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DISA Quick Reference Guide – Ordering a QPassport in Quest ESP System 
State of IN – Indiana Department of Child Services 

Sign-in to the Quest Employer Solutions Portal (ESP) (https://esp.employersolutions.com/) 
using the username and password provided: 

Username: 
Password: 

MIDCSA001 
DCSapplicant#27! 

IMPORTANT INFORMATION: 
• Password IS case sensitive
• Do NOT copy and paste information (it must be typed in)
• If you are unable to log-in after 2 attempts or you are experiencing any issues with the steps outlined below,

please contact DISA at 317-269-3000.
• Do NOT click “Forgot Password”

• After logging in, click on “Orders” on the left side of the screen:

Please follow these instructions to schedule your Pre-employment drug screening for Indiana Department of Child 
Services (DCS).  

• “Personal Information”
o The Primary ID must be full SSN. (Using a number other than full SSN may delay reporting of test

results.) Fields with a * are required fields as must be completed as part of the ordering process.

https://protect.checkpoint.com/v2/r01/___https://esp.employersolutions.com/___.YzJ1OnN0YXRlb2ZpbmRpYW5hOmM6bzoxZWFiOTU5ODE1Nzg3NmFkNjg5NGI2YmNjYjFiZDVmZDo3OjdkOGY6ZTczMjEzOTRkZjBkNzNhMzJmNjlhYzcwZDdkYjI2ZWZiZmVjMGY0MWNmZDYwZmUwMjY1MTAyOWI1Y2ZkM2FmYzpwOkY6Tg
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• “Account”  

o Select the DCS County you are applying to work for. (There is an option to scroll through the list of 
counties, or you can type in “DCS” and the County name to pull up the County.)  

 

   
 

• “Order Code” 
o Drug/Alcohol Type: Click on the checkbox for “Urine (non-Reg)” 
o Collection Type: Click on the checkbox for “Split” 

 

   
 

• “Reason for Test” 
o Select “PRE-EMPLOYMENT” from the dropdown list. 

 

   
 

• “Collection Site” 
o To locate the location for testing, click on the “search” link to start the collection site search. 
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• “Location Search” 

o Postal Code – enter the zip code of desired location for testing. 
o Radius – select “10 Closest” from dropdown menu 
o Check the box “Electronic Collection Sites Only” 
o Click “Search” 

  
 

o Locate the collection site you would like to use and click “Select Site” 
 

   
 

• “Timing Information” 
o Testing must be completed within 48 hours of scheduling the test.  
o Do NOT check the box “Order has no expiration” 
o In “Order Expiration Date” field, enter the date 48 hours from the date you are scheduling the test 
o In “Order Expiration Time (24hr) field, enter the time 48 hours from the time you are scheduling the test 
o Click “Submit” at the bottom left of the screen 
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• “QPassport” 
o Click on “Email” and email the QPassport to your personal email address.  
o The collection site name and contact information are in the bottom section of the form 
o Prior to arrival at collection site, it is recommended that you call to confirm hours of operation and/or if 

an appointment is required.  
o Upon arrival at the collection site, present the QPassport (printed or from your phone) and your 

government issued photo ID.  
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