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COPIA® Training

“How To” Order Tests & Review Results in COPIA

Copia is the Lab Information System (LIS) that GENETWORX uses to process, store, and manage patient
data related to samples in our lab. The instructions in this guide walk through the steps how to submit
patient lab orders and review results.

STEP 1: LOG IN
Go to https://orders.genetworx.com

Copia Login

Username:

Password:

(Record your password for future reference.)

Ncw Password

o —]
.

Password Requirements:
Minimum of 8 characters (must
include at least one number and at
feast one specilal character)

STEP 2: CREATE ORDER

Mew Pas:

This portal provides health

care providers

If you are a patient trying to access your personal test results processed by GI

Password ]
Signn | &)
[Forgot Password?

GeN

Your Partner in

© 2021 Orchard Software

and employers access to their pati d employees' test results processed by GENETWORX.

Rx please visit patient portal URL patients.genetworx.com

Login

When creating an order, you enter information for either a NEW or EXISTING patient.

o & New Order
GE\“"’( JRx Plaase Select a Patient

New Patient

Q Manage Orders:
Select Order Patient
Samples

Ordering Location:
The location will populate
for the account.

B/

Ordering Provider:

Click in the field and select
a provider from the menu.
Only providers for this
location will be listed.

Patient:
Click in the field and type
and select New Patient.
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»Order Patient Samples
Pending Orders

View Results (0)
Patient Info

This Location

IiEIII

Copia How To Review
Results

Create Order

Order ID: NEW ORDER

Status: NEW ORDER

Patient Class™ [Cutpatient

t Last degree]:™

New Order
Please Select a Patient

Order ID: NEW ORDER

Ordering

Ordering Lecation® [ Playground WY
— Patient Location |
o
Ordering Provider® | e = Room Number |
Collection Location®
Show Advanced Search
Order Date®
Name A |ID & Phone $ Fax s
Standing Order |sume - — -
| 2iaveround. Provider MD Sl |
Fasting | pigyarcund, RCA

Brovidar, e

NPI:*

]

['search | [ Recent |

Status: NEW ORDER

P T E— . VA, |

Patient Class* |Outpatient

l Patient™

Patient Location

( |

rdering Provicer
ollection Location*
Order Date*

Standing Order

Fasting

NEW PROVIDER INFORMATION|
Provider Name [First Last degree]:*
NPI:*

Type at least 3 characters to search.

O show Advanced Search

Name! 4 PatientID & SSN MRN ¢ DOB2 4 Sex ¢ Address PCP Practice  Copy

s

No matching records found

New Patient

Create Order: New Patient
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STEP 2: CREATE ORDER
New Patient (contd.)

e Demographics:
Enter patient information:
* Last Name
* First Name
* Date of Birth
» Gender
* Race
* Phone
* Address
» Zip Code (will populate City and State)
* E-mail (preferred but optional)

Leave the default for Patient is
Orderable selected, check your
work, and select Save.

All fields highlighted in red are
required for state health departments.

Existing Patient

e Patient:

Search for the patient by typing
the patient’s last name and select
from the dropdown menu.

Shortcut: Narrow your search by typing
the first three letters of the patient’s last
name, a comma, and the first three
letters of their first name (e.g., Smi,Joh
for John Smith).

COPIA® Training
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ae

oeooe
b|b[b[b

* Required field

|scard Ghanges | [ Canca

New Patient Demographics

New Order
Please Select & Patient

Order ID: NEW ORDER Status: NEW ORDER

¥al Fatient Class* | Dulpatisnt

Patient> [FEar 8 Patient Location
= Ty At least 3 characters Lo search.
O show Advanced Search
Order Date® ol
Standing Ord . Patient " . . .
g B Name? o 5 ssN® MRS DoE' 4 sex® | mddress PCP  Practice
Fasting
] - 1234 work lane |';
Zziest, Fake Patient 01/01/2001 F OVIEDD,FL Playground
513 e
NEW PROVIDER INFORMATIO .
Sty | P -126- N PO box 303 o
Provider Name [First Last degree]: || Zztest, ity e 05/05/2000 F EAGLE 1D BI516 Playground
WEL: - 4953 5. Cox St
Zatest, Laura e 01/30/1963 F SPRINGFIELD, MO Playground
65802
Zotest, Test -115- Cniramin 425 N Falkner o
el Tt 00840 012547 F EAGLE,ID 53616 Playground
Order Choices . 4520 5. Cox Rd.
Zrvest, Test - 02'5 01/01/2000 F SPRINGFIELD, MO Playground
65810
Abbreviation list

Create Existing Patient Order
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STEP 3: ORDER CHOICE

Q Order Choice Search:
Begin typing the desired test to
activate a list of available panels.

@ Select the box to the left of the
correct test.

O Scroll to the bottom of the page,
ensure the correct test is listed
under Selected Items.

Q Repeat until all desired tests are
listed under Selected Items, then
click Add Selected Items.

e Diagnosis:
Each order requires at least one
diagnosis code be assigned. Search
by ICD-10 code or symptom (e.g.,
dysuria). Select the box to the left of
the desired code.

G Scroll down and locate the code
under Selected Items.

@ Repeat until all desired codes are
listed under Selected Items, then
click Add Selected Items.

Q When all tests and codes are
entered, scroll to bottom right and
select Save.

The requisition for the order will generate
and display ready to print.

COPIA® Training
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Order Choices

Abbreviation list Add No diagnosis codes selected | ICD-10
O

rder Choice Search | J I Diagnoses * | [search | [ summary |
Order i P [ _ Aecon roee
Choice Diagnoses Sanm -
Order Choice Search

Order Choice Name: @ Search All Order Choices
e

O Search Order Choice List: | My Frequent v

O Search Profiles

¢ Show Pl entries Showing 1 to 3 of 3 entries

Host
Select Abbreviation CPT Codes Name Collection Information Codes

Urinary Tract Infection (UTI) -
0 um Bacterial/Fungal(profile)

87653, 87801(14), Urinary Tract Infection (UTI) - Bacterial/Fungal Urine in C&S Transport
87481(5) (NY) Kit

Collection Information

G Select Abbreviation

Urinary Tract Infection (UTI) - Bacterial/Fungal,

Brief(profile) Collection Information

(J UTIBRIEE

Order Choice Search e‘

Order Choices

Abbreviation st | [ A No diagnosis codes selected | ICD-10 v|
Order Choice Search Diagnoses * = |

Order Choice Diagnoses  Sample D Priority L 3 Status Cancel

[Routine

Diagnoses Search [ %]

| biagnoses: [N30.0 I | @ search All

O Patient's Previous

O _User's Frequent

Diagnoses Search B8

I Diagnoses: | dysurid I @® search Al

Select Code Descriptiof
P O Ppatient's Previous
[} acoo Cholera di O User's Frequent
O a1 Cholera d
& show [EJI entries Showing 1 to 1 of 1 entries
[J a9 Cholera, u|
Select Code Description
[J aot.00 Typhoid fe]
[0 aoLo Typhoid m|
[J aoi02 Typhoid fever with heart involvement
O aoLoz Typhoid pneumonia

Showing 1 to 10 of 72,781 entries

Select code Description Remove

No selected records

| Add Selected Items | |[Rdvanced Search | | Cancel

Diagnosis Search

T ||
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STEP 4: VIEW RESULTS

Q View Results:
Select Location Inbox.

Results are defaulted to
show the last 30 days and
Abnormal or Critical
patients at the top.

B

Result classifications include:
Abnormal: High Range (H)
Critical: Critical Range (HH)
Blank: Normal Range

View Report:
To view the full report,
click View Report.

Acknowledge/Print:

Once viewed, reports can be
acknowledged, saved or
printed.

Show Filter:

To adjust filters, select
Show Filter. Set filters for
reviewing results as desired.

COPIA® Training
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$ Location Inbox Q [ [search J[[Recent )
GENIVORx

Manage Orders Location Recipient | 1Copia Playground Location 0 »

Result Reports

Manage Samples Other Reports

A View Results (99+) Reports for 1Copia Playground Location (show filter)

»Location Inbox (99+) (2) [ac

Selected | [ Print Selected | [ Acknowledge & Print Selected | |

Delete Selected

| R

User Inbox (0)

Patient Info

I 20

entries

This Location A Results  , Order Orderin
R | oo+ ouerro (o) v seoon_ran s chces Resuts o order . Orderng
Abnormal  ORM 0 View Report  flemale [il, Urinary Tract Infection (UTI) - o SI20 2200115 222 e Y0roahd S
o 20|
) Viewing Entry 1 out of 72 -
ORM2213301316 R options
Show historcal results
Acknowledge Refresh
o — |+ Pagewidh © gaan»

(GENETWOR

Laboratory Report

PATIENT INFORMATION SPECIMEN PROVIDER

Patient Name Patient ID Accession ID Specimen ID Requesting Provider

Zztest, Female 70years 21-349-0000065 ORM2213301316 2213300245 Playground, Provider MD

Gender Birth Fasting Status Collection Date Collection Time  Requesting Provider Address

Female 5/24/1951 No 05/13/2022  05:15AM 1Copia Playground Location

Height Weight Phone Number Received Date Received Tme oo -

View Results and Acknowledge / Print

Location Inbox

Location Recipient [1C0pia Playground Location l [ Jape]
Result Reports Other Reports

Reports for 1Copia Playground Location § (show filter),

Acknowledge Selected

Location Inbox

Q=

Location Recipient llCopia Playground Location ] 0 o
Result Reports Other Reports
Inbox Filter (hide filter)
Patient | @ (e
Qrdering
Location [Any l @)~
Qrdering
Drovider[Any l 0 »
Status | Al v
Severity [ All V]
Priority | Al v|

@ Reports received in the past ays
Show: ays Include every day of the wee

O Days include only weekdays

O Reports received v between:

start [051]/ [357]/ [20227] 77 [127] : [60 7] [Am
end [05/ [351]/ [20220] 77 [E1]: [527] [em

t ’ K unacﬂnow eagea reporis

Adjust Filters in View Results

I Hide acknowledged reports
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BEST PRACTICES

* Insurance Card/Cover Sheet: Always send a copy of the patient’s insurance card or cover/face sheet with
every sample.

COPIA® Training

“How To” Order Tests & Review Results in COPIA

+ Sample Shipments: When shipping a sample to GENETWORX, the biohazard bag should contain:
* Specimen sample
» Copy of the requisition form
» Copy of patient’s insurance card or cover/face sheet

* Two Identifiers: The patient’s FIRST and LAST NAME and DATE OF BIRTH must be labeled on the
specimen sample as an EXACT MATCH to the information on the requisition form.

Specimens will be rejected if:
*  The name and/or DOB are missing on the sample
»  The name and/or DOB on the sample does not match the requisition included in the biohazard bag

* Missing Information: If a sample is missing information, it processed but results are placed on hold until
the needed information is submitted by the account.

ACCOUNT SUPPORT

Additional Copia Users: If login credentials are needed for additional users, please contact your
GENETWORXx Account Manager.

Password Reset: The system locks after three attempts when an incorrect password is used. To
request a password reset, email Client Services at accountsupportmanagement@genetworx.com.

BULK PRINTING REQUISITIONS
() Manage Orders:

Pending Orders

B/

(C]

Select Pending Orders

Show Filter:
Select Show Filter next to
Pending Orders.

Check the box next to Limit to
orders and set the desired date
range. And set the dropdown to
“Only show orders not sent to
the lab”.

Select the desired orders from
the list and click Print
Requisitions.

IMPORTANT: Check to make sure the
requisition and specimen in each
biohazard bag match or the sample
will be rejected for misidentification.

GEN&QRX

Manage Orders

Order Patient Samples
Order Choice Catalog

»Pending Orders

Manage Samples

View Results (99+)

) Show plili]

Select Req. Order ID

q (show filter]

entries

HiE < Patient ¥

My Preferences

0 [ 0RM2210502333

Zztest,
Bradley

Pending Orders Filter (hide filter)

=Y e o o o o
L

Pending Orders

D Limit to orders that have had results pending for at least |3 days

Limit to orders [ ordered

Vl in thdl range

st [05 |/ 15 )y (022 (12 s
end [ Y JT[ e[ ) vow] er)

lShow orders sent and not sent to the lab

v]
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