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Kaiser Permanente SCPMG Laboratory Systems
Medical Care Program Preanalytical Processing
California Division — South Procedure

MediCopia Administrator Website

Purpose This procedure provides instructions for to navigate in the MediCopia
Administrator Website for viewing of order status, order management, instant
messaging, and generation of reports.

Scope This procedure is intended for laboratory staff whom use web administration for
management of orders and messaging in MediCopia.

Policy Refer to current policies regarding patient orders management and collection of
specimens.
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Kaiser Permanente SCPMG Laboratory Systems
Medical Care Program Preanalytical Processing
California Division — South Procedure

MediCopia Administrator Website

Procedure Follow the steps below to Look Up Order Status
Order Status
Step Action
1 Using desktop workstation or another device connect to the MediCopia
Admin Website

http://kppiprod.appl.kp.org/

2 Login to MediCopia

A. Click on facility dropdown and select applicable location.
B. Enter “Login ID”

C. Enter “Password”

D. Click Login

Common v
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sl MediCopia Login
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(] Change password

Prssvord:
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Kaiser Permanente
Medical Care Program

California Division — South

SCPMG Laboratory Systems

Preanalytical Processing
Procedure

MediCopia Administrator Website

Action

Procedure
Order Status
continued
Step
3

To view specimen orders click

A. Order Status
B. Specimen orders

User: Jabir ADM Bekele
Faclit

Patient Management

Reports

System Status

User Management
Setup Funections

Base Tables

Configuration

Devices

Specimen Tables

Users
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Kaiser Permanente
Medical Care Program
California Division — South

SCPMG Laboratory Systems
Preanalytical Processing
Procedure

MediCopia Administrator Website

Action

Procedure
Order Status
continued
Step
4

Enter information as needed to lookup in appropriate field(s)

Patient Information entry field

Order lookup date/time entry field

Order status checkbox(s)

Accession #, Container Type, Collection Method, Non-
Performed Reason

Collect By and Cancelled By entry field

Click Display orders

oawp

E.
F

-

. ®
%2 Lattice

Specimen Order Status

MediCopia Administrator

Select Criteria Dls'plav Orders

Selected

BPK 5MS4
BPK BPED

FOzder Status

Open / Not Missed
Open / Missed

[] Collected

[_| Cancelled

|| Received in Lab

[_| Collected Out of System

Collection Method:

NotPecored Reson
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California Division — South

Kaiser Permanente SCPMG Laboratory Systems
Medical Care Program Preanalytical Processing

Procedure

MediCopia Administrator Website

Procedure
Order Status
continued

Step Action

5 Orders will display showing the following fields
e Patient Location

e Patient Name

MRN

Accession Number

Order Scheduled Time

Container Type

Test(s) name

Priority

Status

CollectionType(Nurse or Phlebotomist)

Specimen Order Status

Select Criteria Dizplay Orders

] ILocation | |Patient —

DBPM BEN-QTS-TC-XOAGEV, 000021970893 2-20-248- |2020-09-04 LAV3BL |CBCNeDiff o g3 P

IROR  HISOMQBYCJWFLXEE 0001094 |03:15:00

r3elected Order Operations

() Cancel

() Reschedule

() Change Trpe

(U Change Istructions

() Receive in Lab

Updare
Selected
Oeders
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Kaiser Permanente SCPMG Laboratory Systems
Medical Care Program Preanalytical Processing
California Division — South Procedure

MediCopia Administrator Website

Procedure
Order Status
continued

Step Action

6 To lookup Specimen Order Detailed Report click on glasses icon

Sel- [ Criteria Display Orders

' Location | Patient — |Accession — |Scheduled —

P e
[JBPM 3E TEST |000063133178|20-257- 2020-09-14 BLUS:BL INR
501301 73104E 13:28:24

Specimen Order Detailed Report will display.
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Kaiser Permanente SCPMG Laboratory Systems
Medical Care Program Preanalytical Processing
California Division — South Procedure

MediCopia Administrator Website

Procedure Follow the steps below to Reschedule an Order
Reschedule
Step Action
1 On Specimen Order Status screen:

NOTE: Per local protocol laboratory may request RN/Provider to
cancel and resubmit order in Health Connect to avoid negative inpact on
turnaround time. Other local protocols may apply when rescheldule.
A. Click checkbox next to order that requires rescheduling
B. Click on “Reschedule” radio button
C. Click on Reschedule Reason dropdown and select applicable
option
D. Click on Calender Icon to set Reschedule Date/Time
If needed add notes in “Notes” intake box
E. Click on Update Selected Order

Specimen Order Status

Select Criteria Display Orders
M |Location | [Patient — [MRN — Accessian — Scheduled — [ Pxi| 5t | Type

BPM 3E 5013-01 |TEST, TEST ONE (000063133178 |20-232-74096G | 2020-09-09 13:34:36 PST4BL |Troponin IGL @ P
M SE 5015-01 |TEST, TEST ONE 000063133178 20-232-74096D 2020-09-09 13:39:36 LAV3BL |CBC e P
M SE 5015-01 |TEST, TEST ONE (000063133178 | 20-232-74096B | 2020-09-09 13:44:36 PinkBL  ABORH, Ab Screen 2-Gel |+ (@ P
0 BPM 5E 5015-01 |[TEST, TEST ONE 000063133178 20-232-74096E 2020-09-09 13:44:36 BLUS:BL |INR + @ P
O BPM 5E 5015-01 |TEST, TEST ONE (000063133178 20-252-74096F | 2020-09-09 134456 BCBL  |C Blood e P
0 BPM 5E 5013-01 |[TEST, TEST ONE 000063133178 20-232-74096C 2020-09-09 13:34:36 UR25:UR |UANoMicro + @ N
[ FirstPage | | PriozPsge | | NextPage | | LastPage |
Selected Order Operation

OCQ e — C

® Clrme e :1?:33:1 Cleas

) Change Instructions Patient Not in Room

Patient Refused
) Receive in Lab Patient Transfered

Pt w/ Procedure

Pt Receiving Blood
Unable to Draw let tey
Unable to draw pt. W/ IV

Reschedule Reason: Updaze
o e Todar E Wl Selecr=d
Reschedule Time: *B:uz Mon Tee Wed Tha Ozdess

Notes:
Clear

Tame: 14]:] 02
Select date
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Kaiser Permanente SCPMG Laboratory Systems
Medical Care Program Preanalytical Processing
California Division — South Procedure

MediCopia Administrator Website

Procedure Follow the steps below to Change Type of Order (Lab vs Nursing)
Change Type
Step Action
1 On Specimen Order Status screen:

A. Click checkbox next to order that requires changing

B. Click on “Change Type” radio button

C. Click on “New Order Type” dropdown and select applicable
option

D. Ifneeded add notes in “Notes” intake box NOTE: Local
protocol may require staff to add a note and include reason, name of
RN/Provider, and date/time notified.

E. Click on Update Selected Order

Specimen Order Status

Select Criteria Display Orders

ype
E 3 5013-01 TEST, TEST ONE (000063133178 20-232-74096G 2020-09-09 13:34:36 |PST4BL |TroponinIGL 2@ P
[ BBM 3E 301301 TEST, TEST ONE 000063133178 20-252.74096D 2020-09-09 13:39:36 |LAVSBL |CBC e P
[ BPM 3E 5015-01 TEST, TEST ONE (000063133178 20-252-74096B 2020-09-09 13:44:36 |PinkBL |ABORH, Ab Screen 2-Gel |4 @ P
[ BPM 5E 5015-01 TEST, TEST ONE (000063133178 20-252-74096E 2020-09-09 13:44:56 |BLUSBL |INR + @ T
0 BPM 5E 5015-01 TEST, TEST ONE (000063133178 20-252-74096F 2020-09-09 13:44:36 |BC:BL C Blood fte P
[ BBM 3E 301301 TEST, TEST ONE 000063133178 20-252.74096C 2020-09-09 13:34:36 |UR23:UR |UANoMicto . |@ N

Selected Order Operation:

) Cancel New Ozder Type: | <Select an Order Trpg

Notes:

() Reschedule

Respiratory Therapist
() Change Instructions

() Receive in Lab
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Kaiser Permanente
Medical Care Program

California Division — South

SCPMG Laboratory Systems
Preanalytical Processing
Procedure

MediCopia Administrator Website

Procedure
Instant
Messaging

Follow the steps below to Instant Message User

Step

Action

1

After Log on, to open instant messaging
A. Click on yellow envelope
B. Click on recipient dropdown

Operational Functions

Order Status
Patient Management

Instant Messages: Jabir ADM Bekele =

User: Jabir ADM Bekele

P

Message

System Status
User Management

Base Tables

Delete

Delete All

Reply Reply All

Compose M:

[
=

To: <selectaremplen o =% Clear Send
nia

Message:

[BPK Staﬁ]
[Lab Staff]
Test, Phlebotomist

Compose Message Box opens
A. Enter message in Message text box
B. Click “Send” Button

Compose Message

| Test, Phlebotomist v

Clear B

(=7 Mes=age
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Kaiser Permanente
Medical Care Program
California Division — South

SCPMG Laboratory Systems
Preanalytical Processing

Procedure

MediCopia Administrator Website

Action

Procedure
Instant Messaging
continued
Step
3

Message will appear in system

Instant Messages: Jabir ADM Bekele

Close

Time T From To Message

Reply | | Reply All | | Delete

| | Delete Al
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Kaiser Permanente SCPMG Laboratory Systems
Medical Care Program Preanalytical Processing
California Division — South Procedure
MediCopia Administrator Website
Procedure Follow the steps below to Generate a Report
Generate a
Report
Step Action
1 Note: Access to reports function is restricted to selected users.
After Log on to view specimen orders:
A. Click “Reports”
B. Click “Run Reports”
E:;ti |§§§ Lattice® MediCopia Administrator

\:I SC2CWN00000902

Operational Functions

Run Reports

Patient Management Hzpm Sdewien

[Reports ~ A Application: | <Select an Application> v
e merore 150 T B

Format: PDF v

Schedule Reports

System Status

Oeatation
User Management

Fi

Users

'unctions

Setup

2 Click “Application” dropdown and select “Specimen”

Beport Selection
sppleation: | <Select an Application™> v
Reoort: <Select an Apphcation™>
Specimen
Format T iHE A1
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Kaiser Permanente SCPMG Laboratory Systems
Medical Care Program Preanalytical Processing
California Division — South Procedure

MediCopia Administrator Website

Procedure
Generate a Report
continued

Step Action

3 Click report dropdown an select from list of reports
Most commonly used reports:

e Draws by Caregiver By Time Increment

e Draws by Caregiver by Work Shift

e Detailed collection by Caregiver

<Select a Report> w
<5elect a Report> -
Cancel Reazons by Caregrver

Charge Report by Nursmng Ut
Cellection Status by Nursing Unit
Collections by Nursing Ut

Detailed Collection by Caregrver
Detailed Turnarcund Time by Caregiver
Detailed Turnarcund Time by Container
Detailed Vints by Caregrver

Draws by Caregrver by Work Shaft
Draws by Caregiver

Draws by Nursing Unit by Time Increment
Draws by Nursing Unit

Lattice Collection Rate

No Draw Reasons by Caregiver

No Draw Reazons by Nursing Uit

On Behalf Of Collections by Caregrver
Outlving Orders

PPID Methods by Caregrver -
Recollects by Caregrver

Recollects by Location

Reschedule Reasons by Caregiver
Reschedule Reasons by Nussing Unit

Specimen Collection Containers by Caregiver by Tune Increment

Specimen Collection Containers by Caregiver

Specimen Collection Contaners by Nursaing Umt by Time Increment
Specimen Collection Containers by Nursing Umit

Specimens by MRN

Svstem Changes

Total Draws by Time Increment

Turnaround Time by Caregiver Draws for Pronity

Turnaround Time by Caregiver for Prionty

Turnaround Time by Nursig Unit Draws for Prionity

Turnaround Time by Nursmg Umit for Poonty

Unregistered Clents -
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Kaiser Permanente
Medical Care Program
California Division — South

SCPMG Laboratory Systems

Preanalytical Processing
Procedure

MediCopia Administrator Website

Procedure
Generate a Report
continued

Step

Action

4

Click on Format Dropdown
PDF: Portable Document Format
RTF: Rich Text File
XLS: Older version of excel file
XLS Data: Newer version of excel file

Click on Orientation dropdown
Landscape: Default View
Portrait

Orientation:

“Report Parame Landscape

UUzerBole:

Click “User Role” dropdown (PhlebStd is default)

rBeport Parameters

UserRole: Phleh5td

TimeFrame: Phleb5td

Timelncrement :Ul RD},ES
MNurseStd
Orderhor
PhlebSup
< Other
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Kaiser Permanente
Medical Care Program

California Division — South

SCPMG Laboratory Systems
Preanalytical Processing

Procedure

MediCopia Administrator Website

Action

Click “Time Frame” dropdown

—
Timelncrement Rty

Last Week
Last Month
Today

Thiz Week
Thiz AMonth
< Other=

Procedure
Generate a Report
continued
Step
7
8

For selected time frame select “<Other>"

User can input Date/Time for custom time frame

Sun Mon Tue Wed Thu Fo  Sat |

2
9
1o
23
30

3
10
17
24

4 3
[ n 12
18

25 26

Run Rﬂpﬂl‘tﬁ g September, 2020
#

rBeport Selection:

Application: Speci 1
G T 2
Repost: [Deawl 13 14 35
Format PDF | 20 21 22
Orientation: Lands| 27 28 29
rBeport Parameters—
UserRole: @
TimeFrame: < Other> W
To:

e E—
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Kaiser Permanente
Medical Care Program
California Division — South

SCPMG Laboratory Systems
Preanalytical Processing

Procedure
MediCopia Administrator Website
Procedure
Generate a Report
continued
Step Action
9 Click “Time Increment” Dropdown

Timelncrement |50

&0

T20

1440
<Other=

v

For selected time frame select “<Other>" and input value in value field
rame sc.

Timelncrement Value: [1 5 ]

10 | Click Generate report

Generate H.EPD:[I:
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Kaiser Permanente SCPMG Laboratory Systems
Medical Care Program Preanalytical Processing
California Division — South Procedure

MediCopia Administrator Website

Procedure Follow the steps below to Schedule a Report
Schedule a
Report
Step Action
1 Note: Access to reports function is restricted to selected users.

After Log on to schedule a report:
A. Click “Reports”
B. Click “Schedule Reports™
ser: ir 2 e = ® - -
Facti [oric ) 22 Lattice” Y o
\:I Schedule Reports

‘Operational Functions

Order Status

<All> s

Application | Name — Freq
Patient Management LI Show Inactive !

|Reports ~ A Selected Scheduled Report

Application: [<Select an Application> V]

Run Reports
_ Repore
Schedule Reports | N B Eormat PDE - O
S}}"Stﬁlrl Status Frequency: Ne=t Run:
User I\-Iﬂ-lmgﬁll‘l&nt Recipients: (Use commas, sermicolons, or white spac

Setup Functions
Base Tables

Configuration

Devices

2 Click “Application” dropdown and select “Specimen”
Beport Selection

Apphecation: <Select an Application™ v

Report: <Select an Apphcation™>
Specimen
Format T THE A1

3 Follow steps 3, 4, and 5 from Generate a Report section above to select
a report, report format, and orientation.

4 Select frequency to run report

Frequeney: Monthly v
Becipients: Daily -
Weekly

Continued on next page
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Kaiser Permanente SCPMG Laboratory Systems
Medical Care Program Preanalytical Processing
California Division — South Procedure

MediCopia Administrator Website

Procedure
Schedule a Report
continued
Step Action
5 Select Next run date/time

NestRun:  2020-09-11 1243  [E8F|

6 Add recipients in input box using commas, semicolons, or white space
to separate recipients.

Recipients: (Use commas, semicolons, or white space to separate recipients)
abir.rbekele@kp org, brucevgolovkini@kp.org

7 Select “User Role” in report Parameters

Beport Parameters
UszerRole:
T s Phleb5td
Timelncrament :Ul RD},ES
MNurseStd
Orderhor
PhlebSup
< Other=

8 Select Time Frame

TaveFrsme
Timelncrement [ty

Last Week

Last Month
Today

Thz Week
Thiz AMonth

< Other>
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Kaiser Permanente
Medical Care Program

California Division — South

SCPMG Laboratory Systems

Preanalytical Processing
Procedure

MediCopia Administrator Website

Action

For selected time frame select “<Other>"
User can input Date/Time for custom time frame

Run Reports :

Report Selection Sun Mon Tue Wed Thu Fn  Sat

Avolication: @ 1 2 3 4 3
& i 2 9 10 11 12—
t i
pos @ 13 14 15 16 7 18 19

Format: PDF 2 21 22 23 24 23 24
Ornentation:  |Lands| 27 28 29 30
rBeport Parameters— Time-

UserRole: @ >

TimeFrame:

Tinecement [0 |

Procedure
Schedule a Report
continued
Step
9
10

Click “Time Increment Dropdown”
L
Timelncrement

For selected time frame select “<Other>" and input value in value field
rame sc

‘Ti.melnc:remmt Value: [15 ]
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Kaiser Permanente SCPMG Laboratory Systems
Medical Care Program Preanalytical Processing
California Division — South Procedure
MediCopia Administrator Website
Procedure
Schedule a Report
continued
Step Action
11 Click “Add”
[/ Show Inactive [ FisstPage | | ProsPage | | NexiPape | | LastPage |
rSelected Scheduled Report:
Application: | Specimen v| Active
Report: |Dm\vs by Caregrver by Time Increment V|
Format: PDF v Quoentation:
Feequenr: Next R
Recipients: (Use semicolons, or white space to separate recipients)

jabirr bekele

bruce vgolovkin

Report Parameter
UserRole: PhlebStd v
T

Timelncrement: | g0 -

Report is now scheduled.

12 | To edit (modify) an existing scheduled report:
After Log on to schedule a report:

A. Click “Reports”

B. Click “Schedule Reports”

C. Click on the Report which requires modification

User: Jzbir ADM Bekele o
Faciity:

Operational Functions

Order Status

MediCopia Administrator

o) [Frequency = [
s T— R
H [ Show Inactrre Fiest Fage [ Prior Page
J|Reports ~ [ (A Selected Scheduled Repart : -
Run Reports Application: Active
Schedule Reports Report:
System Status Format PDF v Orientation:
P S~
Recipients: (Use commas, semicolons, or white space to separate recipients)
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Preanalytical Processing

Procedure

MediCopia Administrator Website

Procedure
Schedule a Report
continued
Step Action
12

After modification is completed Click “Update”

Refer to steps above to modify prior report selections

Schedule Reports

Specimen Detailed Turnaround Time by Caregiver Monthly =ls Landscape
[l Show Inactive | FistPage | | PacePage | [ MamtPazs | | LastPage |
rSelected Scheduled Report:
Application: Active Add
Report: ‘ Detailed Turnaround Time by Caregiver ~ | | Upda:= |}
Format: XLS v Orientation:
Frequency: Next Run: Clear
Recipients: (Use commas, semicolons, or white space to separate recipients)
jabir r bekele(@kp org
Report P
UserRole:
ToneFn:
NegativeCollectionHandling:

Non-Controlled The following non-controlled documents support this procedure.

Documents

Controlled
Documents

Authors

e MediCopia User Reference Guide

The following controlled documents support this procedure.

Reference

MediCopia Handheld Device-Routine Use

Procedure for Venipuncture

Preanalytical Processing Work Group
Ann M Sintef MT(ASCP), SBB, HP, CQA(ASQ)
Jabir Bekele, MediCopia Systems Administrator
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