First Time Log-on to COPIA

e  You must first obtain your USERNAME and TEMPORARY PASSWORD from your facility COPIA
Administrator

e Navigate to the Copia Web Page

e Enter your user ID (user ID’s are NOT case-sensitive)

e Enter your temporary password (passwords are ALWAYS case sensitive)
e C(lick ‘Sign In’

—————P  User Name nnshuser ]
———P  Password sessesss|
— ?
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e Enter and confirm a unique password. Passwords expire at 3 months. You will be prompted at
each logon 2 weeks prior to password expiration to repeat this procedure.

New Password

New Password ||

Confirm Password
Note: Leading and trailing spaces in passwords will be removed.

Password Rules:

Minimum Number of characters: 5

Minimum Number of alphabetic characters: 1
Minimum Number of numeric characters: 1
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