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Enter the 

code here 

You will receive a flyer like 

this at your program     

orientation Be sure you 

are using the code for  the 

program that you are   

entering! (ADN, LVN, PTEC, 

RESP etc.) 

From a desktop or laptop 

computer, go to this web-

site and enter the code into 

the “First Time Users” box. 

(Unless you are a returning 

student.) 

BEFORE YOU BEGIN THIS PROCESS: Make sure that you will be available some time in 

the next 7 days to appear for your drug screen! Failure to appear for drug screen before 

expiration date may result in having to pay for drug screen again! 
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NVC recommends using BOTH 

notification methods! 

Fill in all fields to begin 

creating your account. 

If you run into any trouble and 

need help—Customer Support 

is available 24 hrs/day. 
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Be sure to make note of your 

user name and password! NVC 

recommends using your email  

address as your user name. 
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Once you complete the creation of a user name and password, they will 

email you a code so that they can verify your email address. If you do 

not see the email immediately, check your junk mail folder! 
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Once your email is validated, your  information should populate automatically. 
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If the process stalls as you are completing your information, 

it may take you back to a screen like one of these and you 

may have to re-enter your code. 
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Please read all directions and gather your documents before you begin and before 

you contact customer support!!! 
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Use your Napa Valley College 

Student ID #. Then click 

“Done” 
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Once you receive notification that your Background Report and Drug Screen Report 

are completed, you must review each one and then consent to share with Napa Valley 

College. If you do not do this process, you will NOT be cleared!  
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Remember that at any time during the process, you can click the “Save and Finish Later” 

link. At that point, you will need to sign in as a “Returning User”. 
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For each requirement, you need to have one separate e-file—preferably 

scanned as a PDF document. Do not scan your whole packet and upload 

the whole thing for every requirement! 

The date you enter should 

be noted on your document 

as “Resulted Date” or 

“Received Date”. If you   

enter a date that does not 

match your document, it will 

cause your document to be 

“Not Approved” once they 

review it. 
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Once you find  

your document 

and “Add File”, 

you need to click 

the “Upload”  

button once the 

file has been 

added. 
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If you don’t have a document ready yet, 

click the “Skip this for now” button. Then 

click “Next Step” 
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NEVER use the “Non-Responder” option 

unless you have a document from your 

physician stating as such. This must be 

approved by NVC Health Occupations 

Office personnel before you upload if this 

is the case! 
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Enter the date and  results 

of your titers. Look for 

“date resulted” on your 

document.  
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Negative Skin test 

Example: Quantiferon Gold test (negative) 

Negative Chest X-ray report AND  

Annual Symptom Review form        

(get form from NVC HEOC office). 
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“Medical History” is page 2 of your physical form. 

“Physical Form” is only page 1 of your physical form. 

Be sure the date you enter is the date that is indicated on each form! 
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When uploading CPR card copy, it must be the FRONT and BACK of the card. Be sure 

your card is signed before upload. If you have the online AHA e-card, it must be the 

complete certificate, not the tiny wallet card. 

“Date Expires” will always be 

the last day of the month. 
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The OSHA Requirement is the Respirator Fit Test form. Your program may or may not require this item. 
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Due Date may or may not be  

the date given to you by your 

Program Coordinator. Always go 

by Program Coordinator date. 
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Sample confirmation email  - be sure to add Qualified First email address to your “Safe Senders” 

so that their emails to not go to your junk mail folder or get blocked in any way. 
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Pay attention to the date you are       

provided in your letter! You have 

7 days from the time you pay for 

your order to appear for your 

drug screen. If you miss it, you 

will have to pay for the drug 

screen again! 
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If you have any questions about the Qualified First process, be 

sure to contact their Customer Support first! Your fellow     

students may also be able to help you if you are stuck on a 

particular item.  

For questions about actual requirements, contact the Napa 

Valley College Health Occupations office. 


