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I. General User Account Information: 

 

1. Access the Internet and type in the following URL address to access Texas DSHS 
Austin Lab/South Texas Copia: https://www.cch.dshs.state.tx.us  

 

 

2. Before signing into Copia, please verify that this computer has access to a printer and 
the most current Adobe Reader software is currently installed on your workstation.  If 
Adobe Reader is not installed or if unsure, please install or have the appropriate IT staff 
install the latest version of Adobe Reader by visiting http://get.adobe.com/reader/.   
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3. The Copia Administrator can be accessed by clicking on the ? icon. 

 

 

4. Enter the User Name and Password provided by the Copia Administrator and click the 
“Sign In” tab. 
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5. A prompt will be displayed requiring the temporary password assigned by the Copia 
Administrator to be changed.  Please follow the Password rules so that the new password 
will be successfully saved.  Then click the “Save” tab. 

  

 

6. Select the location in which the lab orders will be entered and saved.  Then click the 
“OK” tab. 
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7. A notification message will be displayed after each initial log into Copia.  Please read 
the message and click “OK”. 
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8. The “New Order” screen is the default screen once successfully logging into Copia. 

 

 

9. The following options can be accessed and actively used as a remote user in Copia: 

- Manage Orders: Order Patient Samples and Pending Orders 

- Manage Samples: Collect Samples, Collection List, Create Manifest and 
Pending Collection 

 - View Results: Location Inbox 

 - Patient Info: Demographics, Insurance and Order History 

 - This Location: Location Lab Accounts and Set Location 

 - My Preferences: User, Contact and Application 

 - Administration: Reports 

- Billing Summary, Browser, Completion, Order Exceptions, Orders, Result 
Delivery, Turnaround Time and Utilization    

 

10.  The remote user account is governed following parameters set by DSHS policy: 

 - The user account will be timed out of Copia after 120 minutes of inactivity 

 - The user account’s password will expire every 60 days. 
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II. Remote Order Entry: 

 

1. To place an order in Copia, access the “New Order” then enter a last name and/or first 
name in the Patient* field  and click “Search” tab. 

 

 

2. A patient search will or will not return depending if the patient exists in Copia. 

 

or 
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2a. If the patient does exist, click on the patient’s name and the patient information will 
pre-populate the fields.   

 

 

2b. If the patient does not exist, click on the “New Patient” tab and the Patient* field will 
pre-populate with -New Patient-. 

 

then 

 

3. The required fields are in red* and must be entered before certain fields can be filled or 
the order saved. 
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Pre-existing patient: 
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New Patient Entry: 
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4. The Order Information (other than Ordering Location), Physician Information, Payor 
Source and Order Choices will reset with every new order. 

 - Certain Payor Sources may require a Medicaid number or Medicare number 

- Certain Order Choices are limited to Texas DSHS Austin Lab and Texas DSHS 
South Texas lab 

- All order choices will require an ICD Diagnosis Code before the order can be 
saved 

 

5. If “1626 – Submitter” is selected as a Payor Source, scroll to the top of the Order 
Patient screen and select the “Insurance” link. Click on the “Create New Insurance” tab 
and search for an insurance company.  If the insurance company search comes back 
without “No Insurance Company found.” then click the on “New Company and Plan” tab 
and enter the required fields.  Click on the “Update and Select” tab and then click “Save”. 

 

     then 
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6. A lab test will be become available when the lab test is entered into the Order Choice 
Search.  Check the check-off box and click the “Save” tab. 

 

then 
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7. The cursor will move to the ICD Diagnosis Code that will need to be pre-populated.  
Once the ICD Diagnosis Code has been entered, click on the “Search” tab or press 
“Enter”. 

  

 

 

8. Once the ICD Diagnosis Code has been entered and all the required fields have been 
entered, the order can be saved. 

 

9. Depending on the type of lab test, Clinical Information will need to be entered before 
the order can be completed. 
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10. Once all the Clinical Information has been entered for the specimen(s), a pop-up 
screen will display a print preview of the Copia requisition form to be printed.  In the 
event a requisition form does not print, click on the “Requisition(s)” tab under the 
Documentation and Actions section then click “Print”.  Clearly identify the specimen 
then pack the specimen and the Copia requisition form into the DSHS provided container. 

 

    or 

 

    then 
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11. To check the status of a patient’s order, select Manage Orders then click on Pending 
Orders. The patient’s order will remain in this queue until the laboratory test result(s) is 
sent back to Copia. The patient’s order will disappear from the Pending Orders queue 
with the laboratory report ready for print in the Location Inbox. 
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III. Remote Result Reporting: 

 

1.  Once tests are released by the laboratory, the lab result reports can be accessed in 
Copia by clicking on the “View Results” and selecting the “Location Inbox”. 

 

then 
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2.  Check the “Selected” option box and click on “Acknowledge & Print Select” tab so 
that the report can be finalized and printed.  If the report is not needed to be printed off, 
just click on the “Acknowledge Selected”.  The “Location Inbox” queue will clear after 
this report has been “Acknowledge & Print Select” and/or “Acknowledged”. 

   

 

3.  In the event the lab report is not “Acknowledged”, the original report will always be 
updated in the event a result is amended.  By acknowledging the report, an amended 
result on a patient will create a second report. 
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4. To query on past patients created in Copia, just enter the patient’s last name, first name 
and click on “Search”.  Once the patient has been identified, click on the patient’s name 
and select “Order History”.  Click on the “Order ID” containing the test that needs to be 
reprinted and select the “Lab Report” option.  The lab report will pop-up and reprinted by 
selecting the “Print” tab. 

 

    then 

 

    then 
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5. Once finished in Copia, click on the “Sign Out” option at the bottom and close the 
Internet browser. 

 

 

 


