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Part I: Completing a DOT Exam

FormFox DOT Physical Exam How To Series: Examiner
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FormFox User Details - Examiners

What information is stored under my FormFox login?

• National Registry First and Last Name

• National Registry #

• Examiner Type

• Medical License/Certificate #

If you need to make any updates to your user details, 

please contact your clinic manager/site administrator.

NRCME in your user details 
must exactly match the 
name listed in your NRCME 
account.

If you can perform DOT Physical Exams in different 

states, you must have a medical license/certificate # for 

each state in your FormFox account.
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How do I access suspended exams?

Medical Support Staff (MSS) will 
suspend the DOT Physical Exam 
after they are done 
collecting/reviewing the patient’s 
information, health history, and 
vitals. Suspended exams are stored 
in Open Events.

Click on the Open Events button 
when you are ready to open the 
patient’s exam. 

If you are responsible for 
collecting/reviewing patient 
information, health history, and 
vitals, please view our DOT 
Physical Exam training for Medical 
Support Staff.
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Open Events

All Events: This view shows test events that are 

either in process (MSS/examiner is currently 

working on the event) or suspended. This list is 

where you will pull DOT Physical exams ready for 

the exam and certification. 

Exams pending determination: Exams placed in 

pending determination will be stored in this list for 

the 45-day waiting period. 

Exams pending driver signature: If the patient 

opted to sign their amended exam via text, exams 

waiting on the patient to sign will appear in this list. 

Once the patient signs, the completed exam will be 

moved to the Complete/Search list.



6

Verify the patient

Verify the patient by typing the last name 

in the text field and selecting the 

checkbox confirming that they have been 

verified by photo ID or employer 

representative.
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What do the tab colors mean?

As an examiner, you will have access to all tabs in the workflow. Please take a moment to review the information in each tab with the patient prior 
to moving forward with the physical exam. 

• Orange Tab: Comments or data in these tabs might affect the overall certification. Please review these tabs before assigning a certification.

• Green Tab: Comments or data entered in these tabs are within the normal range. 

• White Tab with Orange Text: The tab you are currently working on. 
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Medical Examiner Comments

Please review the Information and History tabs prior to 
performing the Physical Exam. 

On the History tab, if the patient answered “Yes” or 
“Not Sure” to any of the 32 questions listed, their 
responses would appear in the comments section. As 
the examiner, you will provide a comment for each 
question that appears in this section. Click on the Click 
Here link to add a comment. 



9

Capture the Patient Signature and click Submit

Confidential Information

After you are done adding comments, you 
will capture the patient’s signature and 
click Submit.

**Always click Submit to save any 
updates. 

If you have additional comments, add 
them in this comment text box.
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Physical Exam tab

To expedite the process, click on the Mark All Normal
button. You can easily switch to an Abnormal response 
by selecting the check box for the body system. 

All abnormal responses will require examiner comment. 

Entered comments will appear in this 
section.

Another comment box is available here.
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Certification Tab

Restrictions will carry over 
from previous tabs to this
section.

Select a Certification Status based on 
the information entered in the previous 
tabs. Make sure to enter comments if 
prompted.

Determination Pending will be 
discussed in Part II.

Patients can opt to receive text updates 
regarding any changes to their 
certification. If “Yes” is selected, enter 
their mobile phone number. This option 
will allow patients to sign on their smart 
phone if needed instead of having to 
return to the office.

You will capture your 
signature and the 
patient’s signature on 
this tab. 
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Patient Signature

The details of the certification will appear in the signature 
window. The patient will be able to see the certification length, 
that the exam was amended (if applicable), and any 
restrictions.
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Distribution of MER and MEC

You will need to click on both the Medical Examination Report and the Medical 
Examiner’s Certificate buttons in order to activate the Finish button.

Both the MER and MEC can be sent to an email address.
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Distribution of MER and MEC

If the exam was pre-ordered, both the MER and MEC will automatically be distributed back to the ordering entity.

If the exam was started from scratch, you will need to make sure to distribute the MER and MEC by the communication 
method easiest for you. (For example, email or fax.)

Additionally, the exam will be automatically reported to the NRCME on the examiner’s behalf if the examiner has 
requested FormFox to be listed as the TPO. If you need additional help with this step, contact the implementation team 
at 877-376-3691 opt 3 or training@formfox.com.

mailto:training@formfox.com
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Part II: Placing a DOT exam in determination pending

FormFox DOT Physical Exam How To Series: Examiner 
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How to place an exam in 

Determination Pending

Where: Certification Tab

1. Click on the Determination 
Pending (specify reason)
radio button.

2. Select Return to medical 
examiner’s office for follow 
up on (must be 45 days or 
less) checkbox. The date will 
auto-populate.

3. Enter the reason for placing the 
exam in a determination 
pending status in the Reason 
Text field.

k

l

j
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How to place an exam in 

Determination Pending

Where: Certification Tab

4. Ask the patient if they would 
like to receive a text with the final 
determination. 

If “Yes,” enter their Mobile Phone
Number in the text field. Selecting 
this option means that the patient 
does not have to physically return to 
the clinic for the amended exam. 
Instead, they will receive a text 
requesting their signature for the 
amended exam. After signing, they 
will view the completed Medical 
Examiner’s Certificate.

Note: This setting only works with a 
smartphone. If the patient does not 
have a smartphone, select “No.”

If “No,” the patient will need to 
return to your clinic in order to sign 
and complete the amended exam. 

m
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You will capture your signature as the medical 
examiner.

The patient’s signature is not captured at the time
that you place their exam in determination pending. 

The patient’s signature will be captured when a 
certification is assigned. 

Click on the Medical Examination Report button to 
view the document at this point of the process. After 
viewing the MER, click on the Suspend button. This 
will place this exam on your Open Events page.  

How to place an exam in Determination Pending
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Part III: Completing a DOT Exam from a determination pending status

FormFox DOT Physical Exam How To Series: Examiner 
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Open Events – Exams pending determination

When the pending determination exam is ready to be amended, click on the Exams pending determination 

radio button to access the exams on the Open Events page.
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How to amend an exam

Where: Certification Tab

1. Select Medical 
Examination Report 
Amended (specify 
reason below) checkbox.

2. A pop-up message will 
appear asking: “Is the 
driver present?”
Clicking “No” will display 
another pop-up message 
notifying you about the 
text message signature 
process.

3. Enter comments 
regarding amending the 
exam in the Reason Text 
field.

l

j k
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Assign a certification status

Where: Certification Tab

4. Select the Certification 
Status. 

Make sure to specify your 
reason for selecting the 
certification if prompted.

m
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Amend an exam – Patient is present at the clinic

If the patient is present at the 
time the exam is amended, 
you will capture the patient 
signature. 

Open and view both the MER 
and MEC and click Finish.
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Amend an exam – Patient is not present at the clinic

If the patient opted to sign the 
amended exam via text, the 
patient signature button will not be 
active. Your next step is to open 
the Medical Examination 
Report. 

Click Finish after you are done 
viewing the MER. This action will 
send a text to the patient with a 
link to sign the amended exam on 
their smartphone.

FormFox will report the completed 
exam to the NRMCE after the 
patient signs. Additionally, both 
the MER and MEC will 
automatically be distributed if the 
exam was pre-ordered. If the
exam was started from scratch,
you will need to log into FormFox 
and print/email both the MER and 
MEC. The red text underneath the 
MER will let you know the 
distribution process. 
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Part IV: How to edit a completed exam

FormFox DOT Physical Exam How To Series: Examiner
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Completed Exams

View your completed exams on the Complete/Search page.

The default view will list the completed events from the past 7 days. To expand this view, switch to a different search criteria. For example, 
you can search by date collected from the past 30 days. 
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Editing an exam

To make edits to an exam, open the exam from your 
Complete/Search page and click on the Reopen Exam
button. 

A pop-up message will notify you that any changes made 
to the exam will be saved under the original signature 
provided. 
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What can I edit?

If you are reopening the exam during the 7-day grace 
period, you can edit all the tabs except for the 32 
questions listed on the History tab. If you need to make 
any edits on this tab, add them in the Medical Examiner’s 
Additional Comments text box.

**You cannot update the certification status to either 
determination pending or incomplete examination during 
the 7-day grace period.**
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Regenerate the updated 

MER and MEC

If you make any updates on any of the tabs, 
make sure to click Submit.

To resubmit the updated exam to the NRMCE,
you will need to reopen both the MER and 
MEC. Click on both the Medical Examination 
Report and Medical Examiner’s Certificate 
buttons. Click Finish to complete the update.

**If no updates were made, click on one of the 
other tabs (not certification) to access the 
Close button.** 
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Information Tab: Patient Information

History Tab: Comments can be added in the 
Medical Examiner’s Additional Comments text field.

Certification Tab: Certifications can be changed to 
Does not meet standards or Meets standards but 
periodic monitoring required to options.

If you are reopening the exam after the 7-day 
grace period and you are the original examiner, 
you can only edit the following:

Editing after the 7-day grace

period – Original Examiner
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Editing after the 7-day grace period – Different Examiner

If you are reopening the exam during or after the 7-
day grace period and you are NOT the original 
examiner, you can only edit the patient’s information 
on the Information tab. You will also see a pop-up 
message letting you know that you are not the 
original examiner.


