests/users you would like to edit accreditation
for, select “Edit Accreditation” from the drop down list below the Active Tests, and click
the Apply button.

Master Group 1

Active Tests

Test No. 17-52% Toolmarks Examination r

Test Participant Code Status

AnalyvstA@cts-portal com

B

AnalystB@cts-portal com

Diata Due Dates

“ovemsber 20, 2017

Edit Accreditation ¥ | [heetyy (::

Email PDF
Edit Accreditation

Submit to G
Retract from CTS

Forward to a Group
Retract from Group Review

Accreditation Completion Page

A page will open that lists all assigned tests along with fields for the accreditation
information. You can fill out information on the top row when you want to fill out several
tests at once. If you are only filling out information for a particular test, fill out the fields
in the row of that test.

) Test Pnl'tlmpnnt Intended for ASCLD/LAB Certificate No. ANAB Certificate No. A2LA Certificate No. Authorized ('m_lt:lcl Person and
Number Code Release Title
Copvio All | Mot Selected v
Qrueny All vy vy vy vy vy
529 UI234E Net Selected v
529 Ul234K Not Selected v
Save
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To complete multiple entries at the same time, fill in the information on the top row. Once
all necessary information is filled in, click on either "Copy to All" or "Overwrite to All."
"Copy to All" copies all the values in the top line to all empty rows, preserving any already
entered values. "Overwrite to All" copies all the values in the top line to all rows,
overwriting any already entered values.

Test Participant Intended for A
Number Code Release i
Copvto All |Not Selected ¥
Overwrite to All v ¥

5550 U1234D ﬁ Mot Selected

If you only want a certain column of information copied to additional rows, click on either
the blue single arrow or the blue double arrow below the field you wish to copy. This is
useful for a column that was incorrect and you just want to copy that particular column to
the tests below. The single arrow copies the value down to all empty fields; it does not
overwrite any pre-existing values. The double arrow copies the values to all fields,
overwriting all pre-existing values.

Test Participant Intended for - ; : -
Number  Code Release ASCLD/LAB Certificate No.
Coprto All | Not Selected
Overwrite to All v g E <:
529 U1234E Not Selected
529 U1234K Not Selected v

Once all information is finished, click on the "Save" button.

Test Participant Intended for AS
Number Code Release -
Coprto All | Not Selected v
Overurite to All v g
529 Ul1234E Do not release v
529 U1234K Release v || ALI-99

] <=




If you complete the Accreditation in Bulk through the Group Management page, you will
receive the following notification that the Accreditation has been updated.

Master Group 1

[.|..|||.".[__||_--_-.|||..||: Master 0

Accreditation updated <::] Add grog

Gmup name: Master Group 1 Change Mame |
L ]

[estine
Assion Tests
LINCT] L] L;I A l1O] 1 . ¥ 1%
Enter Accreditation (For All Active Tests)

bl | £ =~ 3 L Fm 3

The completion of accreditation through the Master Group Dashboard for select tests/users
will not show a confirmation message, but you can view the notifications for that test/user
and see the completion of accreditation listed.

Master Group 1
Active Tests
All v
Test Participant Code Status
Test No. 17-529:
Toolmarks In progress
Examination AnalystA@cts-portal.com S
U1234E
Data Due Date:
November 20, 2017
Showing notifications for:
09/15/2017 The group Master Group 1 has edited accreditation information for Test No. 17-529: Toolmarks Examination, for
08:06AM participant code U1234E.
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Electronic Signing of Release to Accreditation (optional)

This feature is used to have e-mail confirmation that the Master Group Manager filled out
the Accreditation page. It adds an extra step to filling out the Accreditation page.

Click on "My Groups" on the left hand side under “Data Entry”. Click on "Master Group
Dashboard" under the Master Group.

D E Start a Forensics Master Group
ata_ n'try Start a Forensics Group
Claim New Data Entry Start an Industry Group
My Data Entry Join a group
My Groups
Data Entry Library Master Group 1
Reports Actions
: A
Individual Report Library I Master Group Dashboard I <:
Entollment R T R e S g
Order Historv Tech Review 123
Test Sta Actions
Account Review Dashboard

Click on "Manage Group" located on the right hand side of the Master Group Dashboard.

Master Group 1

Active Tests

: Manage Group

Assign Tests
All v e

Click on "Electronic Signing of Release to Accreditation” listed under the Testing Section.

Master Group 1
SioRp AaRagens Master Group Dashboard

Group name: Master Group 1 Change Mame |
d grov
Testi 1o
Assign Tests
tation (For -il.' Active Tﬁ:-s:-

EMME&MMMHRJQWH (Optional) J«5=3




-

The Electronic Signing page will open. Click on the box right next to each test you would
like to perform the electronic signature activity. Once all necessary tests are chosen, click
on the "Sign" button.

l Master Group 1

Electronic Signing

Manage Group
Select each test that will be mncluded m this electronic signature by checking the
checkbox next to it

Test Participant Code q:

Tact Mo 17.3550: Ma e Analyst A@cts-portal com
Tast No. 17.3530: hobide Digitel Evidence U1001A
S e s s AnalystB@cts-portal com
Tast No. 17.55350: Mobie Digital Exndence U1001B

AnabystC@cts-portal
Test No. 17-5550: Mobile Digital Evidence 1:1;5:;2 @ets-portal.com

Sign <::|

A confirmation message will be displayed.

Master Group 1

Electronic Signing

The signing process has started for the selected tests. You will receive an email
containing a link that must be followed to complete the process.

Once you receive the e-mail from the Portal, follow the directions provided to complete
the electronic signing process.

The following message is from Collaborative Testing Services' online Portal.

By I’ollowinou will be digitally signing the following tests:

Test Test No. 17-529: Toolmarks Examination
Participant Codes: U1234E,U1234K

Collaborative Testing Services
www.cts-portal.com

~
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The link will take you to the Electronic Signing page. Click on "Next."

Electronic Signing

The signing process for these tests began September 15, 2017.

Test Participant Code

Test No. 17-529: Toolmarks Examination Anal}‘sl.??ﬁ'_:‘c‘t‘s:goﬂ al.com
Test No. 17-329: Toolmarks Examination AnalystB@cts-portal.com

Ul1234K

The Enter Accreditation page will open for you to enter, edit, or review as described above.
Once completed, click on the “Save” button.

A confirmation message will be shown on the screen.

Electronic Signing

2 test(s) signed at Sept. 15, 2017, 8:29 am.

And a new notification is logged to this test to indicate it was electronically signed.

Showing notifications for:

09/15/2017 Your test Test No. 17-529: Toolmarks Examination, for participant code U1234E, has been signed and accreditation
08:29AM information may have been updated.
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How to Do a Bulk Submission or Retraction by
a Master Group

This guide explains how to complete a bulk submission to CTS. The accreditation
information can also be filled out during the bulk submission. You can submit just one, a
few, or all of the active tests. This guide also explains how to complete test retraction by
the Master Group.

How to Submit Tests in Bulk

Click on "My Groups" on the left hand side under “Data Entry”. Click on "Master Group
Dashboard™ under the Master Group.

Start a Forensics Master Group
Data Entry Starta F E[:Bj!:‘ Group
Claim New Data Entry Start an Industry Group
My Dat s Join a group
My Groups
Data Entry Library Master Group 1
Reports Actions
Individual Report Library I ]
Enrollment U
Order History Tech Review 123
Test Status Actions
Account Beview Dashboard
Update My Profile s

A list of all the active tests for all members of the Master Group will be displayed. To show
only a specific active test, use the drop down menu at the top.

Master Group 1

Active Tesis

. —l

Tent Participant Code Status

Teat MNo. 17-5550 AnabystP Bets-portal com In review
:!:L*ﬂe Dhgital U1o0iL Sub Group |
Evidence

Data Dwe Date

AnalyuSFers-portal com In progress
UlooiM

Te 'TI":_ 175550 AnatyuiT Bets-portal com In pregress
:_..:b:.-.- Digatal U001

Diata Dae Date
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Click on the box in the right column for each test that you want to submit to CTS. Choose
"Submit to CTS" from the drop down list below the active tests. Click on the "Apply"
button. Note: The Master Group has the power to submit tests directly to CTS no matter

their review status.

| Forward to a Group

Test Participant Code Status
Test No. 17-55350: AnalystS@cts-portal.com In progress:
Mobile Digital U001
Evidence E:; 7
Data Due Date: w
Ty 10, 2017 J-L View Notifications

Email PDF v | aeew (| <7

Email PDF

| Submit to CTS

| Retract from Group Review

The Enter Accreditation page will open. Enter, edit, or review as described in the

walkthrough: “

”. The only

difference is that instead of the “Save” button, this version of the accreditation page will
have a “Submit to CTS” button. Once the accreditation information has been completed,

click “Submit to CTS”.

Test

Number

529

529

Participant
Code

U1234E
U1234K

Copy to All
Qverumite to All

Intended for
Release

Not Selected v
v e
Do not release v

Release

ASC

v ALI-QQQI

Submit to CTS <:|




The Master Group Dashboard will open back up. The test(s) that you submitted will show
up as "Submitted" under the status column.

Master Group 1
Active Tests
Test No. 17-529: Toolmarks Examination v

Test Participant Code

Test No. 17-529

Toolmarks

Examination AnalystA@cts-portal.com
UI1234E

Data Due Date:

Test No. 17-529

Toolmarks

Data Due Date: U1234K

November 20, 2017

Status

Submitted September 15,

2017

Examination AnalystB@cts-interlab.com

Emal FDF

View Notifications

Submitted September 15,
2017
Email PDF

View Notifications

The Original User will receive an e-mailed notification that their test has been submitted

to CTS by the Master Group along with a PDF copy of the submission.

T17-529_U1234E.pdf (75 KB)

The following message is from Collaborative Testing Services' online Portal.
The group Master Group 1 has submitted Test No. 17-529: Toolmarks
Examination, participant code U1234E, to CTS.

Collaborative Testing Services
www.cts-portal.com

The PDF will include a submission time stamp on the last page.

Test No. 17-5171 Data Sheet, continued Participant Code: U1234H

Wob Code: PYZ23H

Submitted to CTS on:
Sept. 12, 2017, 8:28 a.m.

12 Sep 2017 08:28 Page 5 of 5
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Bulk Retraction

To retract a test or tests that have been submitted to CTS, start at the Master Group
Dashboard.

Click on the box in the right column for each submitted test that you want to retract from
CTS. Choose "Retract from CTS" from the drop down list below the active tests. Click on
the "Apply" button.

I Master Group 1
Active Tests

All v
Test Participant Code Status
Test No. 17-3350: AnalystT@cts-portal. com Submitted June 10, 2017
Mobile Digital UL1001N
Evidence -

Bina

Data Due Date: Emal PDE
Tubs 10. 2017 View Netifications

| Email PDF v <2

Email PDF |
‘ Edit Accreditation

Retract from CTS
 NGETU T a WaTULERS g
If'.etract from Group Review !

U SN,

A pop up confirmation message will appear. Click "OK" to retract the test(s).

www.cts-portal.com says:

Retract 1 test(s)?




~

The tests that you retracted will be returned to the control of the user and show up as "In
progress” under the status column.

Master Group 1

Active Tests

Test No. 17-529: Toolmarks Examination v

Test Participant Code Status

Submitted September 13,

Examination AnalystA@cts-portal.com 2017
U1234E Email PDF
Data Due Date: e Notifications
lovember 20, 2017
Test No. 17-529
Toolmarks In progress
Examination AnalystB@cts-portal.com Email PDF
Data Due Date: U1234K View Notifications
November 20, 2017

The Original User will receive an e-mailed notification that their test has been retracted.

The following message is from Collaborative Testing Services' online Portal.

Submission for Test No. 17-502: Drug Analysis, participant code U1234J, was
retracted. Remember to re-submit by Sept. 25, 2017, 11:59 p.m.

Collaborative Testing Services
www.cts-portal.com

Note: Data can be retracted for corrections at any time prior to the Data Due Date.
However, a final submission must be made prior to the Data Due Date in order for CTS to
receive the data.

~
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How to Start a Group for Forensic Programs
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Note: These instructions should only be used if not using the Master Group Feature. If
you are using the Master Group Feature, follow the instructions listed here: “How o
Create & Manage a Master Group & Sub-Group(s)”. Need help deciding? See this section
of the Help guides for more information on the features of a Master Group (“How to
Choose a Lab Setup™).

A Group is started by a Group Manager. The Group Manager will then add users and set
permissions for those users. A group allows users to submit tests to the group for review
or final submission. The tests can then be reviewed by a manager or another designated
member of the group. Permissions can be set to allow only certain users to be able to submit
tests to CTS.

Sign onto the CTS Portal and click on "My Groups™ on the left side of the page. Then, click
on "Start a Forensics Group".

CTS Online Portal

Start a Forensics Master Group

Data Entry |Start a Forensics Group |<:]
Claim New Data Entry Start an Industry Group
My Data Entry

Join a group
My Groups
Diata Entrv Library

Type in a user-defined group name. In our example, we used "Tech Review 123". Click on
the "Create Group" button.

Group Name: Tech Review 123 Create Group <3I

A confirmation page will open and you can move directly to adding members through the
link below the group name. This group will now be visible on your “My Groups” page.

The following group has been created:

Tech Review 123
Actions
Beview Dashboard

Add members to this group through the add/edit membership link. <:

\
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How to Add Users to a Group or Join a Group

There are two different ways to add users to the group. The first option is for the Group
Manager to add new users. The second option is for an individual user to join the group
themselves.

Note: If you are using a Forensics Master Group with Forensic Groups as sub-groups
for organizational or review purposes, you will want to create that structure prior to
adding users to the sub-groups following this guide. The guide for setting up a Master
Group is located here: “How to Create & Manage a Master Group & Sub-Group(s)”.

Option One: Group Manager Adds a User(s)

Click on "My Groups", then click on "Review Dashboard" under the Group that you want
to add users to.

Data E Start a Forensics Master Group
a a_ ntry Start a Forensics Group
im New iy Start an Industry Group
My Data Entry Join a group
My Groups
Data Entry Library Tech Review 123
REpOl‘lS Actions
- Review Dashboard $
Individual Report Library

Then click on "Manage Group™ on the right hand side of the screen of the Group Page.

CTS Online Portal Tech Review 123

Data Entry

Aly Tests in Revien Manage Group

You have no tests waiting for review

lests I'm Reviewing ﬁ
You haven't clammed any tests

On the Group Management page, click on “Add/Edit Membership" under the Users
Section.

Clagm New Data Cotry

Tech Review 123

Group Management

Group name: Tech Review 123 I Change Name

LUsers
I_-’-\{lcl dit Membersh I< |
- Manage Pernussions

The Add/Edit Membership page will open.

\
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In the Add Users section, type user e-mail addresses that
box. You can add as many users as necessary. Enter each
in the box.

you would like to invite into the
e-mail address on a separate line

Once all users have been added, click on the "Invite User(s)" button.

Add Users

AnalystA@cts-portal.com
AnalystB@cts-portal.com

-Emails must be written one on each line.

-Unregistered users will be emailed an invitation.

User email(s)| TechReviewer@cts-portal.com <:

-Invite users by typing their email into the text input above.

Invite User(s)

{

-Registered users will be emailed an invitation which they must confirm.

A message will be displayed indicating that the specified users have been invited to the
group or a message indicating that the following users are not registered and have been

sent an invitation.

The following users have been invited to the group:

» AnalystV(@cts-portal com

The following users are not registered and have b

* AnalystQ(@ cts-portal com

een sent an mite:

Each user will receive an e-mail. If the user is registered,

they will receive an e-mail like

the one shown below. The user should click on the link that is indicated by the arrow.

Groupleaden@cts-portal com on the CTS Portal

Collaborative Testing Senvices
www cts-portal com

The following message is from Collaborative Testing Services® online Portal.
You hawve been inviled lo join Tech Review 123 (D 215525) by

Follow the link below 10 log into the CTS Portal and accep! or deny this invitaion
hitps Marww cls-porial comiprofileigroupsAnvitec 20T 30ca 10601 1eToac0Secaed 20201/




The link will take the user to the CTS Portal where the user will see an option to accept or
deny the invitation. To accept the invitation and join the group, click on the "Accept"
button.

You have heen invited by GroupLeader@cts-portal com to join Tach Raview 12310
~15

15525 Click 'gccit" to confirm, or select "Deny® to remove the mvitation

If a user is not registered, the user will receive an e-mail stating they have been invited to
join a group and providing a link to register on the Portal.

The user must first click on the Portal hyperlink to register on the site. Once registration is
complete, the second link provided in the invitation e-mail can be used to access the accept
or deny screen as shown above. The user would then click on the "Accept"” button to be
added to the group.

The following message is from Collaborative Testing Services' online Portal

You hawve been invited 10 join Tech Review 123 (ID: 215525) by
GroupLeaderti23@als-podal com on the CTS Portal. In order to join this group you will need to

register onjwww cts-portal com/ Pnce you have registered onling, you can accept the invitation
by Todlowing this link, |

<

You only need to register on www cis-portal com/ once

Collaborative Testing Services
www.cts-portal.com

While waiting for a user to join a group, their information will be shown under the “Invites
Awaiting Response” section of the Group Management page.

The invite can be resent or canceled by checking the appropriate box and clicking the
“Apply” button.

Tech Review 123
Lrroup Management
Group name: Tech Review 123 Changs N
LUsers

Add Edit Membership
Manage Permussions

User-Submitted R JUEsEs 1 loin Car VIR
There are no submurted membership requests
Invites Awaiting Responss
User Email Imvited By Resend [avite | Cameel Tnviee
AnabyuB Zots-portal com Groeuplesder Tcts-portal com

=>
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Once the users have accepted the invitation, they will be shown on the bottom of the
Add/Edit Membership window.

| Tech Review 123
\dd/Edit Membership Manage Group
Aild Users

User emad(s) r
Add User(s) |

-Add users by typing ther email into the ted mput above

-Emails must ether be separated by commas, or wrilten one on each line
-Registered users will be emailed an inwitation which they must confirm
Unregistered users will be emaled an mwitation

Ramove User

User [ P teertet|
AnalystAdcts-portal com
AnalystBlcts-portal com <:=
AnalystEicts-portal com
AralystTiflcls-portal com
AnalystUiDcts-portal com
4 i Il clear all permssions that have been set for that

user m thas group and all groups undéemeath thas one

Note: If you would like to delete a user, click on the box next to the user. This will add a
checkmark next to the e-mail address. Click on the "Remove User(s)" button. The user
will be deleted.

Remove Users

User ve LI
AnalystAd@cts-portal com -
AnalyatBf@ctz-portal com

AnalystEdcts-portal com

Analyat Tiflcta-portal com v

AnalystUiflctz-portal com

-Femovwing a user from the group will clear all perrnizsions that have been set for that
user i this group and all groups underneath this one.

Master Group Note: Removing a user from a Master Group will delete the user from
any sub-group associated with the Master Group. However, removing a user from a
Group will not remove them from the Master Group or any other groups. To delete a user
from all the Groups, delete them one time from the Master Group.




Option Two: User Joins Group Themselves

A Group ID number is located to the right of the group name on the “My Groups” page.
This is needed by a user to join the group. Give this Group ID number to any user(s) who
should join the group.

Tech Review 123

Actions
Beview Dashboard ﬁ

Each user will need to click on "My Groups"”, under the “Data Entry” heading on the left
hand side, then click on "Join a group".

CTS Online Portal

Start a Forensics Master Group

Data Entry
Claum New Data Entry
My Data Entry

Start a Forensics Group

Start an Industrv Grou

The Group ID page will open requesting the Group ID number. Each user will type in the
Group ID number, then click on the “Find Group” button.

Group IT}- 586482 <::

The Group will be displayed, along with a “Join” button. Each user must click on the "Join™
button to join the group.

Tech Review 123

|| <A
I I )
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The user will see a confirmation message displayed, and the steps to request to join the
group are now complete.

A request for membership has been sent to the group.

The Group Manager now needs to accept each user by opening the Group Management
page. Click on “My Groups”, then click on “Review Dashboard” under the group. Click
on “Manage Group”.

The “User-Submitted Requests to Join Group” section will list all users who are awaiting
permission to join the group. Click on the “Accept” button to allow the user(s) to join the

group.

Tech Review 123

Group Management

Group name: Tech Review 123 Change Name

Users
Add Edit Membership
Manage Permussions

U'ser-Submitted Kequests to Join (zroup
User Email Response
AnalvstB@cts-portal.com Accept | Deny
Invites Awaiting Responss

There are no invites awaifing response.
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How to Set Permissions for Forensics Group
Members

This guide explains how to set the permissions for each user of a forensics group.

Note: These instructions are for the Forensics Groups typically used for reviews,
submission, or organizational reasons, the instructions on permissions for the
Forensics Master Group are found here: “How to Set Permissions for Forensics Master
Group Members™.

Click on “My Groups”, then click on the “Review Dashboard” under the forensics group
you would like to set permissions for.

Start a Forensics Master Group

Data. Entry Start a Forensics Group
Claim New Data Entry Start an Industrv Group
My Data Entry Join a group
Data Entry Library Tech Review 123

Rep orts Actions

Individual Report Library [EesievDashboxd ] <

Click on "Manage Group™" on the right hand side of the screen of the Group Page.

Tech Review 123

Da_tﬂ E“.tr} = Ay Tests in Revien e
Clam New Data Egiry You have no tests wastmg for review
My Data Enfry
My Grougs Tests I'm Reviewing ﬁ
ata Entrv Librany You haven't claamed any tests

On the Group Management page, click on “Manage Permissions™ under the Users section.

Tech Review 123

Group Management

Group name: Tech Review 123 Change Name I

Users
Add Edit Membership
<=
User-Submitted Requests to Join Group
There are no submitted membership requests.
Invites Awaiting Response
There are no mvites AWAINNG response.
Group Administration

Delete Group
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The Permission Management page will open, listing all users of the group. Users with
manager permissions are under the "Group Managers" section. The remainder of the users
are listed under the "Group Users" section.

All boxes with a check mark indicate that the user has permission for that activity.

Click on a box to either add a check mark or remove a check mark. Once all permissions
are set, click on one of the "Apply" buttons.

Tech Review 123

darmiccio anaceme
Permission Management Manage
A
| Apply ‘ <2
Submit Retract Receive
Tests to Review Review Edit Submit Own  Invite Emails
User Group Tests Own e Tests Tests Members Manage Regarding
for Test ° to CTS from to Group This
Review CTS Group
Group Managers
AdditionalManager@cts- 2 - =
portal.com
GM@cts-portal.com v v v v v v v v
| Group Users |
Check/Unchack All v

AnalystA@cts-portal.com v
AnalystB@cts-portal com 7
AnalystC@cts-portal.com v

TechReviewer@cts- 7 7
portal.com

ezl <=

Actions available by setting permissions:

Submit Tests to Group for Review - allows user to forward their tests to the Review
Dashboard.

Review Tests - allows user to claim a test within the Review Dashboard and perform the
selected review actions.

Review Own Test — By default, a user cannot review their own test. This permission
allows them to do so.

Edit Accreditation - allows user to edit the accreditation section of their own test(s) and
allows a user with the “Review Tests” permission to edit the accreditation section of tests
they are reviewing.

Submit Tests to CTS - allows user to submit their own test(s) to CTS and allows a user
with the “Review Tests” permission to submit tests that they are reviewing to CTS.




Retract Own Tests from CTS - allows user to retract their own test(s) from CTS. A
reviewer cannot retract tests from CTS for another user.

Invite Members to Group - allows user to add other users to the group and send invitation
e-mails to them.

Manage - allows user to set permissions.

Receive E-mails Regarding This Group - allows user to receive all e-mails sent out for
this group. The option for this permission is only available to users with the “Review Tests”
or “Manage” permissions.

Note: The user who started a group is automatically set as Group Manager. This user
has all the permissions. Users within a Forensics Group receive only the first permission
“Submit Tests to Group for Review” by default. The remaining permissions must be
specifically turned on by the Group Manager.

~
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How to Hand in a Test for Review
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This guide walks you through forwarding a test to a group for review or submission. To
use this feature you must belong to a group.

There are two different links that you can use to forward your test to a group. Both will
take you to the same group selection page.

If your test is open, click "Forward to a Group" located on the upper right hand corner of
your test.

Help | Save | I Save & Close | Forward to a Group

Saving does not submit data to CTS. G
[ 1 11 b 1l 1k 11 15 15 1

You can also forward your test from the "My Data Entry" page. Click on the "Forward to
a Group" button located on your active test.

User:Analysta@cts-portal.com
My Da trv // 2017

Having trouble locating your current Data Entry? New Data Entry must
be claimed first, Click Here

Active Data Entry:

Test No. 17-5701: Forensic Biology ~ Data Due Date:

April 14, 2017, 5:27 p.m
Participant Code: Last modified:
Ul234F Apnil 14, 2017, 10:50 am

Actions

Forward to a Group |

Choose the group you would like to submit your test to by clicking on the arrow button
next to the group name. This will bring up a drop down list of all your available groups.
Select the correct group, then click on the "Send" button.

Forward Test
Test Participant Code |

Test No. 17-5701: Forensic Biobogy Ul2MF

Submit to group:




A message will be displayed confirming that the test has been forwarded to the group for
review. Click on "Review Dashboard" to view your forwarded test within the Group’s

Review Dashboard.

Dashboard

Your test has been submitted to the group for review. Go to the Review

Until your test is claimed by a reviewer, you can retract the test from the group. To do this,

click on "Retract."

Forensics Group A
My Tests in Ees

Reviewer Actions

nelammed ,c:

Once your test has been claimed by the reviewer, it can no longer be retracted. The
"Retract” action will no longer be shown. The name of the user who claimed your test to

review will be listed.

Forensics Group A

Reviewer Actions

AnalystB Zets-
portal com

Under your “Active Data Entry” you will see your test is in review with the applicable
group. The Group Name link will take you directly to the Review Dashboard.

My Data Entrv // 2017

be claimed first. Click Here.

Having trouble locating vour current Data Entry? New Data Entry must

Active Data Entry:

Test No. 17-5701: Forensic Biology

Participant Code:
U1234F

Actions

L

Data Due Date:
April 14, 2017, 5:27 pm.

Last modified:
April 14, 2017, 10:50 a.m.

This test is in review by the
following groups

Forensics Group A

~
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Notifications/E-mails

You will receive various notifications and e-mails when submitting a test to a group.
Notifications are displayed on the right side of the Portal when users are logged in, under
the "Notifications™ heading. The “Printer-friendly” link will print all of your notifications,
the "Ok™" link next to each notification will dismiss that notification from the side bar list.

You can also view all notifications associated with a particular test by clicking on the
"View Notifications™ option listed under the Actions section of your test, represented by
the “!”” icon.

J b . @ ~ T e ~ n
User:AnalystA@cts-portal.com Notifications}(Printer-friendlv)
My Data Entry // 2017 Rf""e“' for Test No. 17-
5251: Serial Number

Having trouble locating your current Data Entry? New Data Entry must Restoration, for
be claimed first, Click Here. participant code U1234A,

09/082017

has been completed by the

Ok

Active Data Entry:

Test No.
Restoration

Participant Code:
U1234A

Actions

7-5251: Serial Number

Data Due Dare:
Sept. 11, 2017, 11:59 p.m

Last modified:
Aug. 9, 2017, 11:42 am.

This test is in review by the
following groups

11:20AM

09/08:201

11:15AM

group CTS-Sterling
Laboratory Manager
Group and forwarded to
the group CTS-QA
Group.

has been claimed for
review by the group CTS- Ok |
Sterling Laboratory

S

Manager Group by the

folly 18 TR118Y

CTS-0A Group

E-mail notifications are sent directly to the user's registered e-mail address.

The following message is from Collaborative Testing Services' online Portal.
TestNo. 17-5251: Serial Mumber Restoration, for participant code U1234A, has been
forwarded to the group CTS-Sterling Laboratory Manager Group.

Collaborative Testing Services
www.cts-portal com

Notifications are triggered for most actions performed on your test within a review group.

User forwards a test to a group

Test claimed by a reviewer in any group

Reviewer forwards test to another group

Reviewer has completed review, marked it complete or incomplete, and returned it to
original User. Note 1: Reviewers have the ability to provide an optional comment with this
notification. Note 2: The notification that a review has been completed does not imply it
has been submitted to CTS, that is a separate function and notification.

Submission of test to CTS




How to Review a Test and Perform Post
Review Actions

This guide walks you through how to review a test that has been submitted for review. It
also explains the post review actions you can perform with the test, such as submitting it
to another group or CTS.

Find Test for Review

Click on “My Groups”, then click on the “Review Dashboard” under the forensics group
you would like to access.

Data Ent Start a Forensics Master Group

a a_ n Ty Start a Forensics Group

Claim New Data Entry Start an Industrv Group

My Data Entry Join a group

My Groups

Data Entry Library Tech Review 123
REPOITS Actions

. . - B:“,‘i:'\ y [2‘ lii}_‘ o E!!
Individual Report Library <:
Claim Tests

Under the Tests Up for Review header, there will be a list of all tests to be reviewed.

If you do not see the sections "Tests I'm Reviewing" and "Tests Up for Review," you have
not been given the permission to claim tests for review. Contact your Group Manager to
have this corrected.

Click on "Claim" next to the test you are reviewing. This will move the test up to the “Tests
I'm Reviewing” section.

TechReview

My Tests in Reviewn
You have no tests waiting for review.,
Tests I'm Reviewing
You haven't claimed any tests

Tesis 1 P For Review

Test User Actions
. e AnalystA@ets-portal com =
Test No.16-5806 DNA Misture g s
[ests In Review

Currently no tests are being reviewed by other reviewers.
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Reviewer Actions

The Actions section will now show all actions available to a Reviewer.

Tests I'm Reviewing

Test User Actions
Unclaim
Test No.16-3806 DNA  AnalystA @ rtal | @
est No. vetAfcts-portal.c FE e
i o “ue.ﬂ.\. notifications
Email PDF
Post Review Actions

Overview of Reviewer Actions

= Unclaim —releases a test that was incorrectly claimed so that the appropriate reviewer may
claim it.

= Open -allows reviewer to open a Read Only version of the test to perform onscreen review.

= View Notifications — allows reviewer to see all notifications specific to this test.

= E-mail PDF - allows reviewer to request a PDF of the test results for offline review.

= Post Review Actions — opens a new section of the review panel that contains all options a
reviewer has after the review has been completed.

Open

A read only version of the test will open. Click on each tab to review the separate pages.
Note: No changes can be made to the test. You are only reviewing.

Click "back" once you are finished reviewing.

] Im-.--euﬂ; Tes: Mo, 18-5808: Forensic Buology as wkes by AnalystWicte-ponal com Cranges Fol B SavEed duttg e

@

Townen  Gameeing iTI--.”'I.'I‘I-Qn—d TR .mﬂ. *. —'nll-.

Collabor atrer Terting Servicer - Foremic Tertmg Program
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View Notifications

A new page will open that lists all notifications related to the test. This includes when it
was forwarded to the review groups, and who claimed it for review.

Showing notifications for:

09/14/2017 Test No. 17-5301: GSR Distance Determination, for participant code U1234A, has been claimed for review by the group
08:48AM CTS-Sterling Laboratory Manager Group by the following reviewer: QualityManager
09/14/2017 Test No. 17-5301: GSR. Distance Determination, for participant code U1234A, has been forwarded to the group CTS-
08:47AM Sterling Laboratory Manager Group.
09/11/2017 Test No. 17-3301: GSR. Distance Determination for participant code U1234A, has been marked incomplete by the group
06:45 PM Tech Review 123 Group and returned to vour control. Please note: no message was included in this review response.
09/11/2017 Test No. 17-3301: GSR Distance Determination, for participant code U1234A has been claimed for review by the group
05:01PM Tech Review 123 Group by the following reviewer: TechReviewer
09/11/2017 Test No. 17-3301: GSR Distance Determination, for participant code U1234A, has been forwarded to the group
05:01PM Tech Review 123

E-mail PDF

A new page will open that allows you to send a PDF version of the selected test to one or
more e-mail addresses for offline review or documentation needs.

Note: This is NOT a submission of your data to CTS.

This feature allows you to send a PDF version of the selected Data Sheet or Cycle to
one or more email addresses. This is intended for offline review or documentation
needs. It is NOT a submission of vour data to CTS.

Please specify the email(s) where the PDF should be sent.
Enter each email on a separate line.

TechReviewer@cts-portal.com

CTS Portal User Guides | 11/21/2017

N\




~

Post Review Actions

You will be taken to the following page that has several actions that can be performed. A
description of each of the actions is listed below.

Tech Review 123

Post Review Actions

Test Participant Code

Test No. 17-5301: GSE. Distance Determmation Ul234A

Return to original user:
Comments for the user (optional):

&~

RETURN TO USER AS INCOMPLETE RETURN TO USER AS COMPLETE

Submit to another group:
Notify user that review is complete

CTS-Sterling Laboratory Manager Group v m

Submit to CTS:

Continue to Final Submission

The Accreditation Release section is accessed through this button and can be
completed at any time prior to submitting to CTS.

Return to Original User:

When returning the test to the original user, an optional comment can be entered in the
provided box. Once any necessary comment has been typed into the text box, click on the
"Return to User as Incomplete™ or "Return to User as Complete™ buttons to return the test
to the original user with the selected notation of incomplete or complete.

The original user will receive an e-mailed notification of this action and the test will be
removed from your "Tests I'm Reviewing" section of the Review Dashboard.

Return to original user:

Comments for the user (optional):

RETURN TO USER AS INCOMPLETE RETURN TO USER AS COMPLETE

CTS Portal User Guides | 11/21/2017
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Submit to another group:

If you would like to submit the test to another group for review or final test submission,
choose the correct group from the drop down list. Then click on the "Send" button. You
can also submit the test to the same group for another reviewer to claim.

The original user will receive an e-mailed notification of this action and the test will be
removed from your "Tests I'm Reviewing" section of the Review Dashboard.

Submit to another group:
Notify user that review is complete 0
-

TechReview

<

QualityManager

Submit to CTS and/or Fill out or View Accreditation Information:

If the test is complete and you would like to submit the test to CTS, click on the "Continue
to Final Submission" button. Also click this button if you would like to view or fill out the
accreditation information only.

Submit to CTS:

Continue to Final Submission

The Accreditation Release section is accessed through this button and can be
completed at any time prior to submitting to CTS.

The Accreditation Release page of the test will open.

If you see "This view is READ-ONLY" in the upper left hand corner, it means you do not
have permission to fill out the accreditation information. If the information has not been
filled out and you do not have permission to fill out the accreditation information, click
the "Save & Close" button and inform the necessary person.

Help I This view is READ-ONLY. ]
[ <:j | Save & Close | I

If the information has already been filled out you can proceed to the CTS submission
instructions below.

CTS Portal User Guides | 11/21/2017
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If the information has not been filled out and you do have permission to fill out the
accreditation information, click on the circle next to the appropriate response.

Accredinathon

Test Mo, 17-545 Data Sheet, continued Participant Code: U1234C

VWebCode: OPAERB
RELEASE OF DATA TO ACCREDITATION BODIES

CTS submits external proficiency test data directly to ASCLD/LAB, AMAB, andfor AZLA. Please select one of the
following statements to ensure your data is handled appropriately.

This participant’s data is intended for submibssion Lo ASCLINVLAB, ANAB, and/or AFLA. [Accreditation ielexse section below must
be comgfeted. |
Thiz participant's data is mot intended for submibssion to ASCLOVLAR, ANAR, and or AZLA

Have the Iuburatmfs d-mgmmd individual mnﬁete the Tollos dng u.ep-f.

g une- of more uI E I’nllu.ri‘u; d..c-:redltatbun Budie-s

CTS RECUIRES AN ANSV/ER TO THE RELEASE QUESTION ABOVE

If you click on the circle next to the first response, the bottom section will appear. Fill in
the information into the bottom section.

RELEASE OF DATA TO ACCREDITATION BODIES

CTS submits external proficiency test data directly to ASCLD/LAB, ANAB, and/or AZLA. Please select one of the
following statements to ensure your data is handled appropriately.

*® This participants data s intended for submistion to ASCLD/LAB, AHAB, andlor AJLA. [Accreditation Relexse section below must
b completed.

This participant’s data b5 not intinded for submisiion to ASCLDILAR, ANAB, and/or AZLA.

Have the I.ul:-outur-,r-:. de-s.lgmted individual cn-mp&-ter the fbllm.r!ng ﬂ{-pri

ASCLD/LAB Coartificate Mo, :

AMABR Contificate No
AZLA Cortificate Ho.

Authorized Contact Person and Title :

Laboratory Hame

Location [City/State)




Once you have filled out the accreditation information, you can either click on "Save and
Close" to close this window and perform another post review action, like forwarding to
another group, or return to the user. You can also submit the test to CTS by clicking on the
"Submit to CTS" button to send the test to CTS.

Note: If the Submit to CTS button does not appear, you do not have permission to submit
the test to CTS. Contact the appropriate Group Manager to have this resolved.

Save & Close Submit to CTS

Saving does not submit data to CTS.

A confirmation screen will appear. Click on the "Yes" button to confirm that you would
like to send the test to CTS.

Are you sure that you want to submit the following test?

Test No. 17-5301: GSR Distance Determination
Participant Code: U1234A

Yes No

A message confirming that the test has been submitted will appear. You can return to your
My Data Entry section of the portal through the “tests” link or return to the Group
Dashboard through the “group dashboard” link.

Submission recetved Sept. 14, 2017, 9:40 am.
You can:

Return to vour tests or the group dashboard.

The Original User will receive two e-mailed notifications that their test has been submitted
to CTS. The first states that the Group submitted the test to CTS.

The following message is from Collaborative Testing Services' online Portal.

The group CTS-Sterling Laboratory Manager Group has submitted Test No. 17-5301:
GSR Distance Determination, participant code U1234A, to CTS.

Collaborative Testing Services

www.ct s-ﬁortal_ CcOm
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The second is a submission confirmation e-mail along with a PDF copy of the submission.

-_" 17-5171_U1234H.pdf (112 KB)

The following message is from Collaborative Testing Services' online Portal.

Test No. 17-5171: Latent Print Examination, for participant code U1234H, has
been submitted to CTS.

Attached is a PDF copy of this submission, which includes the submission time
stamp on the last page.

Collaborative Testing Services

www.cts-portal.com

The PDF will include a submission time stamp on the last page.

Test No. 17-5171 Data Sheet, continued Participant Code: U1234H
Web Code: PYZ23H

Submitted to CTS on:
Sept. 12, 2017, 8:28 a.m.

12 Sep 2017 08:28 Page 5 of 5
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