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How to complete a Non-DOT BAT in FormFox from scratch

Updated February 28th, 2020
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How to begin a BAT: Breath Alcohol Test 

If you do not have an authorization form for a BAT:

Click on the ‘Breath Alcohol Test’ icon on your FormFox

homepage.

Enter the donor’s information and click the ‘Search’ 

button. FormFox will search the system for a pre-order 

that matches the entered information.

If there isn’t a pre-order for the donor, click on the ‘Create 

New Test’ button to launch the workflow.
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Enter Employer Information

Confidential Information

Enter the employer’s information, making sure that 

all fields marked with a red asterisk are completed. 

*If the employer has been added to your Favorites 

List during a previous collection, you will have the 

option to auto-fill the fields with the pre-existing 

information.

m



4

Employer Information: Adding to your BAT Favorites List

If this is the first time the employer has been entered in your FormFox account, you will see this prompt asking if you would like to 

‘add this employer to your BAT Favorites List?’ 

Clicking ‘Yes’ will save the employer’s information for future use. This is a huge time saver; especially if this employer sends

employees to your clinic regularly.
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BAT Workflow – Step 1

Confidential Information

n

Make sure all required fields are 

completed. 

Capture the donor’s signature 

before clicking ‘Next.’
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BAT Workflow – Step 2

Step 2 of the non-DOT BAT workflow is where you’ll enter the results 

from the breath alcohol device.

If the screen level is positive (0.02 or greater), the BAT workflow will 

display the ‘Confirmation Test’ section. 

Can I add my own device?

Site Administrators can add their own breath devices. This is 

completed in the site details page. Please contact the FormFox 

Implementation team at 877-376-3691 opt. 3 or 

training@formfox.com if you need assistance. 

o

Capture the technician’s signature prior to viewing/printing the report 

and ATF.

mailto:training@formfox.com
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Alcohol Testing Form (ATF): Distributing the ATF 

Will the device’s serial number print on the ATF?

If the serial number is added during the device’s 

initial setup in FormFox, it will pre-populate on 

the ATF.

Do I have to distribute the ATF?

FormFox will let you know if the technician is responsible for distributing the ATF. This information is found

at the bottom of Step 2 in red text. 

• If the final screen result is negative, you can opt to send the report and/or ATF to an email address or a 

fax number. You can also print out the ATF for distribution as well. 

• If the final screen result is positive, you will need to print out the ATF,  affix the breath device printout(s) 

on the ATF with tamper evident tape, and manually send the ATF to the appropriate party. 
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Finish your Non-DOT BAT

Please Note: You will need to click and open the ‘Print ATF’ button before you can click the ‘Finish’ button. 

Make sure to click ‘Finish’ before dismissing the donor.
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