
How To Enroll Employees On-Line: 
 
 
 
Getting Started: 
1) To enroll employees on-line, go to: http://www.asapdrugsolutions.com 

  
    On the main page, click on “New Contractor Sign-Up” to directly link you to our 
    enrollment template. 
 

         
 
 
 
 
 
 

Right click on “Download” and select 
“Save Target As…”  
             (NOTE: Please save the download file to a folder or a location for easy access.) 

http://www.asapdrugsolutions.com/


 
2) Open up the file you have just down-loaded, and at the top of the page (yellow highlight), 

click on the drop down arrow and select the appropriate consortium. – (Fig. C) 
 
          (Fig. C) 

 
 
 
3) Fill in the required fields:   “Contractor Information” and “List of Employees”.  In the 

white cells, list new employees using Excel format.  Use the “Tab” key to move from 
column to column.  Press “Enter” when ready to add another employee. (see sample below) 

               
             Sample: 

 
 
 
 
 
 
 
 
 
 
 
 
 
       
 



4) Once you’re done filling in the employee information, go to “File” and “Save” or “Save As”     
(See Fig. D).   Name your file: (your company name employee enrollment, i.e. ABC 
Company employee enrollment).  

 
  (Fig. D) 

 
 
 
 
5)  Next, go back to the ASAP Drug Solutions, Inc. website, click on “Upload (Submit) the 

datasheet of new employees to ASAP”, here it will load your company default e-mail 
program (Example: Outlook).  Please ask your IT Department for assistance with your 
internal, company e-mail. 

 
 
 
 
 
 
 
 



 
 
     
 
6)  The return address (enrollment@asapdrugsolutions.com) is already filled in (Fig. E).  

Attach your new employee enrollment file. When you are ready to submit click on “Send”.  
You’re done!  

Fig. E 

 
 
Your submitted data will be reviewed by our staff and if we have any questions we will call 
you.  Please call us with any comments or difficulties in enrolling on-line (562) 624-2720. 


