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|. 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

ﬂ Harvest CT - Microzoft Internet Explorer provided by DSHS-Lab r__—llglg
Fie Edi View Favortes Tooks Hep i
Qeoxk - (5] B € O search iy ravartes ) (2 L il 3
Acddriess | ] https://vww.cch.dshs. state. te.us/ v Elco Lnks *
Google G~ v|Gooqd @ B - @ - ¢ Bookmarks~ 49 blocked ¥ Check ~ - » ) settings~
g-Y¥r" -2 ~ || Search web ~ & 0% [7j- @~ @ | ik Upgrade your Toobar Now! = =IMal - »
_ Harvest CT + Add Tab B
User Name
Password
Gem] @
x*
Bx:.y TEXAS
Department of
State Health Services
&] Done B & mtemet
e

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.

2 hetp://160.42.24.43:8080 - Harvest CT - Microsof... [ |1 [
.."l'

»

Fle Edit View Favorites Tools Help
=] |ﬂ @ _jj /:‘J Search \;1\? Favorites {74

S

Google [Gi+ v|Gov g @ B ~ ® ([ Settings~
- Yyr - £v| v||5€arChWeb M ©
| L HarvestcT || Add Tab (]

If you have any questions in regards to Copia and its functions,
please contact DSHS at remotelabsupport@dshs.state.b.us.

&] Done 8P Internet

4. Enter the User Name and Password provided by the Copia Administrator and click the
“Sign In” tab.

’ Harvest CT - Microsoft Internet Explorer provided by DSHS-Lab
Fle Edt View Favortes Toos Help ar
Qux - @ MG Psech drrovons @ -5 @ - [JE B
hnrﬁ:.".fl_hw.r!h.rlf.r_w..m.r_x.n_aﬁn’wvlﬂr.frnm.nrrhardqﬂ.hn_p.{'nrua v Bco Unks ™
Coogle |G v Goea @D B> 2~ $7 Bookmarkse a9 blocked  TF Check » 4 Autolink - I #» ) sattings=
8- YT - 2- v | SearchWeb = & [¥ - @ - @ | 4k Upgrade your Tooksr Now! = EMal -
1 Harvwest CT o Add Tab
Usir Nae 1
Password sessnses
(S ] @
I | x*
L) i\
Department of
State Health Services
] Done A Internet

March 2009 Page 3 of 19



I*” 7 TEXAS TEXAS DEPARTMENT OF STATE HEALTH SERVICES
h P.O. Box 149347 e Austin, Texas 78714-93471-888-963-7111

\ State Health Services

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.

] Harvest CT | = Add Tab

*‘*
Iy TEXAS New Password

Deparment =
V5tate Health Services

Manage Orders New Password I:l
Manage Samples Confirm Password l:l

Note: Leading and trailing spaces in passwords will be removed.
View Results
Password Rules:

- Minimum Number of characters: 8
Pt Minimum Number of alphabetic characters: 1

Minimum Number of numeric characters: 1

This Location Minimum Number of non-alphabetic, non-Numeric characters: 1

My Preferences

User, Remote

6. Select the location in which the lab orders will be entered and saved. Then click the
“OK” tab.

1 Harvest CT ‘ =+ Add Tab

*1'
Py TEXAS Set Location

Depanment &
| $tate Health Services

Manage Orders Please choose your
location:

Manage Samples

View Results

Patient Info

This Location

My Preferences

[[] Always Use Selected Location

Label Printer Type: EPLZ ¥

User, Remote
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7. A notification message will be displayed after each initial log into Copia. Please read
the message and click “OK”.

‘ |1 Harvest CT | + Add Tab

*“(
Py TEXAS Messages

Crepariment o
| tate Health bervices

Manage Orders Message 1 out of 1

Manage Samples

View Results

Delivered To: System Date: 11/09/2007
Patient Info Viewed By: User, Remote Time: 11:20:54 AM
This Location

Message:

This information system, all data, and software are State of Texas property.
The use of this system is restricted to authorized users only. Use and activity
on this system are subject to security monitoring and testing. Unauthorized
access, use or misuse of this system is a violation of applicable DSHS policies,
state and federal laws and will be subject to cniminal prosecution. Users of
User, Remote this system should have no expectation of privacy with respect to the use of
Austin Lab this system

My Preferences
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8. The “New Order” screen is the default screen once successfully logging into Copia.

[ L Harvest CT 1 =+ Add Tab,
Iy TEXAS New Order P;rj‘g‘q‘ search ] [recent]
Dep.

Manage Orders

» Order Patient Samples
Pending Orders

Please select a patient.

Pat\ent*l H Search ]
w——w—“——n————
wadeneme | rephonel

User, Remote Country of Originl:l Race:
Austin Lab Ethnicity: Sex: *
vos+ [/ []/[] S —
i boea_ ]
Ordering Location*lAustm Lab ‘M[ Search ] Order Date* 2007 | ;
Collection Date* [ ]/ [ 1/ [ ]88 [ [ ][] [vow] (e Colected By, |

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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I1. 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 HarvestCT || 4 Add Tab
o
l*_%TFX;\S New Order
‘-, Doepanment o
Seste Hiih Services Please select a patient.

» Order Patient Samples
—— _
anaqe Samples
| rch

Last Nanlc‘: Furst Nulnc‘:
Middle Narme| | TeIenhoneIi
Address™ a [
State®| | ZipCodet[

User, Ramate Country of Drigin. | Race:
Austa Lab Ethnicity: Sex;: *
Hide Manu non® | Pregnant? N/A |18
S5N Chnic Code

Previous

Medical Recard Number DSHS &

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

Patient Name: 109
(G0 e advancad ssarch)

I

£

L}

I it e 07-025-000001 1 oy2e/2008 M A1O0Woth Strear Auistin Lab
1}

AUSTIN,TX 7R756
; - 123 FROGGY CREEX .
. S2400001 11122203 02/03/1979 ¥ HOUSTOM,TX 77079 Austin Lab

New Patient | | Close Window |

or
{Patientsearch _____________________________________________F

Patient Mama: | Pabient, Patient
G0 to sdvanced searchy

Hew Pabent | Close Window I
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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.

I Patient Search Ed
£

Patient Name: 109
(G0 e advancad ssarch)

1100 W 45th Streat

1
I ér
[}
i

07-025-000001 111111111 0125/2005 L] AUSTIN.TX 70756 Austin Lab
. - 123 FROGGY CREEX -
S2400001 112222333 02/03/1970 ¥ HOUSTOMTX 77079 Austin Lak
New Patient | | Close Window |

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

Patient Search

Patient Mama: | Pabient, Patient

Mew Patent [ close Window |
then
| Harvest CT | & Add Tab
SERI | [ssaren | [recent )

.
Py TExAS
I Depurir

s
State Heakh Services

| ©rder History | Opti

Demographics | Insurance

Er

» Order Patient Samples
Pending Orders

Manage Samples

Last Name*® Firat Name ‘i |

My Preferences Middle Narme. Telephone]—
Address*| City™*

State™ Zip r.ndp‘]—'

User, Remaote
Austin Lab

Hide Mary

Country of Onigin Race: v

Ethnicity: b
DOR* |

Sex: ¥| b
Pregnant? W/a »

Clinic Code|

Previous|
DSHS 2!

SSN |
Medical Record Number,

3. The required fields are in red* and must be entered before certain fields can be filled or

the order save
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Pre-existing patient:

Patient‘ frog, kermitr. |[ Search J

Middle Name|:| Te\ephonelW
Address* City*lW
satesx | Zp Coderframes

Ethriciy: Non- tspani = N

' boes_ 1
Medical Record Numberl:l Do

Ordering Location® ‘Austin Lab ‘[ Search ] Order Date* /

Elicakin
Collection Date™ l:l:' l:l_f‘ l:l ﬁ I:I : I:I Collected Byl:l

Ordering Provider*| |[ Search |

Payor Source* |0utpat\emt ‘
Insurance / Self Pay|Nu Payor ‘

Order Choice Search|:| Order Choice Lists ICD Diagnosis Code|:| Search || Summary

Please select a patient.

Print Labels Requisition(s) Lab Report
Clinical Info Attachments Cancel Order Collect Samples
Sign Out Save
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New Patient Entry:

Last Name*l:l First Name*l:l
Middle Name|:| Telephonel—
Address*|:| City*l—
State*l:l Zip Cude*l—

Country of On’g\'n|:| Race: ‘ \”.,l
Ethnicity: | v se:x[ ¥

pos=| |/ /[ | Pregnant?
ssn| ] ClicCode |
Medical Record Numbe r|:| E;ﬁg?:

Ordering LDcatfon*|Au5tin Lab | [ Search J Order Date*,“ _;' E .
Collection Date* Elﬁ I:l / l:l = I:l . I:l Collected Byl:l

Ordering Provider® | |[ Search ]

Payor Source*® |0utpat\emt ‘
Insurance / Self Pay|Nu Payor ‘

Order Choice Sea rchl:l Order Choice Lists ICD Diagnosis Codel:l Search || Summary

Please select a patient.

Print Labels Requisition(s) Lab Report
Clinical Info Attachments Cancel Order Collect Samples
Sign Out Save
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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”.

Payor Source® ‘1626 - Submitter |M

M'Caid/M'Care#| \

Insurance / Self Pay‘No Payor |M

: Harvest CT - Microsoft Internet Explorer provided by DSHS-Lab [;l@lz‘
Fle Edit View Favorites Tools Help #

@Back & \J B @ (’h /OSearch i‘kFavomes @ B' S; = - D ﬂ B
Address €] http://160.42.24.43:8080/serviet/com.orchardsoft. hitp.Copazurld=21 v|Bco nks
Google |G~ v Gt QB - @~ T Bookmarksy ‘Q Popups okay| “% Check » ‘% Autolink ~ ] AutoFil (@ Send tov () Settings~
S- Y! - ﬁ'l—v‘-fSearchWeb - & B @E- @- @ | 4 Upgrade your Toobar Now! - Mal ~ My Yahoo! ~

_ Harvest CT || 4 Add Tab|

i
I&%IEXAS
R opartment o

State Health Services

A ¢

frog, kermit r. | (search ] [(Recent |

Find q ‘
Patient
2y Male

07-025-000001 Demographics | Insurance | Order History | 1

Manage Orders

} Order Patient Samples.

- _

Manage Samples
Patient* frog, kermit r. Search
View Results
T
MddeNameR | Telephon R
o] i ] q
&l @ Internet
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[ Harvest CT [ Add Tab
* find Search ecen
.h*,' TEXAS Insurance Plan Q[ [sewen] [t @

Depariment of
State Healih Services

Phone Number l— Address 2 I:l
Contact Last Name I:| Zip Code™ l—
User, Remote Contact First Name I:I City™ I:I
Austin Lab Contact Middle Namel:l State™ I:l

Hide Men Contact Phone Numberl— Country l:l

* Required field

Update and Select

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.

Order Choice Sea r::h| HOrder Choice Lists v |ICD Diagnosis Code*| |[ Search ][ Summary ]

then

Order Choice Pick List

[ Search ] |Order Choice Lists V‘

|Lead testmg|

Typing will search Order Choice Lists.
Clicking Search will search entire database.

Lead testing

Lead testing

[Save] [ Close Window

March 2009
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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”.

Order Choice Sea rr:h| || Order Choice Lists v |ICD Diagnosis Code*‘ |[ Search H Summary ]

Lead testing T.B.D. A

Order Choice Sea rch| H Order Choice Lists ¥ |ICD Diagnosis Code*| |[ Search ][ Summary
Selected Code(s)V72.6

Lead testing T.B.D. D

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.

| [ Harvest CT [ + Add Tab
BX% TEXAS

0 —( = [l

Department of

State Healih Services
Lead testing Specimen Type?* ‘ v ‘
Lead testing  Container Type? ‘ v ‘

User, Remote
Austin Lab

* Required field
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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.

Printer
[ TDH-LABORATOR AP - La02 P @) Lab Rl

Mame:
Comments and Forms:

Status: Ready
Type Printronix L5520 iVDDEumenl and Markups

Print Range Freview: Composite
K

@Al

O Currentview

85

s

Subset

[(rReverse pages
Page Handling §
Copies il = ||

Page Scaling | None
[¥] Auto-Ratete and Center

[]Choose Paper Source by PDF page size

e

[Frintto fie Document 8.5x11.0in
Paper. 85x11.0in
11

or

DOCUMENTATION AND ACTIONS

l Print Labels “ Requisition(s) ]
[ Clinical Info “ Attachments “ Cancel Order H Collect Samples ]
then

March 2009 Page 14 of 19



) TEXAS
ha

Department of

TEXAS DEPARTMENT OF STATE HEALTH SERVICES

State Heath Services P.O. Box 149347 e Austin, Texas 78714-9347¢1-888-963-7111

: Harvest CT - Microsoft Internet Explorer provided by DSHS-Lab

eﬂack 7:

Fie Edt View Favorites Tools Help &

© E] @ jj /‘j Search \,‘J‘}(Favor'les o [-jfv ; - 3

Address ‘ﬁ http://160.42.24.43:8080/servlet/com.orchardsoft.http.Copia?urlld=9 s ‘ Go | Links
Google [Gi»  veoiP O E - Q- 1% Bookmarks- |g] Popups okay || % Check » “§ Autolink = | /i [ Send tor ¢ () settings=
8-Y! -2 /—v“ Searchweb ~ & [ @~ @~ @ | A Upgrade your Toolbar Now! ~ = Mal ~ @My Yahoo! - »
| 1 Harvest CT |+ Add Tab| (%]
~

l**t" TEXAS frog, kermitr. PaFr?;g:q Searc ece
k 3 De hics Order Histo

Deparmont
State Health bervices

[Submitter/TP1 Number: AL Submitter Name: Austin Lab
¢ Adminisiration 3
L - Andraces 1400 W AGTH STEET  |Mrrlarinn Providars NI hd

User, Remote
Austin Lab

Include a copy for each of the following:

Summary Co /| TX DSHS - Austin Laboratol
i s

A I
ahaoralory Services Seclion
http-/fwevw dshs state. tx us/lab 73138003

SUBMITTER INFORMATION PROVIDER INFORMATION
Ordering Provider's Name: DSHS Lab, Austin

®

# Internet

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.

**
| L LI;)TCF{:\"ST Pending Orders
State Health Services

Ir

Manage Orders

Pa?f!ﬂR\ | (search | [Recent |

Order Patient Samples Displaying of 16 Orders
} Pending Orders

Manage Samples 0005342-09058  Frog, Kermit 02/24/2009 12:00AM Staff Member, Unknown

View Results

Patient Info

This Location

My Preferences

User, Remote
DSHS-Special Chemistry

Page: 1

Hide Menu

@

Glucose Random™

March 2009
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I11. 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”.

[ [ Harvest cT [ # Add Tab
l*** TEXAS frog, kermit r.

2y Male

Deparmont 7
State Heahh bervices

Manage Orders

Manage Samples

View Results

Location Inbox

User Inbox

Patient Info

This Location

Last Name®|Frog
My Preferences Middle Name|r
Address®|1100 W 49th Stre

e w

arvest CT - Microsoft Internet Explorer provided by DSHS-Lab

Fie Edit View Favorites Tools Help
eaack - Q B @ ih erearch \:\jFavorites @ {\;:' :; = - uﬁ ﬂ

Address ‘E http://160.42.24.43:8080/ser viet/com.orchardsoft. http. CopiaZurlid=22
Google [Gl+ v Goos @B~ @~ 1% Bookmarks~ ‘Q Popups okay‘ "% Check ~ 4 Autolink ~ =
- “ Searchweb - & [ - @ - @ | £ Upgrade your Toolbar Now! ~ cIMal - @My Yahoo! -

V|Go Links

»

e X! -2
| [ HarvestcT |[# Add Tab
l***' A an‘,q ‘ H Search ] [ Recent ]
LE?S&S Location Inbox Fatient

State Health Services

Manage Orders Location Recipient | Austin Lab ~] [ Search ]

Manage Samples

] [ Print Selected J [ Acknowledge & Print Selected ] [ Reprint Past Prir

i Acknowledge Selected
View Results Hasiaig [ g

of 1 Reports

} Location Inbox

User Inbox

11/09/2007 11/09/2007 DSHS Lab, Austin  Complete

ted 3:28:38 PM  11:55:00  Austin Lab
testing AM

Patient Info
frog,
0002509-07213 kermit r.

This Location

My Preferences

AUEOFl [a Send tor () Settings~

> B8

»

>

|*

& Internet
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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”.

: Harvest CT - Microsoft Internet Explorer provided by DSHS-Lab “;”E”Z|
Fle Edt View Favorites Took Help o
Quo- © R @6 s Yyrmons @ 375 & - UK 3
Address ié“l http://160.42.24.43:8080/servlet/com.orchardsoft.http.Copia?urlid=22 v ‘ Go | Links ™
Google [G~ B vGovgd @ B~ @~ | T3 Bookmarks~ |2 Popups okay| ' Check v Autolink + | ALl [ Send tov () Settings+
- %7 - £v| v|| SearchWeb - & [ - @ - @ | 4 Upgrade your Toolbar Now! - =IMal - My Yahoo! - »

I| | Harvest CT H-I- Add Tab
x* Find 55
Iy TEXAS Location Inbox v | Cooaecty] [ ospme]

Department ot
State Health bervices

Manage Orders

Location Recipient |Au5t|n Lab b | [ Search I

Manage Samples

View Results B [ Acknowledge Selected ] [ Print Selected ] l Acknowledge & Print Selected ] [ Reprint Past Prir .
Displaying 20

. f 1R =
} Location Inbox o RIS

User Inbox

Patient Inf
anenne - 11/09/2007 11/09/2007 DSHS Lab, Austin  Complete
3:28:38 PM  11:55:00 Austin Lab

AM =

frog,
- 0002509-07313 kermitr. .
This Location esting

My Preferences

153

1~

&] & Internet

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

Q- O HKEAG

User, Remote
Austin Lab

a Harvest CT - Microsoft Internet Explorer provided by DSHS-Lab | [Z
Fie Edt View Favortes Took Help &

Adkdress {|hnp:.rf'mu.u.;m.-::i:s|Juu.rmbumm._crchmdm.nnp.rqn?umd=;1!, v Boo ns ™
Google | vGooP OB @+ 0 Bookmaksy B Popups okay| W Check » 4 Look for Map + wSendtor & O Setngse
e Y1 -2 v/ searchwieb + 2 5 B9 @ @ 4 Upgrade your Toobar Now! + CIMal - @My Yahoo! - »

Harvest CT # Add Tab

Ssearch ervones @) (- 05 EH - E B

Find
Far __:r,_,q frog, Kermit Search

n Orders Collect Samples  (show Advanced Search filter)

frog, kermit 70574011 111111111 01/02/2006 M 11111111 DSHS-SPECIAL
AUSTIN,TX 78756 CHEMISTRY
frog. keomitr, 07-025- 111111111 01/25/2005 M 1100 W 45th Austin Lab
000001 Stréal

t
AUSTIN, TX 78756

B Internet

then

Qut- O i@

March 2009

, Harvest CT - Microzoft Internet Explorer provided by DSHS-Lab if ![R
Fle Edt View Favortes Took Hep i

0| Osearch shorvotes @ vk B3 - E B3

Address | ) hitp:f/160.42.24.43:8080/serviet/com.orchardsoft. hitp Copaturlid=25 ~ BlGo Lk *
Google G~ v Goud @ B - - € Bookmanks~ |2 Popups okay| P Check = & Look for Map = | Send to= 0 () Settings=
e-%r -2 v | Search Web - « IR [T+ @+ @ | £k Upprade your Toobar Now! + CIMal = @My Yahoo! - »

Harvest CT + Add Tab

Find
Find Patient or Order *"“q 1196 Nonis

m Orders Collect Samples  {show Advanced Search filtar)

frog. keomst Dem " 1111111 0110272006 M 1111111 DSHS-SPECIAL
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B TEXAS TEXAS DEPARTMENT OF STATE HEALTH SERVICES

Department of

State Heath Services P.O. Box 149347 e Austin, Texas 78714-9347¢1-888-963-7111
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5. Once finished in Copia, click on the “Sign Out” option at the bottom and close the
Internet browser.
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