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Send Additional Copies of Reports to Providers 

 

A. With a Case, Specimen or Requisition selected, click CC Results from the toolbar or Further Actions 

button . 

 

Coordination of Care (CoC) Recipient: This field is only for providers who can receive In Basket messages 

and therefore should never be used for external providers.  Providers entered here will not receive 

faxed or printed reports. 

 

1. To copy results to an OHSU provider, enter their name in the CC Recipient field.

A report will be sent to this provider based on the settings in his/her provider (SER) record in Epic for the 

Preferred Method of Communication (Fax, In Basket, etc.) and any appropriate fax numbers. 
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2. To copy results to an External Provider, enter an ‘R’ {space} then the Provider’s name in the CC 

Recipient field: 

 

If the Provider is in the database they will appear in the search list.  Select the correct provider and click 

Accept: 



3 | P a g e  
 

To see the fax associated with this provider’s record, click on the magnifier in the Practice field:

 

If a Provider has multiple locations, click on the magnifier in the Practice field and then select one:

 

Please Note:  With certain External Providers you may not see any of the Additional Method Information 

below, including the Practice Field. It has to do with whether or not they are participating in Care 

Everywhere or not.  For these providers you will unfortunately not be able to see or select a specific fax.  

However, the report will still be sent to whatever device is defined in their record.
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3. If the provider is not in the database (cannot be found using the search methods above) you can 

enter them in using Free text in the CC recipient field.  Type * {space} and then the provider’s 

name:  

 

After you click Accept you will have fax or address fields to fill in as needed:  

 

Once you enter something appropriate in either the fax or address fields, the stop signs will be gone and 

you can click Accept to send the report: 
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B. To verify results are being (or have been) sent to the correct location, go to Specimen or Case Inquiry. 

1.  Once a case or specimen has been final verified you can see the recipient, fax number and 

date/time report is scheduled to go out in the “Scheduled Reports” section: 

 

2. Once the result has been sent, that will show in the “Results Printed” section. The green 

checkmark indicates it was successful: 

 

3. To verify results have been sent to a Provider’s InBasket (If they have indicated they prefer 

InBasket messages for their results) look in the “Results Sent Via In Basket” section: 

 


