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Standard SOR WITS 19.9.0

WITS Customers
State Opioid Response (SOR) Grant

Preface

“The State Opioid Response (SOR) program aims to address the opioid crisis by increasing access to medication-assisted
treatment using the three FDA-approved medications for the treatment of opioid use disorder, reducing unmet treatment
need, and reducing opioid overdose related deaths through the provision of prevention, treatment and recovery activities
for opioid use disorder (OUD) (including prescription opioids, heroin and illicit fentanyl and fentanyl analogs).”!

Intended Audience

This Standard SOR user guide has been prepared for provider agency staff members delivering SOR services to individuals.
Information included will assist providers in understanding the standard WITS SOR system and the data entry requirements
for the SOR grant.

ﬂ Note: Screen captures, and other information included in this Standard SOR user guide may differ based on the
settings established for your Training and/or Production site(s).

System Requirements

WITS is a web-based application accessed through an Internet (web) browser using an Internet connection.

Infernet Browsers

WITS is compatible with up-to-date versions of most modern Internet browsers such as:

= Apple® Safari®
=  Google Chrome™
"  Mozilla® Firefox®

®=  Windows Internet Explorer 10 or newer (recommended)

ﬂ Note: Do not allow your Internet browser to save your password, as this information will be routinely updated.

Pop-up Blocker

Certain features in WITS, such as Snapshot and Scheduler, will open in a separate browser window when selected. Make
sure your browser allows pop-ups from WITS.

Customer URL Links

Training Site: Click or tap here to enter text.

Production Site: Click or tap here to enter text.

[l The Training Site allows staff members to practice using the system before entering actual data in the
Production Site. Do not enter real client information in the training site.

' Source: https://www.samhsa.gov/grants/grant-announcements/ti-18-015
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Documentation Updates
Version 4 (WITS 19.9.0) (Current version)

The following topics have been added in this documentation version.

=  Alerts (Part 2: Agency Administration on page 18)

"  Prepopulate Behavioral Health Diagnoses screen with Medications from Encounter (Part 5: Code Table
Reference (SOR Grant) on page 68 and on page 74)

® View GPRA Follow Up Compliance Role (Part 4: Staff Management on page 55)

= GPRA Interview Compliance Details (Part 1: State Opioid Response (SOR) in WITS on page 5)
—  GPRA Follow-up Due Summary Screen
—  GPRA Follow-up Due Detail Screen

= GPRA Discharge Due Screen (Part 1: State Opioid Response (SOR) in WITS on page 11)

Version 3 (WITS 19.8.0)
The following topics have been added in this documentation version.
=  Added information about mapping Services to GPRA Service (Part 5: System Administration on page 88)

= Added information about mapping Modality type to GPRA Modality (Part 5: System Administration on page 64)

Version 2 (WITS 19.6.0)

The following topics have been added in this documentation version.
= Updated Standard SOR Workflow Diagram (Part 1: State Opioid Response (SOR) in WITS on page 1)
= Grant Episode Concepts (Part 1: State Opioid Response (SOR) in WITS on page 3)
=  SPARS Upload (Part 5: System Administration on page 91)
=  WITS Reports Module (Part 6: Reports on page 95)
—  GPRA Interview Report
=  SSRS Reports (Part 6: Reports on page 98)
—  SOR Program Report

—  Grant Episode Details Report
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ﬂ Tip: Tips contain information helpful to the user, such as providing an easier way to do something.

A Important: Typically, these highlight details for the user to consider or review before continuing with a step or
action within the system. This information may warn the user about possible error messages that may occur if
the instructions are not followed, or it may indicate/remind users of additional actions to take before
proceeding, such as downloading required software.
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Part 1: State Opioid Response (SOR) in WITS
Standard SOR Process Workflow Diagram

The following diagram illustrates the standard SOR workflow process; however, workflow processes may differ based on
individual implementations.
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(j Program Enroliment
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Figure 1-1: Standard SOR Workflow Diagram
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WITS Structure Definitions

WITS 19.9.0

Agency: The legal entity that a provider operates within. Some people refer to this as ‘Provider’.

Facility: The physical location (building) that an Agency/Provider uses to provide services. A provider can have more

than one facility within a single building.

Program: The defined plan of treatment or grouping of services for a given set of individuals, equated with a

modality and/or level of care. (e.g., MAT or Intensive Outpatient or Prevention).

Agency
U—Client Profile

Facility
e Intake

Program A
Enrollment/
Dis-enrollment
Encounter

Program B
Enrollment/
Dis-enrollment
Encounter

Program C
Enroliment/
Dis-enrollment
Encounter

Figure 1-2: WITS Structure Overview
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Grant Episode Concepts

@ Where: Agency > Agency List > Facility List > Programs

Background

When a client’'s GPRA interviews are completed, they are sent to SPARS. Each type of GPRA Interview (Intake, 6-Month
follow up, Discharge) is sent automatically as an upload from WITS. If the same type of GPRA is sent twice for the same
UCN (for example, if two GPRA Intakes are completed), SPARS will inactivate the first GPRA Intake interview when the
second is completed. In order to prevent older interviews being inactivated in error, WITS now has a grant episode.

Grant Episode Concepts

Table 1-1: Grant Episode Events and Information

GPRA Menu Item The ability to enter a GPRA in WITS only becomes available when a WITS client program
enrollment (CPE) exists where the associated program has a value in the Grant field and the end
user has the GPRA (Full Access) security access role.

Grant Episode This allows the client to be referred to other agencies and have the same grant episode. If Agency
A completes the GPRA Intake and then refers the client to Agency B, Agency B will be able to
continue the grant episode and complete the GPRA 6-Month Follow Up and GPRA Discharge
interviews for the same client. This will prevent another agency from inadvertently inactivating the
previous GPRA Intake because the grant episode will remain assigned to this client in other
agencies.

1. The Grant Episode is created and put into a ‘Pending’ status when the Client Program
Enrollment (CPE) is created for a program with a Grant field value.
2. The Grant Episode follows the client’'s UCN throughout the process of creating GPRAs.

The ‘Pending’ grant episode will become "Active’ once the GPRA Intake interview is
completed.

4. 1t will remain active through the 6-Month Follow-Up and Discharge interviews.
Once all 3 interviews are completed, the Grant Episode will have a status of ‘Closed.’

Once the Grant Episode is ‘Closed’, a new 'Pending’ Grant Episode can then be created if the
client needs treatment again.

7.  The WITS Administrator could change Grant Episode from ‘Active’ to ‘Inactive’ (this can be
done upon creation of a client program enrollment within a different agency)

WITS Administrator Process
Use Case: Client with GPRA intake at one provider goes to another provider without a WITS consent/referral

1. If the client goes to another provider who attempts to add a Client Program Enrollment in SOR and that client/UCN
already has an ‘active’ grant episode, the system will prohibit this.

—  The provider/user will be presented with a WITS error message to contact their WITS Administrator.

2. The WITS Administrator would then be able to determine if the client program enrollment can be added within the
agency by either continuing the existing episode or creating a new episode (which will inactivate the previous
episode)

3. The WITS Administrator would see the following message:

STANDARD SOR WITS ADMIN GUIDE_RELEASE 19.9 | FEI Systems Grant
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The following grant episode exists for this grant and UCN:

Agency Name Facility Name Interview Date ‘Gpra Interview Type
Administrative Agency Administrative Unit 712212018 Intake

Would you like to inactivate this grant epsiode so that a new GPRA intake interview is created within the current facility, and thus start a new grant episode where all
interviews will need to be conducted for this client and this grant? Or Do you want to continue the existing grant episode at this location?

Inactivaie Episode Continue Episode

4.  The WITS Administrator can then choose to ‘Inactivate Episode’ or ‘Continue Episode.’

4 | Grant Episode Concepts STANDARD SOR WITS ADMIN GUIDE_RELEASE 19.9 | FEI Systems
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GPRA Interview Compliance Details
Grant Requirement

A GPRA Follow-up Interview must be completed with the client 6 months after the GPRA Intake Interview. There is a 3-
month window to enter that follow-up interview in WITS and be in compliance with the grant program’s requirement. The
compliance window opens 5 months after the GPRA Intake Interview and ends 8 months after the GPRA Intake Interview.

Window Window
Open Date Due Date End Date
GPRA 5 months after 6 months after 8 months after

Intake Date GPRAIntake  GPRA Intake GPRA Intake
H H H H
| | | |
) | | | |
Non Compliant | | | |
| | | |
Compliant : : : :
| | | ]
Upcoming i r ] i
| | | |
Due [ [ [ — I
| | | |

Missed | | | D
| | | |
New | D ! !
Legend

Follow up GPRA Interview Entered
@ Follow up GPRA Interview Not Entered

Compliance Rate Calculation = Number Compliant /
(Number Compliant + Number Non Compliant + Number Due + Number Missed)

Figure 1-2: GPRA Follow-up Due Diagram
Definitions for each follow-up status are included in the following table.

Table 1-2: Follow up Attendance Definitions

Compliant GPRA Follow-up Interviews entered into WITS during the compliance window specified above
are considered compliant. The GPRA follow up interview must be conducted (Was the GPRA
interview conducted = Yes) and the interview date must be within the window.

Non-Compliant | GPRA Follow-up Interviews entered into WITS outside of the compliance window specified
above are considered non-compliant. This count also includes GPRA Follow-up Interviews that
are entered in the system but were not conducted (with no interview date, Was the GPRA
interview conducted = No).

Upcoming Clients with no follow-up interview who have a GPRA intake Interview dated between 5 and 6
months ago (for 6-month follow up) are part of the Upcoming count.

STANDARD SOR WITS ADMIN GUIDE_RELEASE 19.9 | FEI Systems GPRA
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e ey

Due Corresponds to the number of clients who have reached the due date (6 months) and do not yet
have a GPRA Follow-up Interview record in WITS. This count does not consider the clients who
have a corresponding GPRA Discharge Interview with a termination of “Death, Unknown” and
“Death, Cause known". This would cover a scenario where a client died before the follow-up
became due.

Missed The clients who do not have a GPRA Follow-up Interview entered into WITS after the end of the
window are a part of the Missed count.

New The Clients who have a GPRA intake Interview, no GPRA Follow-up Interview, and who have not
entered in a follow up window yet, are a part of the New count.

6 | GPRA Interview Compliance Details STANDARD SOR WITS ADMIN GUIDE_RELEASE 19.9 | FEI Systems
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GPRA Follow-up Due Summary Screen

@ Where: Agency > GPRA Follow-up Due Summary

The GPRA Follow-up Due Summary screen displays a summary view of where an agency stands with their follow up
interviews and includes the agency’'s compliance rate. Users can select from the available search fields and click Go to view
the search results. Information on these search fields are listed in the table below.

The search results will display a distinct count of GPRA interviews for each follow-up status available at the time of
searching. For definitions of each status, see Table 7-2: Follow up Attendance Definitions on page 5 above.

Table 1-3: GPRA Follow-up Due Summary Screen Search Filters

Field Description

Agency Type In the Agency Type search field, the option “Intake” represents the agency where the GPRA
Intake Interview was conducted. The option, “Follow-up” represents any agency where the
GPRA follow-up interview can be conducted.

Grant This required field will be prepopulated with the SOR grant.

Agency For users with access to only one agency, this field will default to that agency’s name.

If the user has View GPRA Follow Up Compliance and All Agency Access roles, then this field
will display all the agencies. If the user has an agency oversight role to specific agencies, then
this field will display those specific agencies plus the staff member home agency.

Facility For users with access to only one facility, this field will default to that facility’s name.

If the user has View GPRA Follow Up Compliance and All Agency Access roles, then this field
will display all the facility names. If the user has an agency oversight role to specific agencies,
then this field will display those specific facilities plus the staff member home agency’s facilities.

Standard SOR Q.A Administrative Agency, Administrative Unit # Jones, MTE‘]’ :n =
1 1O 0go

B SSRS Reports | @ Snapshot

Home Page GPRA Follow-up Interview Due Summary Search

~ Agency : Agency Type Grant [SOR [~]
» Agency List Agency |ALL | M ‘
GPRA Discharge Due Facllity | e

GPRA Follow-up Due Detail

Overdose Reversal Kits

GPRA Follow-up Interview Due Summary List (Export)

» Facility List
Staff Members | Actions | Status Distinct GPRA Count
Aleris Configuration &  Compliant 2
» Group List & Due 1
» Client List ¢ Missed 7
» System Administration 77 New 5
Reports .
on Lomphlian
& Non Compliant 5
Support Ticket
comin
&  Upcoming 1

Compliance Rate 13% @

Figure 1-3: GPRA Follow-up Due Summary screen
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Detailed information for each interview status can be seen by hovering over the pencil icon in the Actions column, then
clicking Details. The system will then redirect to the GPRA Follow-up Due Detail screen, displaying the associated client
records for the selected interview status and the current search criteria. The GPRA Follow-up Due Detail screen is covered in

the next section.

GPRA Follow-up Interview Due Summary List (Export)

| Actions | Status

e Compliant

e Due

& Mizsed

e Mew

e Mon Compliant

Figure 1-4: GPRA Follow-up Interview Status List, Details link

8 | GPRA Interview Compliance Details
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GPRA Follow-up Due Detail Screen

@ Where: Agency > GPRA Follow-up Due Detail

The GPRA Follow-up Due Detail screen displays a list of client records with information regarding the clients’ GPRA
interview status. Staff members can use the available search fields and click Go to view the results.

Table 1-4: GPRA Follow-up Due Detail Screen Search Filters

I

Agency Type In the Agency Type search field, the option “Intake” represents the agency where the GPRA
Intake Interview was conducted. The option, “Follow-up” represents any agency where the
GPRA follow-up interview can be conducted.

Grant This required field will be prepopulated with the SOR grant.

Agency For users with access to only one agency, this field will default to that agency’s name.
If the user has View GPRA Follow Up Compliance and All Agency Access roles, then this field
will display all the agencies. If the user has an agency oversight role to specific agencies, then
this field will display those specific agencies plus the staff member home agency.

Facility For users with access to only one facility, this field will default to that facility’s name.
If the user has View GPRA Follow Up Compliance and All Agency Access roles, then this field
will display all the facility names. If the user has an agency oversight role to specific agencies,
then this field will display those specific facilities plus the staff member home agency’s facilities.

Status The Status search field will filter the list of clients corresponding to a specific compliance status.
For definitions of each status, see Table 7-2: Follow up Attendance Definitions on page 5 above.

Home Page GPRA Follow-up Interview Due Detail Search
* Agen
i Agency Type |Intake M Grant |SOR v
» Agency List
gency Agency |ALL v
GPRA Discharge Due .
Facility v
GPRA Follow-up Due Summary
GPRA Intake Date First Name
_ Due Date Last Name
Overdose Reversal Kits
Status | Within Window v Unigue Client Number

» Facility List
Staff Members
Alerts Configuration

GPRA Follow-up Interview Due Detail List (Export)
» Group List

Unique Client
Number

» Client List

» System Administration

Reports
Figure 1-5: GPRA Follow-up Due Detail screen

If the staff member was redirected to this screen by clicking the "Details” link on the GPRA Follow-up Due Summary screen,
the Agency Type, Agency, Facility and Grant, search fields and Status will be prepopulated with the options entered on the
Summary screen. The following informational message will also be displayed, “The records on this list may not match the
total from the summary because you may not have access to some clients.”

ﬂ Note: Since the GPRA Follow-up Due Detail screen includes client names, the search results displayed in the list
are filtered to only include clients that the staff member has access to.

@ The records on this list may not match the total from the summary because you may not have access to some clients. %
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Standard SOR QA Administrative Agency, Adminisirative Unit ## Jones, Asrll_ley :‘ =
o) 0go

3 S5RS Reports | @ Snapshot

Home Page O The records on this list may not match the total from the summary because you may not have access to some clients.
~ Agency
GPRA Follow-up Interview Due Detail Search

» Agency List

GPRA Discharge Due Agency Type [Intake |+ Grant [SOR [=]

GPRA Follow-up Due Summary Agency [ALL [+]

Facilty | [+

Overdose Reversal Kits GPRA Intake Date First Name
» Facility List Due Date Last Name

Staff Members Status [Upcoming [+ Unique Client Number

Alerts Configuration

» Group List

GPRA Follow-up Interview Due Detail List (Export)

» Client List

Unigque Client Client Eacility Followup Followup

» System Administration Actions IR B Name  AgencyName oo = Status oo pop. Due Date Qpen Date | Close Date
Reports I J553779ENGO1544  jain, Newest SOR  facility 1 Upcoming 4/18/2019 10/18/2019 9/18/2019 12/18/2019

Rekha  Agency

Support Ticket

Figure 1-6: GPRA Follow-up Due Screen, pre-populated based on Summary screen selections

In the Actions column, clicking the “View" link will redirect to the client's GPRA list screen if the staff member is currently in
the same context agency as the client. If the staff members’ context agency is different than the client, clicking the “View”
link will display the following error message, “This client does not exist in the context agency. Please change your context
agency to view the client.”

GPRA Follow-up Interview Due Detail Search

Agency Type |Intake | v | Grant |SOR | v |
Agency |ALL | v |
Facility | [»]
GPRA Intake Date First Name
Due Date Last Name
Status |Upc0ming | i | Unigue Client Number

Facility GPRA Followup Followup
AgencyMName |\, " (380U ||;0000 pate (DueDale | 6o0) nate | Close Date

Mewest SOR.  facility 1  Upcoming 4/18/2019 10M18/2019 9/18/2019 12/18/2019
Agency

GPRA Follow-up Interview Due Detail List (Export)

Unique Client Client
Number Name

Actions

Figure 1-7: GPRA Follow-up Due Detail, View link

ﬂ Note: If you have access to multiple agencies, make sure you're in the correct context agency to view the client
record. Otherwise, the following error message will be displayed.

“This client does not exist in the context agency. Please change your context agency to view the client.”

© This client does not exist in the context agency. Please change your context agency to view the client. x
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GPRA Discharge Due Screen

@ Where: Agency > GPRA Discharge Due

The GPRA Discharge Due screen displays at the Agency level, clients with a GPRA Intake interview date 30 days ago and
the client has no encounter, or their most recent encounter is 30 days ago. Users can select from the available search fields
and click Go to view the search results. In the Actions column, clicking the “"View Client” link will redirect to the client’s
GPRA list screen if the staff member is currently in the same context agency as the client.

Table 1-5: GPRA Discharge Due Screen Search Filters

Field Description

Agency For users with access to only one agency, this field will default to that agency’s name.
If the user has All Agency Access roles, then this field will display all the agencies.
Grant This field will be prepopulated with the SOR grant.

;m Standard SOR QA Provider Agency, Provider Facility # AT GIIEREED <

- 10.01 Logout

@ Snapshot

Home Page
~ Agency
Agency |ALL [+] Grant |[SOR [+]
» cy Li
ERTE] LI First Name Last Name
Intake Interview date Last Activity Date

GPRA Follow-up Due Summary
GPRA Follow-up Due Detail
Overdose Reversal Kits

GPRA Discharge Due List (Export)

» Client List

» System Administration

Reports

Figure 1-8: GPRA Discharge Due Screen

n Note: Since the GPRA Discharge Due screen includes client names, the search results displayed in the list are
filtered to only include clients that the staff member has access to.

|—v‘_ Standard SOR QA Provider Agency, Provider Facility # Jones, Ashley; Clinician ~

- 1901 Logout

@ Snapshot

Home Page GPRA Discharge Due Search

~ Agenc
L) T

» Agency List

First Name Last Name

Intake Interview date Last Activity Date
GPRA Follow-up Due Summary
GPRA Follow-up Due Detail

Overdose Reversal Kits

GPRA Discharge Due List (Export)

» Client List

Client Name. Intake Interview Agency Intake Date Intake Interview Date
» System Administration y IR singh, Praneet AgencySori 71181991 53172019
Reports & m Sano, Rhea Administrative Agency 11612019 21282019 23002019
& SOR, Nicole Administrative Agency 1232019 6142019
n 126 Jain, Muskan Administrative Agency 1112019 71112019 913002019
p AgencySor1 1112019 71112019 913002019
& " Aggarwal, Divya Administrative Agency 1212572018 71112019

Figure 1-9: GPRA Discharge Due screen, View Client link
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Part 2: Agency Administration
Agency Profile

@ Where: Agency > Agency List > Agency Profile

WITS Administrators are responsible for adding new Agency records to the system. When creating an agency, only the
Agency Profile and Address are required to save the agency record. Additional agency information can be added and
updated later as needed. WITS Administrators can also designate other staff members to assist with other agency-level
responsibilities.

To create a new agency record, follow the steps below.

1. On the left menu, click Agency and then click Agency List.

2. Click the Add New Agency Record link.

Home Page Agency Search

¥ Agency

» Agency Profile

Aliases

Agency List Add New Agency Record
Contacts
MU Q Actions Name Display Name Description -
ue
v & A Simpler Way Recovery Homes ASWRH
» Govemance
» Relatiunships f Administrative Agency DMHDDSAS Domain: SBIRT | Agency Type: Single State Agency | (Contractor)
Announcements f Alcohol / Drug Council of NC, inc Alcohol / Drug Domain(s). ATR | Agency Type: RSS | ATR Provider

Figure 2-1: Agency List screen
3. On the Agency Profile screen, enter the information as shown in the table below.
Table 2-1. Agency Profile Fields

Agency Name Type the agency's name.

Display Name The agency'’s display name will appear in drop-down menus throughout the system
and should be meaningful to all staff members; this field will automatically copy the
first 15 characters from the “Agency Name” field but this information can be edited.

Note: There is a 15-character limit for this field.

Agency Type Select from the drop-down menu.

Contract Role Select "Provider”.

County Select from the drop-down menu.

Domains For SOR, select the Substance Abuse domain.

n Note: Typically, the agency named “Administrative” is reserved to house staff from FEI who support the State's
WITS instance (e.g. FEI Production Support, FEI Account Manager). State staff will be listed in the State named
agency.

12 | Agency Profile STANDARD SOR WITS ADMIN GUIDE_RELEASE 19.9 | FEI Systems
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Agency Mame Administrative Agency

Cisplay Mame Admin Agency [nl=P)
Agency Type |Single State Agency &
Start Date s} Inactive Date | || Q,
Govt Organization I:E Consumer Rep Met
System Testin en
Parent Agency | | v | URL ¥ 9 Agency
Criminal Jusfice
Agenc}l{ Features ~ Selected Agency Features R Mental Health Treatment
Funding Comments .
Reporting n Recovery Support Service Agency
Contract Management Single State Agency
Service Provider o
- o Substance Abuse Treatment
Contract Role |le.rider | L |

MNational Provider ID

Federal Tax ID Senate Dist |:|L|
State Business 1D House Dist I:D
ConfractoriLocator Cong Dist I:E
County |Bacon | - |
Geo Code | | v |
Domains Selected Domains
- Substance Abuse -

V- :

= £ 23 X O

Figure 2-2: Agency Profile screen

4.  When complete, click the right-arrow button.
5.  Click the Add Address link.
Home Page Addresses Add Address
~ Agency
* Agency List
- Agency Profile
Aliases
(5o ]
Figure 2-3: Address/Phone List screen
6. On the Address Information screen, enter the required information.
Table 2-2: Address Information Fields
e e
| Address Type | Select from the drop-down menu. |
STANDARD SOR WITS ADMIN GUIDE_RELEASE 19.9 | FEI Systems Agency
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8.

9.

™ S I S

Confidential This field defaults to “No”; update if applicable.
Address Line 1 Type the first address line.
Address Line 2 Type the second address line, if applicable.
City Type the city name.
State Select state from the drop-down menu.
Zip Type the zip code.
~ Agency adaress Type | | Confidential

¥ Agency List Agddress Line 1

¥ Agency Profile Agddress Line 2
City State I:B Zip

Aliases

Contacts Phone Numbers Add Phone

» Governance Actions Type Number

» Relationships
Announcements
» Referrals

Removed Consents w

Figure 2-4: Address Information screen

If available, add a telephone number by clicking the Add Phone link. Then click Finish.

Address

Address Type Agency Admin. Office Confidential

Address Line 1123 Main Street

Address Line 2
City Baltimore State Maryland Zip 21234

Figure 2-5: Add Phone Number

The new address will appear on the Addresses screen. Click Save and then click Finish.

Home Page Addresses Add Address

~ Agency Actions Address Type Address Phone Updated
- Agency List ’ Agency Admin. Office 490-B Pest Roead work (123) 123-1234 1132011

Sudbury, MA 01776
= Agency Profile

Contacts

3 00

Announcemenis

Figure 2-6: Address/Phone screen

On the Agency Profile screen, click Save and then click Finish.
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Agency Disclosure (Optional)

@ Where: Agency > Agency List > Relationships > Disclosure

WITS allows client information to be consented or “shared electronically” within the system. This is accomplished through
creating a consent record for individual clients, so that when a client is referred to another agency, information listed within
the consent record will be shared with that other agency. It can be very repetitive for staff members to create these consent
records on a client-by-client basis. To help staff members create consistent consent records, each Agency should set up its
own Agency Disclosure. This establishes a template for Consent. A global disclosure policy can be created for all agencies,
or a separate disclosure agreement can be created for each agency. For more information about WITS and 42CFR Part 2
compliance, see the Consents section in the End User documentation.

1. On the left menu, click Agency, then click Relationships, and then click Disclosure.

2. Click Add Agency Disclosure Domain Record.

Home Page Agency Disclosure Domain List Add Agency Disclosure Domain Record

~ Agency
~ Agency List
» Agency Profile
Aliases
Contacts
» Governance

Agency Name | User Documentation Agency v

‘A:fxms| Consents Granted By | Consents Granted To

w Relationships
Collaborative

Figure 2-7: Agency Disclosure Domain List screen

Agency Disclosure Domain

Disclosing Agency v

Receiving Agency | Global Policy or Non Syst.._ | «
Receiving Entity{Mon System Agency)
Global Policy? (Available To All Agencies) |Yes | »
Always Verify Consent? v
Figure 2-8: Agency Disclosure Domain section
3. In the Agency Disclosure Domain section, enter the following:
Table 2-3: Agency Disclosure Domain fields

I R S

Disclosing Agency Select the name of your agency from the drop-down menu.

Receiving Agency Select “Global Policy or Non System”, or select an individual agency
name. The “Global Policy” will apply this consent template to any
agency in WITS. If an individual agency is selected, the consent
template will apply only to that agency.

STANDARD SOR WITS ADMIN GUIDE_RELEASE 19.9 | FEI Systems Agency
Profile | 15



Standard SOR WITS 19.9.0

I ™

Receiving Entity (Non System Agency) If this disclosure agreement applies to an agency outside of WITS,
type that agency’s name in this field.

Global Policy? (Available To All Agencies) | Select Yes or No.

Always Verify Consent Select Yes or No. This serves as a visual reminder to the person
creating the consent.

4. In the Disclosure Domain Selection section, enter the following:

I ™ S

Expiration Type and + Days Select either "Discharge (UD)" or “"Date Signed (DS)", then
when the yellow field appears, enter the number of days the
consent will expire.

Consent Options Click on the desired options, and then move the selections to
the Selected Options box using the mover buttons. When staff
members create client-specific consent records, these options
will automatically populate.

5. When complete, click Finish to complete and save the disclosure record.
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Agency Disclosure Domain

Receiving Agency |G|DDEI| Palicy or Mon Syst. .. | * |
Receiving Entity(Mon System Agency)

Glabal Policy? (Available To All Agencies) |Yes | v

Always Verify Consent?

Disclosure Domain Selection

- Client Information To Be Consented

Digclosing Agency |Admir‘|istrative Agency | - |

Expiration Type |Discharge(UD) | v | + Days
*Expiration type is required for disclosure activities
Consent Options Selected Options

Behavioral Health Assessment -
CAGE-AID Screening

CONTIMNUUM Triage™ Assessment
CONTINUIM™

ASANM (UD, +30)

Cansent (LD, +30)

DENS ASI Lite Intake Transaction (

Admission (UD, +30)

Client Information (Profile) (LD, +30)

Client Screening (UD, +30)
DENS AZ| Assessment

uD, +30) -

Comments

A

Figure 2-9: Disclosure screen

STANDARD SOR WITS ADMIN GUIDE_RELEASE 19.9 | FEI Systems
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Alerts
Alert Types

@ Where: System Administration > Alert Types

WITS Administrators can determine which alert types are available by accessing a list of alerts under System Administration.

The following list of GPRA alerts are now enabled.

Table 2-4: Add Caption for this sample table

Discharge GPRA Creation Alert for notifying if a discharge GPRA is created for a client.

Follow up GPRA Creation Alert for notifying if a follow-up GPRA is created for a client.

GPRA Follow up Due Indicates the clients where a six-month follow up GPRA interview is due.

Inactive Client GPRA Discharge Alert for notifying if client is inactive and if Discharge GPRA must be
conducted.

Intake GPRA Creation Alert for notifying if an intake GPRA is created for a client

Intake GPRA Interview Alert based on the interview date of the intake GPRA interview.

1.

2.

On the left menu, click System Administration then click Alert Types.

To enable or disable an alert, point to the pencil icon in the Actions column and click Enable or Disable.

WITS Sta n da rd SOR QA Administrative Agency, Administrative Unit # Jones, As':_'g;o:‘
i 1990

3 SSRS Reporis | @ Snapshot

Home Page Alert Type List

» Agency q Alert Configurable *

by Facility
T

Alert Type Description To Staff

» Group List Client

Close Intake  Indicates clients with an Intake at least # days old. Client Intake  WITS Administrator; Agency
-~ ~ after # days Date Administrator; Case Assigned To
» Client List

" Client Plan of Care  Team signature is required for the Plan of Care F Team Treatment team member; Treatment T
P - Review Review for approval signature is Team Attending Physician; Admitted
i sl Approval required for By: Agency Administrator; Treatment
Triiomta Required review Team Case Manager, Case Assigned
approval To

System Accounts

n Client Plan of Care  Team signature is required for the Plan of Care for F Team Treatment team member; Treatment T
val approval signature is Team Attending Physician; Admitted

required for By; Agency Administrator; Treatment

plan approval. Team Case Manager: Case Assigned

Activity Management
Adjudication Rule

To
Services . ) o . . ’ .~
& Client Rejected Alert for notifying if a claim item has beenrejected T Claim ltam Encounter Release to Billing Staff; T
Rates Claim ltem for a client Rejection Clinical supervisor; Release to Billing,
Date Tx Encounter Full; WITS
H835 Management Administrator; Treatment team Primary

care staff member; Staff Manager;

H999 Management State Admin Staff; Agency Staff; Staff

H837 Management Created; Agency Administrator; Case
Assigned To
HL7Management & Client Client Indicates the clients who are due for an outcomes T Program Treatment team Primary care staff T
SPARS Baich Outcomes survey enrallment member; Admitted By; Agency
Due date Administrator; Treatment Team Case
SPARS Batch Errors Manager, Case Assigned To -

System Info

Agency Oversight Assignment
Config Editor
Federal Poverty Update

Master Patient Index
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Create Alerts

@ Where: Agency > Alerts Configuration

WITS Administrators can easily set up alerts that apply across multiple agencies at once. Alerts can be customized to apply
to staff members with certain roles, for different client activities, and apply to staff within an agency.

To set up and configure alerts, complete the following steps:

1. On the left menu, click Agency then click Alerts Configuration.
2. Click Add New Alert.
p’y’ Standard SOR QA State Agency, State Facility # g AS“LIert =
” 19.90 =
[ SSRS Reports | @ Snapshot
~ Agency — f —
_ Alert Category | =) Alert Type | \x |
» Agency List ——
) Assigned to Staff Type | | v | Alert Name
GPRA Discharge Due
GPRA Follow-up Due Summary
GPRA Follow-up Due Detail
Overdose Reversal Kits Alert Configuration List
Facility List x
Actions | AlertType | AlertName | Levels of care
Staff Members
» Payor Adjudication
» Group List
» Client List
Figure 2-10: Alerts Configuration Screen
3. When the Agency Alert Configuration Profile screen appears, enter data in the required fields including:
Table 2-5: Agency Alert Configuration Profile
Field Description
Configuration Type Select Agency or Agency Type.
Agency Type If the configuration type is "Agency Type”, select the type of agency
from the drop-down menu.
Alert Name Type a name for this alert.
Alert Type Select an Alert Type from the drop-down menu; WITS will fill in the
Alert Category, Trigger Point and Description.
What message should appear to users? | Type detailed information for this alert.
When is the next activity due (days If the Alert Type is an “Initial Treatment Plan”, the trigger point is an
after the trigger point)? admission date. How many days after the admission date should the
initial treatment plan be created?
How many days prior to the due date If the “Initial Treatment Plan” is due 30 days after admission, when
should this alert show up? should people be notified? 10 days prior?
STANDARD SOR WITS ADMIN GUIDE_RELEASE 19.9 | FEI Systems Alerts |
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Field Description

Which staff should receive the
message?

Choose from a pre-defined list of staff options in the dropdown. Note,
initially, alerts do not go to a “specific” staff member that can be
selected directly. If all alerts should go to a specific staff member,
choose “"Agency Administrator”. Agency Administrators can reassign
alerts to specific staff in their agency.

Should message turn red when
overdue?

Select Yes or No.

Include cases where no level of care
indicated

Select Yes or No.

Facility

When setting up Alerts for a specific agency, you may have the ability
to exclude facilities. Either determine that certain facilities should not
get the alert, or they may need a different configuration.

Alert should stop being displayed this
many days after it is generated

In some cases, an alert may no longer be relevant in 10, 30 or 60 days.
An effective date must be entered. Set an expiration date to stop
using this alert configuration.

4.  When complete, click Finish.

wis Standard SOR QA

& 1990

Home Page
¥ Agency

» Agency List
GPRA Discharge Due
Overdose Reversal Kits

» Facility List
Staff Members

» Payor Adjudication

» Group List

» Client List

» System Administration

Reports Alert should stop being displayed this many days after it is generated: 30

Support Ticket

State Agency, State Facility #

Alert Description Indicates the ATR clients where a six-month followup GPRA interview is due

What message should appear to users? This client will be due for a follow up GPRA Interview soon. Please contact the client to schedule a

When is the next activity due (days after the trigger point)? 150
How many days prior to the due date should this alert show up? 145

Jones, Ashley + =

Logout
2 SSRS Reports | @ Snapshot
Configuration Type |Agency Type H Agency Type‘Subslance Abuse Treatment ‘ A ‘
Alert Name GPRA Follow up Interview Due Alert Type ‘GF'RA Followup Due ‘ A4 ‘

Trigger Point GPRA Intake interview date Alert Category Client

follow up interview.

‘Which staff should receive the message? |Case Assigned To | x |

Should message tumn red when overdus?

Effective Date 3/01/2019 iz Expiration Date =i

Figure 2-11: Agency Alert Configuration Profile

Which staff should receive this message?

Case Assigned to

Staff member on the Intake screen.

Admitted by

Staff member on the Admission screen.

Treatment Team Primary Care Staff

Staff member on the client’s treatment team with the
Primary Care Staff indicator set to “Yes".

Treatment Team Case Manager

Staff member on the client’s treatment team with the role
of “Case Manager”.

20 | Alerts
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Announcements (Opftional)

@ Where: Agency > Agency List > Announcements

Home Page Announcements allow System Administrators and Agency Administrators to set up custom announcements
which can be displayed for individual agencies, all agencies with a specific Agency Type (e.g. Substance Abuse Treatment,
Recovery Support Services), or for all agencies within the system. Announcements will only be displayed for a certain period
of time, and each has its own end date. Any announcement displayed in red text has been marked high priority by the staff
member who created it.

1.

2.

3.

[3) SSRS Reports | @ Snapshot

Home Page @ There is cumently 1 person that has been referred in x
» State Waitlist
» Agency Home
» Group List Announcements

i " Posted Start —

Clinical Dashboard Actions  Summary == e Priority

» Client List , ‘Welcome to PA WITS! This version of the PA WITS system is dedicated to the collection of TEDS data since September 2015. Policy bulletin, QS0A, 5122017 5M22017 H
and treining resources can be found by clicking the PA WITS tab at www.ddap.pa.gov 4:09 PM

» System Administration

REE

Figure 2-12: Home Page with Announcement in red text

On the left menu, click Agency and then click Announcements.

Click the Add New Announcement link.

wiTs STANDARD WITS User Documentation Agency, User Documentation Facility # A Aﬁhﬂ:(]:l
» - 18210

2 SSRS Reports | @ Snapshot

Home Page Announcement List Add New Announcement

¥ Agency

« Agency List
» Agency Profile
Aliases
Contacts

» Govemnance

» Relationships

Figure 2-13: Announcements List screen
On the Announcements screen, enter the required data in the fields specified, and then click Finish.

Table 2-6: Announcements Fields

Field Description

| Summary | Type a summary of the announcement. |

STANDARD SOR WITS ADMIN GUIDE_RELEASE 19.9 | FEI Systems
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I ™

Details (Optional) Type additional details about the announcement. Users will be able to see these
details by hovering over the Actions column, and clicking Review.

Announcements
Actions  Summary

‘Welcome to PA WITS! This version of {
es can be found by

Agency Type (Optional) To display an announcement for all agencies with a specific Agency Type, select
an option from the Agency Type drop-down field.

Selected Domains (Optional) Select one or more domains where the announcement should be displayed.

Agency If the Agency drop-down field is left blank, the announcement will be displayed across all
agencies.

Priority Select from the drop-down field. A Priority of “"High” will display the announcement in red.

Start Date Enter a start date for the announcement.

End Date Enter an end date for the announcement.

Announcements

Summary

Details

Agency Type ¥

Domains Selected Domains

Substance Abuse - -

Agency | Administrative Agency v Priarity v
Start Date = End Date 5]
Sort Order
Created By Created Date

Figure 2-14: Announcements screen

4. To edit or delete the details of an announcement, click the Review link under Actions column.

I} Note: If the Agency drop-down field is left blank, the announcement will be displayed across all agencies. High
priority announcements will be displayed in red on the Home Page for users to see.
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Home Page Announcement List

» State Waitlist

~ Agency

+ Agency List bulletin, QSOA, and training resources can be found by clicking the PA WITS tab at www.ddap.pa.gov
» Agency Profile

Substance Abuse Domain Announcement

Review Delete

Aliases jgencies
Contacts

» Govemance

» Relationships

‘Welcome to PA WITS! This version of the PA WITS system is dedicated to the collection of TEDS data since September 2015. Policy

WITS 19.9.0

Add New Announcement

- = | =
=

Figure 2-15: Announcement List screen, Actions links
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Part 3: Facility Administration
Facility Profile

@ Where: Agency > Facility List > Facility Profile

A facility in WITS corresponds to a physical location where services are rendered. Every agency must have at least one
facility created, but only the facility profile and address information are required. For the SOR process, also need to create
at least one program for each facility. Optional facility information includes Contacts, Operating Hours, and Special
Services.

Before creating a facility, ensure your current Location reflects the agency associated with the facility.
1. On the left menu, click Agency, and then click Facility List.

2. Click the Add New Facility Record link.

WITS STAN DARD WITS User Documentation Agency # it AST:;’o'ut
> 18.21.0
31 SSRS Reports | . @ Snapshot
Home Page Facility List Add New Facility Record

* Agency
» Agency List

| Actions | Eacility Name

» Health Information Mgmit

» Facility Profile
Contacts

Figure 3-1: Facility List screen
3. On the Facility Profile screen, enter the required information:

Table 3-1. Facility Profile Fields

Facility Name Type the facility’s name.

Display Name The facility's display name will appear in drop-down menus throughout the
system and should be meaningful to all staff members; this field will automatically
copy the first 15 characters from the “Facility Name” field but this information can
be edited; there is a 15 character limit for this field.

I-BHS # Required field, used in the TEDS/NOMS extract process

Service Location Value selected will be the default value on the encounter Service Location field for
encounters created for this agency and facility

Operations Start/End Date | Optional/Informational

Reports Start/End Date Optional/Informational
Contact Optional/Informational
Alternate Contact Optional/Informational
Facility ID Optional/Informational
National Provider ID Optional/Informational (important when using WITS for billing)
Senate Dist Optional/Informational
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Field Name Description

House Dist Optional/Informational
Cong Dist Optional/Informational
County Select from the drop-down menu.
Geo Code Optional/Informational
URL Optional/Informational
Description Optional/Informational

Selected Approaches

Optional/Informational

Selected Languages

Optional/Informational

Facility Name

|I-BHS State 1D

Display Name

Agency Name Administrative Agency

Service Location |

|'|

Operations StartEnd Date 7/5/2017

& ]

Reports Start/End Date i1

Contact |

| v| Alternate CDI‘I[aCl| | B |

National Provider ID

Federal Tax ID

State Business ID

Senate Dist

[ el
HouseDist| |+ |
[ [l

Cong Dist

URL

| v | Facility Descripfion

Contractor/Locator
County |
Geo Code |
Approaches
12-step
Cognitive/Behavioral
Family
Humanistic/Existential
Languages
English
Amharic
Arabic

American Sign Language

Selected Approaches

4
.n

Selected Languages

4
'-

£ 3 B2 O

Facility Profile

&

Figure 3-2: Facility Profile screen

4.  When complete, click Save.

5. Click the right-arrow button to enter the address.

STANDARD SOR WITS ADMIN GUIDE_RELEASE 19.9 | FEI Systems
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6.

7.

8.

26 | Facility Profile

Click the Add Address link.

Home Page Addresses
~ Agency
» Agency List
+ Facility List
+ Facility Profile

Contacts

WITS 19.9.0

Add Address

3 £3 B3 ©

Figure 3-3: Add Facility Address
Enter the required information as shown in the table below.

Table 3-2: Address Information fields

™ S T S

Address Type

Select from the drop-down menu.

Confidential

This field defaults to “No”; update if applicable.

Address Line 1

Type the first address line.

Address Line 2

Type the second address line, if applicable.

City Type the city name.
State Select state from the drop-down menu.
Zip Type the zip code.

wrs STANDARD WITS

18.21.0

User Documentation Agency, User Documentation Facility &

Jones, Ashley +
Logout

2 SSRS Reporis | @ Snapshot

Home Page Address Information
- Agency adress Type | al Confidential
» Agency List Address Line 1
» Health Information Mgmi address Line 2
~ Facility List city state [ [ 7] zip
w Facility Profile
Phone Numbers Add Phone

Actions Type

Contacis
Special Services

Programs

Addiction Services
Operating Hours
Primary Staff Set Up

Figure 3-4: Facility Address screen

If available, add a telephone number by clicking Add Phone.
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Jones, Ashley =
Logout

r Documentation Agency, User Documentation Facility #

2 SSRS Reports | @ Snapshot

Address Information

Address Type |Um1 administration ‘ v | Confidential

EReneiisl sgdress Line 1 525 Cedar Run Road
» Health Information Mgmt

Home Page

~ Agency

Address Line 2

~ Facility List oty Columbia State zZip 21046

* Facility Profile

Phone Numbers Add Phone

Contacts

Special Services
Programs
Addiction Services

Operating Hours
Cancel Finish
Primary Staff Set Up

Figure 3-5: Facility Address screen, Add Phone link

- Agenc ; . - -
g Y Address Type Unit administration Confidential

b RE ] L] sgdress Line 1 525 Cedar Run Road
» Health Information Mgmi

leiviel city Columbia State Maryland Zip 21046

Special Services

Address Line 2

Figure 3-6: Facility Address screen, Add Phone Number
9. Enter the phone number, and then click Finish.
10. On the Address Information screen, click Finish.

Jones, Ashley =

Doct tat . User Doc tation Facility #
Iser Documentation Agency, User Documentation Facility Tt

31 SSRS Reports | @ Snapshot

Home Page

Addresses Add Address

- Agency Address Type Address Updated
» Agency List ’ Unit administration 525 Cedar Run Road office (410) 535-1234 SI2202017

Columbia, MO 21046
» Healih Information Mgmi

~ Facility List
~ Facility Profile

ExI £ 1 ©

Contacts

Figure 3-7: Facility Addresses screen with address and phone number added

11. On the Addresses screen, click Save and then click Finish.
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Contacts

@ Where: Agency > Agency List > Facility List > Contacts

Note: Staff Members must be set up in the agency before Contacts can be added to the Facility. Please see the Staff
Management section of this document for information on managing staff accounts.

Information listed in the Contacts information is informational only, allows you to indicate administrative functions for staff
in the agency (e.g., staff member is the contact for program availability or the staff member is the person monitoring
referrals). WITS Administrators can modify the Contact Type dropdown values in the Staff Contact Role code set table.

1. On the left menu, click Agency, click Facility List, and then click Contacts.

2. Click Add Contact.

Home Page Contacts for Administrative Unit
~ Agency
» Agency List
 Facility List
» Facility Profile

Add Contact

Programs Staff

Special Services

Addiction Services Contact Type
Operating Hours

Primary Staff Set Up

Effective Date
Status

Inpatient Unit

Manager Name
Staff Members =
» Tx Team Groups

Figure 3-8: Facility Contacts screen

3. Complete the fields.

Home Page Contacts for Administrative Unit
* Agency
» Agency List
= Facility List
» Facility Profile

Add Contact

Programs Staff | Garg, Deeksha [+]
Addiction Services

Special Services

Caontact Type ‘Referral ‘ v |
Breanndlbiune Effective Date 71/2017 =
Prinary Sl St Uy s [ T

Inpatient Unit

Manager Name
Staff Members =
» Tx Team Groups

Figure 3-9: Facility Contacts screen, add new contact

4. Click Save. Add additional contacts if needed.

5. Click Finish.
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Special Services (Optional)

@ Where: Agency > Agency List > Facility List > Special Services

1. On the Special Services screen, select Special Population Services from the mover box, if applicable.

2. Click Add New Information Item, if applicable.

Home Page

Special Sevices
- Agency ; ;
Agency Name Administrative Agency
» Agency List Faciity Name Administrative Unit
+ Facility List
Special Population Services
Assistance for llliterate Clients N Family Services -
Food Services - Kosher Vegetarian,Special Diets Mental liness Treatment Services
Interpreter Services Services for the Hearing-Impaired
Manage Actively Psychotic Clients < Wheelchair Accessibility
Programs

Addiction Services
Operaiing Hours
Primary Staff Set Up
Inpatient Unit

Staff Members

» Facility Profile

Special Populations Served
Contacts

General Information

Add New Information liem

Actions  Service Information

» Tx Team Groups

Aleris Configuration

3 3 B

Figure 3-10: Facility Special Services screen, Add New Information Item link

3. Select an item from the Facility Supported Services drop-down list.
Home Page Facility Service
* Agency

Facility Supported Services |Is Therapy Available On-site?
» Agency List
* Facility List
» Facility Profile
Contacts

Provide Detail

Programs

e

Figure 3-11: Add New Information Item screen

4. Click Save then click Finish.

Home Page Special Senvices

* Agency

» Agency List
- Facility List
» Facility Profile
Contacts

Wheelchair Accessibility -
Programs
Addiction Services General Information
Operating Hours Actions | Service Information
Primary Staff Set Up , Is Therapy Available On-site? Yes
Inpatient Unit §* Doss the Facity Have Stafi Credentials Available On-site? es
Staff Members

» Tx Team Groups
Alerts Configuration

» System Administration

5. Click Save.

Agency Name Adminisirative Agency
Facility Name Administrative Unit
Special Population Services

Assistance for lliterate Clients

Food Services - Kosher Vegetarian, Special Diets
Interpreter Services

IManage Actively Psychotic Clients

Special Populations Served

Family Services

Mental lliness Treatment Services
Services for the Hearing-Impaired

STANDARD SOR WITS ADMIN GUIDE_RELEASE 19.9 | FEI Systems

Profile | 29

Facility



Standard SOR WITS 19.9.0

Programs

@ Where: Agency > Agency List > Facility List > Programs

Each facility in WITS should have one or more Programs listed to indicate the type of services it provides to clients. Each
program must have a Modality or Level of Care. Programs that are set up outside of treatment can select a modality type of
unknown. Programs types can include substance use treatment, social service programs addressing behavioral health,
problem gambling, substance use prevention, juvenile justice, problem solving courts, and primary health applications.

1. On the left menu, click Agency, then click Facility List, and then click Programs.

2. Click the Add New Program Record link.

b STANDARD WITS User Documentation Agency, User Documentation Facility # Mz g

- 18.21.0 Ly

2 SSRS Reports | . @ Snapshot

Home Page

Program List Add New Program Record

~ Agency Actions Program Name Modality #Slots  CurrentEnrolied Residence : Gender Specific i Term

» Agency List
» Health Information Mgmt

= Facility List
» Facility Profile
Contacts

Special Services

Figure 3-12: Programs List

A Important: Program Setup Fields for SOR Processing:

e Grant: Complete the Grant field by selecting “SOR"” from the drop-down list, as this field controls SOR
Grant Episode functionality.

e Modality: Complete the Modality field by selecting a value where the Admission Required column in the “Modality
Type" code table is set to "No".

e Modality Specifier: For MAT programs select the Modality Specifier of “Medication Assisted Treatment” to
have the Medications Dispensed field appear on the encounter.

e Report to TEDS: Leave the Report to TEDS field as the default value of “No”.
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Home Page
~ Agency
» Agency List
GPRA Discharge Due
Overdose Reversal Kits
~ Facility List
» Facility Profile
Contacts
Special Services

Addiction Services

Operating Hours
Staff Members
Alerts Configuration

» Group List

» Client List
» System Administration
Reports

Support Ticket

=]
Modality Specifier ‘ ‘ A ‘

Waitlist Availability Type |

Program Start Date = End Date =]

Capacity List Add New Capacity

Actions Capacity Type Capacity Start Date End Date

WITS 19.9.0

Program Setup

Agency Name Provider Agency
Facility Name Provider Facility
Program Name

Display Name

Domain ‘ | v |
Modality |

Current Enrolled

Program Type

Level of care ‘ ‘ v ‘

Report to State
Reportto TEDS | [+

Available Reporting Guidelines

Selected Reporting Guidelines

Age Group ‘ | v |
[-]

Available Evidence-Based Practices Selected Evidance-Based Practices

None - -
Motivational Interviewing

Relapse Prevention
Other - n -

Figure 3-13: New Profile Setup screen

3. On the Program Setup screen, complete the fields as shown in the table below.

Table 3-3: Program Setup Fields 2

Field Description

Program Name

Program may be titled anything you or the provider desires.

Display Name

Type the program'’s display name.
Note: this field is limited to 15 characters.

Domain

Select the domain from the drop-down list.

Modality*

Select modality that is the best fit for this program.
Note: Values are controlled through the code table named, “Modality Type".
See Part 5: System Administration, Code Table: Modality Type on page 70.

Modality Specifier*

To record medication-assisted treatments on client encounters, select “Medication-
Assisted Treatment” from the drop-down field.

Modality Specifier |Medicaﬁon—Assisted Treatment | v |

Note: Values are controlled through the code table named, "Modality Specifier”.
See Part 5: System Administration, Code Table: Modality Specifier on page 73.

2 *Fields marked with an asterisk (*) are important for SOR programs. Make sure these fields are set up correctly.
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Field

Current Enrolled

Description

Read-only field displaying the number of clients currently enrolled in the program.

Program Type

Read-only field.

Level of Care

Assign appropriate ASAM level of care.

Residence

Select the location from the drop-down list. (County code table)

Grant*

Select “"SOR" from the drop-down field.

Grant

Report to State

Select Yes or No.

Report to TEDS* Select No.

Report to TEDS
Age Group Leave blank if your program is not restricted by age.
Gender Specific Leave blank if your program is not restricted by gender

Selected Evidence-Based
Practices

Select the appropriate Evidence-Based Practices as applicable.

Available Evidence-Bazed Practices Selected Evidence-Based Practices
MNaone - Motivational Interviswing
Other > Relapse Prevention

A

Program Start Date

Enter the program'’s start date.

Program End Date

Add an end date when the program is no longer available.

32 | Facility Profile
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Program Setup

Agency Name Provider Agency
Facility Name Provider Facility

Program Mame SOR MAT
Display Name SOR MAT

Dormain |Substance Abuse | v |
Modality |Detuxiﬁcation, 24 Hour Service, Free-Standing Residential | r |
Modality Specifiar |Medicaﬁon—Assisied Treatment | v |

Current Enrolled

Program Type Substance Abuse Treatment

Level of care |3.2—WM - Clinically Managed Residential Withdrawal Management | v |

Report to State Grant
Report to TEDS

Available Reporting Guidelines Selected Reporting Guidelines

Age Group | v | Gender Specific | v |
Available Evidence-Based Practices Selected Evidence-Based Practices
Mone - Peer support -
Motivational Interviewing Relapse Prevention
‘A v
Program Start Date 1/1/2019 £ End Date =

Figure 3-14: Example of MAT Program Setup fields
4. Click Save. Once you click Save, certain fields will be grayed out and you will no longer be able to edit them.

5. Click Add New Capacity.

Capacity List Add New Capaci
"Actions Capacity Type Capacity ' Start Date End Date

6. Complete the fields:

Table 3-4: Program Capacity Details fields

™ ™ S

Capacity Type Select Beds or Slots from the drop-down list.
Daily Capacity Type the maximum number of Beds or Slots that can be filled on one day.
Start Date Enter the start date for this capacity type.
End Date (Optional)
Note (Optional)
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Program Capacity Details

Capacity Type

Daily Capacity 20

Start Date 5/31/2017 i
End Date |
Mote

Figure 3-15: Program Capacity Details screen
7. Click Finish.

8. Click Save and then click Finish. Add additional programs if needed.

Home Page Add New Program Record

= Agency i Modality

Detoxification, 24 Hour Service, Free-Standing Residential 100 1 1r1z018 -

» Agency List
GPRA Discharge Due ' Detoxification. 24 Hour Service, Free-Standing Residential 100 i} 17172019 -
Overdose Reversal Kits

» Facility List

» Facility Profile

Contacts

Special Services
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Addiction Services (Optional)

@ Where: Agency > Agency List > Facility List > Addiction Services

Enter addiction services for your facility, if applicable.

1. On the left menu, click Agency, then click Facility List, and then click Addiction Services.

wITS STANDARD WITS User Documentation Agency, User Documentation Facility ## Jones, AShI‘_j;aTn =
i 1821.0
[2 SSRS Reports | . @ Snapshot

Home Page Addiction Services
Ry Agency Name User Documentation Agency

» Agency List Facility Name User Documentation Facility

» Health Information Mgmt Addiction Service Selected Addiction Service

PO None - Alcohol -
IFmE Ty Lisi Cocaine/Crack Over-the-Counter
» Facility Profile Marijuana/Hashish/ THC
Heroin

Contacts Non-Prescription Methadene

Other Opiates and Synthetics

PGP

Special Services

Programs Other Hallucinogens
Methamphetamine
Other Amphetamines

Operating Hours Other Stimulants <
< b ~
Primary Staff Set Up

Staff Members

Figure 3-16: Addiction Services screen

2. Click Save and then click Finish.
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Operating Hours

WITS 19.9.0

@ Where: Agency > Agency List > Facility List > Operating Hours

The facility’s operating hours can be entered on this screen.
u

Please enter times in hh:mm format followed by "AM" or "PM" (ex: 08:30 AM).

(Range 2).

1. On the left menu, click Operating Hours.

Multiple ranges can be created within one day, such as 8:00 AM-12:00 PM (Range 1), then 12:30 PM-8:00 PM

2. Enter the facility's operating hours.
wirs STANDARD WITS User Documentation Agency, User Documentation Facility & Jones, AST‘?;;“ =
» 18210
2 SSRS Reports | . @ Snapshot
Home Page cility Operating Hours
v Agency * Please enter times below in hh.:mm format followed by "am”or 'pm'{ex. 08:30 AM)
» Agency List * You can create multiple ranges within one day, like 9:00 am - 11.00 am, then 1:00 pm - 3:00 pm.
» Health Information Mgmt Set Tuesday to Friday same as Monday
w Facility List Day Range 1 Range 2 Range 3
5 s
heclby i Manday 8:00 AM|_ 12:00 P 12:30P || 8:00 Ph i
Contacts
Special Services Tuesday 8:00AN|_| 12:00P 12:30 P|_[8:00 PN 1
Programs
Addiction Services Pednsaday 8:00 Ab |- 12:00 P 12:30P || 8:00 Ph i
Thursda o %
Primary Staff Set Up ¥ 8:00 AN|_| 12:00 P 12:30 P |_| 8:00 PN g
Inpatient Unit
LI B:00AN|- 12:00 P 12:30P .| 8:00 P -
Staff Members
» Billing Saturday I I
» Contract Management
Alerts Configuration Sunday Il Il
» Group List
Clinical Dashboard
» Client List
. [
» System Administration
Figure 3-17: Facility Operating Hours
3. Click Save.
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Part 4: Staff Management

Staff Management involves creating and managing staff member accounts within the system. This includes setting up new
employees and assigning the correct system permissions through role assignments; troubleshooting login issues such as
resetting passwords; and revoking system access when an individuals’ employment ends.

Staff Member List & Search Screen

@ Where: Agency > Staff Members

Table 4-1: Search/List Screen Icons/Buttons

T T N R

Pencil Icon: Pointing to the icon Table View: Presents

l will display available options to B data in a table
click. format.
Export: Allows the user to export Panel View: Presents
+ results. - data in a panel-by-
— - .
panel view.
Column Selector: Allows the user Hover Text: When
Select Columns - Il ~ to select the columns that they you point to an item
would like to view. select View Wzl = or symbol, text
M describing the item
may appear.
Bl . Search: Type within the search field and then

click the Search button.

. Pages: Allows the user to page through all
213 4]|5 | Next
search results.

Table 4-2: Workspace Screen Icons/Buttons

T ™ S N

& EDIT Edit: Click to enable editing for the screen. Otherwise, the panels on screen will be read-only.

O Add Add: Allows the user to add data to the ° Remove: Allows the user to delete
panel or section. information in the panel or section.
- Edit: Allows the user to edit information on 9 History: Allows the user to view the
4 a panel or section. changes made on the current page.
Save button: All required fields have been Cancel button: Click to leave the
completed. screen/panel without saving.
Inactive Save button: Required fields are Lock Lock: Allows the user to lock an
incomplete; button cannot be selected. = account.
‘ v DONE EDITING ‘ Done Editing: Click when finished edited screen.
O Back to Search Back to Search: Click to return to the Search screen.
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Table 4-3: Workspace Screen Data Fields

Field Description

Required Field: Required fields are marked with a red line
| on the right side. This field must be completed to save the
screen/panel.

Optional Field: This field may be left blank.

Drop-down field: Select one option from the list.
Select v |

A You cannot add more than one Social Security Number. Error Message: The error message is localized and is

generated where the error occurred.

Date-range fields/Calendar picker: Enter a date or click
I ﬁ @ the calendar icon to select a date.
r Date Picker: Allows the user to pick a date from a calendar.
< February 2018 >
Sun Mon Tue Wed Thu Fri Sat

Today | Cloor I Dore

Reading: Speaking: Writing: Likert Scale: Presents information visually and allows for
quick interpretation of the data.

Slightly Proficient Moderately Proficient Extremely Proficient

Table 4-4: Workspace Screen, Other Icons/Buttons

Field Description

Expand All: Expands all Collapse All: Collapses all
Expand All collapsed panels on workspace Collapse All expanded panels on
screen. workspace screen.

= +®— + —‘{1:7

Collapsible Menu: The left-hand navigation menu is collapsible in WITS on the Staff
Member and System Account screens. When it is collapsed, you will only see the icon to the
left. When it is un-collapsed, you will see the entire left-hand navigation panel.
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Staff Member Search

@ Where: Agency > Staff Members

From the Staff Member Search screen, you can use the search bar to find existing staff members by searching for their first

name, last name, email address or User ID (the User ID is displayed in the column titled, “Identifier”).

[21 35SRS Reports

MENL
MENU Q, Staff Member Search

WITS STANDARD WITS Administrative Agency, Administrative Unit # L, Gy -
1 .0

Logout

| @ Snapshot

Search Advanced Search

© Create New Staff Member

ponarD

’ Ron Swanson Administrative Agency  Aclive ron.swanson@pawnee.in.gov RSwanson177  10/01/2013 09/25/2018
’ Admin User Administrative Agency  Active noreply@feisystems.com admin 01/01/2009
’ Bobby IMantoni Administrative Agency  Locked bmantoni@feinfo.com bmantani 04/16/1987 01/08/2010
ra Chris White Administrative Agency  Active  cwhite@feinfo.com owhite 04/16/2009
ra Gagan singh Administrative Agency  Active  gsingh@feinfo.com gsingh 10/02/2075  04/09/2085

 searcn fm—

Figure 4-1: Staff Member Search/List screen

Table View

Active ashley jones@feisystems.com standard.admin 01/01/2017

Reset Credentials View Profile
n

Panel View

Active

ashley jones@feisystems.com
standard.admin

Sun Jan 01 2017 00:00:00 GMT-0500 (Eastern Standard Time)
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Advanced Search

1. On the left menu, click Agency, and then click Staff Members.

2. Click the Advanced Search tab.

S TA N DARD WI TS Administrative Agency, Administrative Unit #

18.39.0

Q, Staff Member Search

Search Advanced Search{b b

Search...
Showing 1-50 of 241 . 2|3|4a]|5| Next Select
Eirst Name Last Name Agency Status Email
& Ron Swanson Administrative Agency  Active  ron.swanson@pawnee.in.gov

Figure 4-2: Advanced Search tab

3. Click Add Search Criteria. This will display a drop-down list.

wWITS STANDARD WITS Administrative Agency, Administrative Unit #*

> 18.39.0

=
=
=
=

Q Staff Member Search

Advanced Search

My Saved Searches r # Manage Saved Searches

@ Add Search Criteria h

Search Save Search

Figure 4-3: Add Search Criteria
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Search Advanced Search

. # Manage Saved Searches

| My Saved Searches b

@ Add Search Criteria

Search B Save Search

4. Click an option from the drop-down list.

Search Advanced Search

. # Manage Saved Searches

My Saved Searches v

First Name -
Last Name I
Agency rch
Status '_'
| Email
| ldentifier "
Start Date I—I
Is Locked
Termination Date

Figure 4-4: Advanced Search Selection
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5. Based on the option selected, additional field(s) will be displayed to select further search criteria. In this example, select
True or False.

Advanced Search
My Saved Searches x # Manage Saved Searches
Is Locked . | - b4
@ Add Search Criteria False
True
Search Save Search

Figure 4-5: Additional Advanced Search Criteria

6. After any additional search criteria is entered, click Search.

wITS STAN DARD WI TS Administrative Agency, Administrative Unit #*

» 18.39.0

= Q, Staff Member Search
Advanced Search
My Saved Searches 4 # Manage Saved Searches
Is Locked v True x

© Add Search Criteria

Search Save Search

Figure 4-6: Advanced Search; Click Search
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7. The search results (if any) will be displayed in the list on screen.

WITS STANDARD WITS Administrative Agency, Administrative Unit # A Gy -

1839.0 Logout

[3) SSRS Reports | @ Snapshot

MENL
Mﬁ = Q Staff Member Search

Search Advanced Search © Create New Staff Member

- H

| My Saved Searches # Manage Saved Searches

| Is Locked v I | True ¥ x
@ Add Search Criteria
Search | [® Save Search

Previous

Mantoni Administrative Agency bmantoni@feinfo com bmantoni  04/16/1987  01/08/2010

Previous
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Save Advanced Searches

1. To save your advanced search to use at another time, click Save Search.

Advanced Search
My Saved Searches v # Manage Saved Searches

Is Locked 'l Trug v x

© Add Search Criteria

Search Save Search h

Figure 4-7: Advanced Search, Save Search

2. In the dialog box, type a name for this specific advanced search.

Save Your Search

Name

Locked Accounts

Save Cancel

3. Click Save. Saved searched will be available in the field, "My Saved Searches”. These saved searches are only visible to
the staff member who created them.

Advanced Search

My Saved Searches - # Manage Saved Searches

| Q

Locked Accounts H

© Add Search Criteria

Search Save Search
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How to Set Up a New Staff Member Account

@ Where: Agency > Staff Members

Follow the steps below to create a new staff account.

IJ Note: Make sure you are in the correct agency location prior to creating a staff account.

1. On the left menu, click Agency, and then click Staff Members.

2. Click Create New Staff Member.

MENU

— Q, Staff Member Search

Searcn ﬁ © Create New Staff Member

Search Search

Showing 1-23 of 23 . Select Columns ||| = Select View £

Eirst Name Last Name Agency Status Email ldentifier Start Date Termination Date
& Admin User Administrative Agency  Active noreply@feisystems.com admin
& System User Administrative Agency Aclive noreply@feisystems.com system

Figure 4-8: Staff Member screen

3. On the Create New Staff Member screen, complete at least the required fields. Required fields are indicated by a red
bar to the right of the field.

Table 4-5: Create New Staff Member fields

e T o

Prefix Optional field.

First Type the staff member’s first name.

Preferred Optional field. Type the staff member’'s preferred first name.

Middle Optional field.

Last Type the staff member’s last name.

Suffix Optional field.

Gender Select the staff member’s gender from the drop-down list.
STANDARD SOR WITS ADMIN GUIDE_RELEASE 19.9 | FEI Systems How to
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Create New Staff Member

First:
Clinical

Preferred:

Iiddie:

Gender:

Not Collected

Create Cancel

Figure 4-9: Create New Staff Member screen

4. Click Create. The system will redirect to the Staff Member Workspace screen.

n Note: The Create button will only appear when all required fields have been completed.
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Completion Requirements

On the Staff Member Workspace screen, note the Completion Requirements located on the right side. The completion
requirements can be entered in any order.

Completion Requirements

+ s [0
o
e [

Figure 4-10: Completion Requirements

Add Email Address

1. On the Staff Member Workspace screen, point to the Completion Requirements.

2. Click Add Email Address. This will open the Contact Information panel.

Search & Staff Member Workspace 9@ & ||[a]| 5

= >
Profile v
Completion Requirements
&
Jones, Ashley A. = Add Email Address a
Female 3 ,h
Date of Birth s
s == Add Employment Start Date
o
e v Additional items

Figure 4-11: Completion Requirements, Add Employee Start Date
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3. On the Contact Information panel, type the staff member's email address, check the Primary box and then click Save.

{

Email Address:

ashley jones@feisystems.com

Primary

Save Cancel
=

Figure 4-12: Contact Information panel, add primary email address

I} Note: Staff members can have more than one email address associated with their account, however at least one
email address must be marked as “Primary”. The Primary email address will receive email notifications for the
user to access their account.
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Add Employment Start Date

On the Staff Member Workspace screen, point to the Completion Requirements and then click Add Employment

1.
Start Date. This will open the Employment Profile panel.
ng @ Back to Search & Staff Member Workspace 2 a ||| 3
‘>
Contact Information v
) o Completion Requirements
referred Method Of Contact '
1 == Add Employment Start Date ‘h’
ashley jones@feisystems. com Primary
Contact Information » © Add Email Addresses F Add Stal Member Type
t,  Noltems Additional items
© Add Phone Numbers Add\dermier
Define Employment Profile
9  Nolems Add Facility Assignment
Add Professional Qualification
© Add Physical Addresses Add Email
Add Phone Number
Figure 4-13: Add Employment Start Date
2. On the Employment Panel, in the Employment Date Range field, enter the employee’s start date or use the calendar

to select the start date. Stay on the Employment Panel.

n Requirements
Job Title:

Select

B Inciude Job Title in Display Name

Staff Member Type:
Additional items

Select
Employment Type:

Select

Employment Date Range:
ooy B B

1

10
24

31 01

18
25

07 08

Figure 4-14: Employment Profile panel, Employment date range
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Add Staff Member Type

3. On the Employment Profile panel, in the Staff Member Type field, select an option from the drop-down list or search

for a value.

Completion Requirements

Job Title:

. Include Job Title in Display Name

Staff Member Type:

Select Additional items

agency

Agency Adminisirative Staff
Agency Case Manager
Agency Clinical Staff
Agency Clinical Siaff (Intern)
Agency Counselor

Agency Cultural Staff
Agency Director

Agency Executive

Agency Fiscal Staff
IT Saff

Taxonomy Classification

Select

Taxonomy Specialization:

Select

Save Cancel

Figure 4-15: Employment Profile panel, Staff Member Type field

4.  On the Employment Profile panel, click Save.

I} Note: On the Employment Profile panel, certain options in the Staff Member Type field control additional
features within WITS.
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Add Social Security Number

1. On the Staff Member Workspace screen, point to the Completion Requirements.
2. Click Add Social Security Number. This will open the Identifiers panel.

3. On the Identifier Panel, in the Identifier field, enter the employee’s SSN and then enter the effective date or use the
calendar to select the start date.

Type:

Social Security Number

Identifier:

Figure 4-16: Identifiers panel

4. Click Save.
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Add Facility Assignment

The Facility Assignments section allows you to assign one or more facilities for the staff member.

1. Point to the Additional items section, and then click Add Facility Assignment.

Jones, Ashley -

Logout

2 SSRS Reports | @ Snapshot

v DONE EDITING | a|

Additional items

Define Employment Profile
Manage Accounts and Roles

b4
rd
’
“
Add Facility Assignment
| S,

Add Professional Qualific
Add Email

Figure 4-17: Additional Items section, Add Facility Assignment
2. In the Facility Assignments section, click on the applicable facilities.

3. Select the Effective Date.

Facilities:

LQ / LQ

sktest1 “ | Administrative Unit
test1

testd

testh

testf1

testf2

testf3

Effective:

etz td =N = B Has end date

Figure 4-18: Facility Assignments panel

4. Click Save.
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Add User Account

Once items in the Completed Requirements sections have been met for a Staff Member, a user account can be created for
the staff member. The user account will allow the staff member to log into WITS and perform various functions based on
the roles granted to their user account.

1. In the User Account panel, click Add Account.

< | A
. Profile v i
Profile » Additional items

Staff, Agency s Define Employment Profile

Not Collected E4

Date of Birth & Manage Accounts and Roles

& Add Facility Assignment
Add Professional Qualification
Add Email
Employment Profile v LT

Add Address

Add Identifier

Add Language
Add Checklist ltem
Add Relationship
Add Training

Add Note

Add Domain

Staff Me

ember Type
Agency Administrative Staff

© Add Relationships

User Account v
o © Ad: Account &
Contact Information v

Figure 4-19: User Account panel, Add Account

2. Inthe User ID field, type the staff member's login name.

A Important: The User ID must be unique for each staff member. Once an account is created, the User ID cannot
be changed. If a User ID is set up incorrectly, please refer to, Use Case: Correcting User ID on page 65 below.

3. In the Email Address field, type the staff member's email address.

A Important: WITS will send important login information using the email address provided in this section.

Email Address:

Figure 4-20: User Account panel, required fields

4. Click Create Account.
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Add Program Assignment (Optional)

The Program Assignment option under Facility Assignments will allow a staff member to provide services to clients in that
program. A staff member can be assigned to multiple programs, and program assignments must be made under each
facility the staff member is assigned to.

1. Click Add Program Assignments.

Facility Assignments v

Administrative Unit Primary 05/01/2017 - & @
Program Assignments

@ Add Program Assignments _

© Add Facility Assignments

2. Select a Program that the staff member should be assigned to
3. Enter the Effective date of the program assignment
4. Enter the number of Hours/Week the staff member will be assigned to that program.

5. Click Save.

Program:

Effective:

HoursWeek:

BN co
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User Roles

After creating the User ID, roles can be granted to the staff member. When adding roles, it's important to consider the type
of data the individual staff member will be entering and what type of information the individual needs access to within
WITS.

Table 4-6: SOR Related Roles

Grant Data Entry (Full Access) User with this role can perform the minimum tasks related to data
collection for discretionary grant. This applies only to instances using
WITS only for SOR.

Reports Access User with this role can access the WITS Reports from the left navigation.
Overdose Reversal Kits Management User with this role can access the Overdose Reversal Kits Management
(Full Access) section at the agency level. The user can view, add, edit and delete
overdose reversal kits purchase, distribution and administration events.
Overdose Reversal Kits Management User with this role can access the Overdose Reversal Kits Management
(Read-Only) section at the agency level. The user can view overdose reversal kits

purchase, distribution and administration events.

SPARS Extraction (Full Access) The role has access to the SPARS Batch Errors screen under System
Administration.

Note: This role is included with the WITS Administrator role.

View GPRA Follow Up Compliance This role allows the user to review the GPRA Follow Up Compliance Rate
for one or all agencies on the GPRA Follow Up Summary screen.

Assign User Roles

1. In the User Account panel, click Manage roles. (Continue to next page)
User Account v

staffadmin Enable  EndIP Session  Lock Agency Access

Reset Credentials Release Agency Lock

ﬁ © Manage roles

Contact Information v

= ashley jones@feisystems.com Primary -

Figure 4-21: User Account panel, Manage Roles link
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Manage Roles Screen: User Interface

There are two panels on the Manage Roles screen. The left panel displays a list of Available Roles, while the right panel
displays a list of Assigned Roles. See Figure 4-22 for additional information about features displayed on the Manage Roles

screen.
[ SSRSReports | @ Snapshot
- | d ”
@ Back to Search & Staff Member Workspace D v DONEEDITING || & ||| (& am donhe
Agency Roles C.ll(.:k when .
finished adding or
S h B & Staff, Agency removing roles
earc ar
Available Roles [ Hide innerited Roles Assigned Roles Show description

Search

Type within the search [
bar to narrow your =

Activate/Deactivate System Task Human Resources (Full Access) Task Group @
~
search results Accounts © Full Access to Staff Profile, Staff Addresses, Staff Remove ROIe
Can activateldeactivate System Accounts, View included roles Language, Staff Qualifications, Staff Account, and Staff [ &
Role T — i Pl undo gyt Hide Roles
mission (Ful CCEss| asl oup . . .
Included Roleskﬂlde ol
T access 1o & options under Client ListActivity View included roles © + Create .! s Click to hide the list of
LRI - Create Staff Members included roles
A Role Admission (Read-Only) Task Group - Edit Contact Information System Accounts
i Read-Only access to all options under Client ListActivity _View included rok @I + Edil Staff Members
Click to add a role Ty seness ol eptions under Clent LitActly e peluded roles - GrantiRevoke Roles Agency Accounts
stdme + Human Resources (Full Access)
Agency Administrator Task Group © - Human Resources (Read-Only)
Thi Tl shoud be sssigned o The parson m charge of] [ View ncioded s | : &2: g:;‘;?!emners

: . updating an Agency record (Agency Profile, Contacts,

Description Civermaris) Amcarcaments, T 16om Gl pel i
. This role gives access to all sub-menus under the

Explanation of role Agency List, as well as Group Notes and the Reports

section.

Agency Billing Task Grdu

>

View Included Roles
Click to display a list of
included (i.e. inherited) roles

Figure 4-22: Manage Roles Screen

2. Use the Search bar to type the name of a role, or scroll through the list to find the correct role(s).

[2 SSRSReports | @ Snapshot

@ Back to Search & Staff Member Workspace 2 a ||+ =

Agency Roles + | am done

& Jones, Ashley

Read-Only access to all options under Client List/Activity View included roles
List/Admission

Agency Administrator Task Group

This role should be assigned to the person in charge of View included roles
updating an Agency record (Agency Profile, Contacts,

Govermnance, Announcements, Tx Team Groups, etc.). This

role gives access to all sub-menus under the Agency List,

as well as Group Notes and the Reports section.

Available Roles || Hide Inherited Roles  [#] Show description  Assigned Rales |##| Show description
Search.. h Search.
Activate/Deactivate System Task o -
Accounts
Can activate/deactivate System Accounts. View included roles
Admission (Full Access) Task Group (4]
Full access to all options under Client List/Activity View included roles
List/Admission
Admission (Read-Only) Task Group o

Agency Billing Task Group [ T

3. To add a role, click the green plus sign. To remove a role, click the red minus sign.

4. When finished assigning roles, click I am done.
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Adding additional items to a profile

The remaining items under the Additional items section allow the user to customize the staff member’s profile with relevant
data.

Account Rules/Other Functionality

= End Date: Importance of End date — This field drives a few things on screen; when someone has an end date,
they will no longer appear in certain drop-down boxes throughout the system.

= Display Credentials: When the “Include in Display Name" box is checked, the staff member’s credentials will be
displayed when they sign a note. This box can be found on different panels in the staff member profile.

=  Professional Qualifications: In the Professional Qualifications panel, the staff member’s licenses, degrees, and
certificate information can be recorded. This information can also be included in the staff member’s display
name.

Type:
Substance Use Disorder Counselor (SUDC) LR

Issuer Name:

Include in Display Name

Effective:
sno1s B G

Has end date

Profile v
|Jones, Ashley, SUDC | p
Female rd
L, D f Birth ra
rd
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Locking Staff Member Access

When a user’s access to the system needs to be taken away for any reason, the Staff Administrator can “"Lock” a user
account. The Staff Administrator can reach the Lock Agency Access action in 2 ways.

Option 1: Staff Member Search Screen

1. From the Staff Member Search Screen, you can select the Lock Agency Access action from the list screen for the

staff person you wish to lock.

"g” Q, Staff Member Search

Showing 1-46 of 46

First Name Last Name
r Admin User

User

Process

Adm

View Profile

Lock Agency Access Reset Credentials

Figure 4-23: Staff Member Search Screen, Lock Agency Access

Option 2: Edit Staff Member Account

From within the Staff Member Workspace, the Staff Administrator can Edit the workspace and use the User Account panel

to select the Lock Agency Access action.

2. Click Edit.

& Staff Member Workspace 9 -’:—‘-’ # ED

Profile

Provider01, Training
Unknown
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User Account v
——
UseriD- tprovider01 s | ock Agency Access Reset Credentials

m Role:

= Cross-Agency Waitlist Management (Full Access)

Syste
Agency Roles © Manage roles

«  Agency Billing « Billing Encounter List
« Client Diagnosis (Full Access) «  Clinical (Full Access)
«+ Release To Biling

5. When you select Lock Agency Access button, you are required to enter a Lock Reason. Enter a reason and click Lock.

Lock

Lock Reason:

This staff member is no longer employed at this agency. Access has been deactivated from MS-WITS)

Lock Cancel

Figure 4-24: Lock Reason

6. When you click Lock, the user will see the “Lock Agency Access was successful” message at the top of the workspace.

O Back to Search & Staff Member Workspace

Lock Agency Access was successful.

7. This staff member can no longer gain access to WITS.

8. If for some reason, you want to release this lock, a Staff Administrator can get to the Release Agency Lock from the
Staff Member Search screen or use the Staff Member Workspace User Account panel to Release Agency Lock.

User Account v

UserlD: tprovidero1 Reset Credentials Release Agency Lock

Agency Roles © Manage roles

«  Agency Billing «  Billing Encounter List
«  Client Diagnosis (Full Access) «  Clinical (Full Access)
+ Release To Billing

9. Release Lock window displays the Lock Reason that was entered in red, Staff Administrator can select the Release Lock
action.
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Release Lock

Locked By:
Leffler, Madeline

Lock Reason:

A This staff member is no longer employed at this agency. Access has been deactivated from MS-WITS.

Release Lock EeEeal

10. When you click Release Lock, the user will get Release Agency Lock was successful message at the top of the
workspace.

@ Back to Search & Staff Member Workspace 9

Release Agency Lock was successful.

[§ Note: When an individual is no longer working for an agency, a Staff Administrator can Staff Member
Workspace and edit the Employment Profile panel and enter an End Date for the Employment Date Range.
Entering an End Date, will remove that person’s name from appearing in drop down values 30 days after the
End Date entered.

Employment Profile

Job Title Staff Member Type Employment Type Employment Date Range V4

Administrator Administrator i Permanent 10/01/2016 - 10/19/2017
E

Full Time ivalent

Tax
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Standard SOR
Troubleshooting Help for Staff Management

Use Case: Account in Use

Message: "Your Account is Already in Use”

Solution: End IP System Session
There are two (2) options available to resolve this issue.

Your account is already in use.

Please contact your WITS administrator or supervisor
Powered by c

Figure 4-25: Account is already in use message

Option 1: Staff Members List
On the Staff Members list, locate the staff member, point to the pencil icon, and then click End IP Session.
ajones

ashley jones@feisystems.com
kolby_kinsey
04/01/2015

Active

Iby kinsey @feisystems.com
mpeyyavula

1.
Jones Administrative Agency
Reset Credentials View Profile
Madhuri.Peyyavula@feisystems.com

rd Ashley
End IP Session — licess
Administrative Agency Active

ra Madhuri Peyyavula

Ask the staff member to try logging in again.

2.
Option 2: Staff Member Profile
On the Staff Members list, locate the staff member, point to the pencil icon, and then click View Profile.
ashley jones@feisystems.com ajones
kolby_kinsey
04/01/2015

Active
Iby kinsey@feisystems.com
mpeyyavula

1.
Administrative Agency
Madhuri.Peyyavula@reisystems.com

Jones
Resnid

rd Ashley
Lock Agency Access
Administrative Agency Active

End IP Session

View Prl:l‘ﬁIF:“‘

2] SSRSReports | @ Snapshot

Peyyavula

ra Madhuri

2. Click Edit.
& Staff Member Workspace 9 ﬁ & ED'T@ a |l@EllE

@ Back to Search

MENU

3. Inthe User Account panel, click End IP Session.

Troubleshooting Help for Staff Management | 61

STANDARD SOR WITS ADMIN GUIDE_RELEASE 19.9 | FEI Systems



Standard SOR WITS 19.9.0

ajones ﬁ End IP Sessio@3 Lock Agency Access

Reset Credentials

« Clinical (Full Access) + SSRS Administrator
= WITS Administrator

© Manage roles

4. Click Done Editing.

[2] SSRS Reports | @ Snapshot

MENU
= O Backto Search & Staff Member Workspace @ ﬁ vDONEED!T\NGE a ||& | =

5. Ask the staff member to try logging in again.

Use Case: Disabled Account

Message: "You Have Exceeded the Maximum Number of Log-in Attempts”

Solution: Enable account

You have exceeded the maximum number of log-in attempts.

Your account has been disabled. Please contact your WITS administrator or supervisor.

Powered by o

Figure 4-26: You Have Exceeded the Maximum Number of Log-in Attempts

1. On the Staff Members list, locate the staff member, point to the pencil icon, and then click View Profile.

& Agency Staff Administrative Agency Active ashley jones@feisystems.com staffadmin 01/17/2017

Lock Agency Access Re ¢ L View Profile X
,h Previous | 1|2 | 3 .

2. Click Edit.

2] SSRS Reports | @ Snapshot

@” O Back to Search & Staff Member Workspace 9 o . ] ED'T@ ==

3. Inthe User Account panel, click Enable.
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User Account P

User ID: ajones_clinical ﬁ Enable Lock AQEFICY ACCEss

Reset Credentials

Agency Roles © Manage roles

= Client Diagnosis « Clinical (Full Access)
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Use Case: Reset Credentials Link Expired

Message: “Your Reset Credentials Link Has Expired”
Solution: Reset Credentials

There are two (2) options available to resolve this issue.

-~

STANDARD WITS

Web Infrastructure for Treatment Services

Ash Jones
Your reset credentials link has expired.

Please contact your WITS administrator or supervisor.

Powered by @

Figure 4-27: Your reset credentials link has expired

n Note: When resetting credentials, the staff member will receive an email containing a link to reset their
credentials. Please note this link will remain active for 24 hours. If the staff member is unable to reset their
credentials within that timeframe, they will need their credentials reset again.

Option 1: Staff Members List

1. On the Staff Members list, locate the staff member, point to the pencil icon, and then click Reset Credentials.

& Agency Staff Administrative Agency Active  ashley jones@feisystems.com staffadmin

Reset Credentials View Profile )
,h Previous | 1 |2 | 3 .

Option 2: Staff Member Profile

1. On the Staff Members list, locate the staff member, point to the pencil icon and then click View Profile.

& Agency Staff Administrative Agency Active  ashley jones@feisystems.com staffadmin

Previous 1 213 .

Lock Agency Access Recnnmns View Profile

)

2. Click Edit.

[Z] SSRS Reports |

Q Backto Search & Staff Member Workspace @ ﬁ & ED'T{'} e ||&| =

3. Inthe User Account panel, click Reset Credentials.
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WITS 19.9.0
User Account

staffadmin

"

Lock ﬁ Reset Credentials {E}

Human Resources (Full Access)

© Manage roles

4. Click Done Editing.
[Z] S5RS Reports | @ Snapshot
i O Backto Search & Staff Member Workspace 2 ﬁ ./DONEEDET\NGE 8|l [=
Use Case: Correcting User ID

Note: to perform this correction, this System Account role is needed: Can Associate/Dissociate Agency Account

If a staff member was assigned an incorrect User ID, or needs to update their current User ID, this action can be performed
by dissociating the current User ID and then associating a new User ID with the staff member’s account.
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Part 5: System Administration

Code Table Management

@ Where: System Administration > Code Tables

WITS makes use of code tables allowing for a great deal of flexibility within each State’s implementation. There are over
150 code tables within WITS that can be modified by the WITS Administrator.

Once data has been added to the code table, the new value will be available to select within the associated field(s). To
remove a value to a code table, set an expiration date for when the value should not be available anymore. For certain
values, there may be "negative IDs" (e.g., -101). This means there are business rules tied to the value and are not editable
by WITS Administrators.

Note: Some values displayed within drop-down fields cannot be updated through the Code Table Editor. Most
code tables can be identified by the Code Table name. If you have a question or need help locating a specific
Code Table, please contact WITS Production Support for assistance and reference the screen and field you
would like to update.

View/Modify Code Table Values

Follow the steps below to locate and edit code table values.

1.

2.

3.

From the left menu, select System Administration, and then click Code Tables.

On the Code Tables screen, select the desired code table by scrolling through the dropdown menu or by typing the
code table name, then click Go.

Select a code table to edit

Home PEQE
b Agency
mod S8
» Group List
Modality Approved Procedure
» Client List Modality Approved Service

Modality Specifier

Malﬂyﬁme
Procedure Modifier

System Accounts b

= System Administration

Figure 5-1: Code Tables Search screen

To edit a row, click the Review link under the Actions column, or to add a new record, click on the New link.
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Modality Type List { Export)

Modality ) _ Residential Restrict Bed

. L State Sort | Effective Expiration 1, - Concurrent Admission Program  TEDS Management Created Created
Actions Type  Description Code Order Date  Date Modally  Enroliment Required  Category | Code Modality By Date
Code =7 Indicator - Tt
, MODO03  Rehabilitation/Residential- 1/23/2019 F No MNo Substance 03 F
Hospital (other than Abuse
detoxification) Treatment
, MOD04  Rehabilitation/Residential- 112312019 F No Mo Substance 04
Short Term (30 days or Abuse
fewer) Treatment
MODO5  Rehabilitation/Residential- 123/2019 F No No Substance 05
Abuse
Review | Delete Treatment
, 123/2019 F No Mo Substance 06
Abuse
Treatment
, MODO7  Ambulatory- Non- 112312019 F No No Substance 07
Intensive Qutpatient Abuse
Treatment

< >
Figure 5-2: Code Table List screen, Review and New links

4. Notice that the bottom half of the screen becomes active. You may now continue and enter in the values for the
selected code table.

Modality Type Code

Descripfion
State Code
Sort Order
Effective Date ﬂ
Expiration Date ﬁ
Residential Modality Indicator v
Restrict Concurrent Enroliment Ind -
Admission Required Yes | v
Program Category v
TEDS Code
Bed Management Modality Indicator v
Created By

Created Date
Updated By

Updated Date

Dromains Selected Domains

Substance Abuse 2 L
\

Figure 5-3: Editing an existing Code Table Value

5. When finished, click Finish to save your changes and return to the code table list.
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Code Table Reference (SOR Grant)

Code Tables Relevant to the SOR Grant. FEI has pre-loaded a number of values to all of the code tables based on feedback received from customers

WITS 19.9.0

Table 5-1: SOR Relevant Code Tables

Code Table Applicable Screen(s) Description
Name

Evidence Base
Practices

Modality Type
List

Modality
Specifier

Medication
Assisted
Treatment List

Service Location

Referral Source

County

Procedure

Procedure
Modifier

Sexual
Orientation

Program Setup;
Encounter

Program Setup

Program Setup

Encounter; GPRA
Follow-up and

Discharge Interviews

Program Setup;
Encounter
Intake

Agency Profile;
Intake

Services

Services

Client Additional
Information

68 | Code Table Reference (SOR Grant)

If collecting Evidence Base Practices (EBPs) on encounters, a list of appropriate practices needs to be added as
code table values. Once added to the code table, these practices will be available to select on the Program Setup
screen and Encounter screen.

WITS Standard SOR does not support TEDS reporting, and associated admission/discharge workflow. SOR
programs need to have a Modality type that does not require Admission/Discharge. This is determined by the
Admission Required field in this code table.

Admission Required

e No: Use this value for SOR programs.
e Yes: Used for non-SOR programs that need admission/discharge workflow to support TEDS reporting.

The Modality Specifier named, “Medication Assisted Treatment” (-107), will display a dual list box on encounters,
allowing staff to select one or more medication-assisted treatments used for the client.

Note: Values displayed in this dual list box are found in the code table named, “Cd Medication Assisted Treatment
List".
This code table has been loaded with values that are consistent with the new SOR GPRA tool.

The GPRA Discharge and Follow-up alcohol use disorder (AUD) and opioid use disorder (OUD) questions will be
prepopulated with the medication information entered in the client SOR encounters across the grant episode,
within the past 30 days. This will apply only if the interview is conducted, if the GPRA Discharge or Follow-up
interviews are not conducted then the screen is skipped so no need to prepopulate.

Indicates the Service Location for encounters. The default Service Location values for encounters for a facility (e.g.
Office) can be established on the facilities’ program setup.

Indicates the source of the referral (e.g. Self, Justice, etc.)

List of the State's counties. Used to define the provider agency’s county and the client’s county.

If using encounters, this contains procedures needed to create services that are referenced on the encounter.

Services are defined by a unique combination of Procedure, Procedure Modifier and Service Description. This code
table allows the WITS administrators to define modifiers needed to support those unique combinations

This code table has been loaded with values that are consistent with the new SOR GPRA tool. Recommend that
WITS Administrators do not modify, unless SAMHSA publishes new values in the future.
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Code Table Applicable Screen(s) Description
Name

Ethnicity Client Additional This code table has been loaded with values that are consistent with the new SOR GPRA tool. Recommend that
Information WITS Administrators do not modify, unless SAMHSA publishes new values in the future.

Race Client Additional This code table has been loaded with values that are consistent with the new SOR GPRA tool. Recommend that
Information WITS Administrators do not modify, unless SAMHSA publishes new values in the future.

Veteran Status Client Additional This code table has been loaded with values that are consistent with the new SOR GPRA tool. Recommend that
Information WITS Administrators do not modify, unless SAMHSA publishes new values in the future.
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Code Table: Modality Type

Modality Type List (Export )

Modality
Actions Type Description
Code

& MODO7  Ambulatory- Non-Intensive
Qutpatient

& MODO08  Ambulatory-Detoxification
& MODO09 Mot Applicable
& RSS Recovery Support Services

& SMS SOR MAT Services

Modality Type Code

Description

State Code
Sort Order
Effective Date
Expiration Date
Residential Modality Indicator
Restrict Concurrent Enroliment Ind
Admission Required
Program Category
TEDS Code
Bed Management Modality Indicator
Created By
Created Date
Updated By
Updated Date

Domains

Substance Abuse

Expiration

Date

Restrict
Concurrent  Admission Program

lim Requi Category.

F No Yes Substance
Abuse
Treatment

F No Yes Substance
Abuse
Treatment

F No No Substance
Abuse
Treatment

F No Yes Access To
Recovery
(ATR)

F No No Substance
Abuse

Selected Domains

0se T Canham,  1/16/2019
Patty 513PM

Updated
By

Deng
Yangfan

User,
System

Canham,

Patty

Updated
Date

1211812018
11:57 AM

11/29/2018
3:59 PM

1116/2019
513 PM

Domains

Substance
Abuse

Substance
Abuse

Substance
Abuse

Substance
Abuse

Substance
Abuse
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Modality Type Code

Description
P
State Code
Sort Order
Effective Date E
Expiration Date g

Restrict Concurrent Enreliment Ind :E
Residential Modality Indicator EE
Bed Management Modality Indicator I:E

GPRA Modality | v
TEDS Code

Program Category | | v |

Admission Required Yes n
Created By

Created Date
Updated By

Updated Date

Domains Selected Domains

Substance Abuse - -
Table 5-2: Modality Type Code Table fields

Field Description

Modality Type Code Type a code for this Modality Type.
Description Type the description for this Modality Type.
State Code (Optional) Type a value if applicable.
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WITS 19.9.0

I ™

Sort Order

Effective Date

Expiration Date

Restrict Concurrent Enroliment Ind.
Residential Modality Indicator

Bed Management Modality Indicator
GPRA Modality

TEDS Code
Program Category

Admission Required

Selected Domains

72 | Code Table Reference (SOR Grant)

(Optional) This field is used to control how these values are listed in drop-down fields.
(Optional)

(Optional)

For SOR, select No.

For SOR, select F (False).

For SOR, select F (False).

Select the GPRA Modality for this Modality Type. This is optional. Map the modality type to GPRA
Modality only if it applies. Any modality type mapped to a GPRA Modality will allow for pre-
populating the services received on the GPRA discharge.

Type the TEDS code for this Modality Type.

Select an option from the drop-down field.

Program Category a

Employment Services -

Educaticnal/Vocational
Rehab

Family/Social Services

Legal Assistance

Mental Health Treatment
Physical Health Care
Prevention Services
Substance Abuse Treatment

Spiritual Services

For SOR, select No if you do not wish to collect TEDS data for SOR clients.
Select options from the box and use the mover buttons to add or remove the Domain options.
For SOR, select Substance Abuse.
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Code Table: Modality Specifier

wms Standard SOR QA ‘ Provider Agency, Provider Fadility #
2 1900

Home Page
» Agency
» Group List
» Client List

~ System Administration

System Accounts
Activity Management
Adjudication Rule
Services

Rales

H835 Management
H999 Management
H837 Management
HL7Management
SPARS Batch
SPARS Batch Errors
System Info

Agency Oversight Assignment

Config Editor
Federal Poverty Update
Alert Types

Master Patient Index

Reports.

Support Ticket

Search Criteria

-101

-102

-103

-104

-105

-106

-107

-108

\\\\\\\\§

Modality Specifier Code

Description

State Code

Sort Order
Effective Date
Expiration Date
Report To State Ind
Created By
Created Date
Updated By
Updated Date

Modality Specifier
Code

Modality Specifier List ( Export )

Effective
Date
Gambling 9127/2018
Court Liaison-Jail Diversion 912712018
Mobile Crisis Team 9/27/12018
Office of Forensic 912712018
Evaluation
Opicid STR 8127/2018
CANS 8127/2018
Medication-Assisted 1112712018
Treatment
SOR 117282018

Expiration
Date
9/27/2018
9/27/2018
9/27/2018

912712018

912712018

912712018

IZ\%?

1t To State ‘Cmamed

User,
System

User,
System

WITS 19.9.0

Jones, Ashley ~
Logout

[3 SSRS Reports | @ Snapshot

Show Search

Created Updated  Updated =

Date By Date

11/2712018  User 11/29/2018
System

11/28/2018  User, 111292018
System
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Code Table: Medication Assisted Treatment List

In Section A. Record Management - Behavioral Health Diagnoses, the alcohol use disorder (AUD) and opioid use disorder (OUD) questions for GPRA Discharge and
Follow-up interviews will be prepopulated with the medication information entered in the client SOR encounters across the grant episode, within the past 30 days. This
will apply only if the interview is conducted, if the GPRA Discharge or Follow-up interviews are not conducted then the screen is skipped so no need to prepopulate.

WITS 19.9.0

GPRA Medications have been mapped to medication assisted treatment values as shown in Table 5-3: GPRA Medication Mapping below. In the code table editor,
negative IDs for medication assisted treatment values have been removed so administrators can manage their own values.

A.RECORD MANAGEMENT - BEHAVIORAL HEALTH DIAGNOSES
M “hehavioral health di . ”'"QsificatinM

L4

“Eaation (ICD-10-CM) ___jem

1. In the past 30 days, was the client diagnosed with an opioid use disorder? |Yes

v

a. In the past 30 days, which FDA-approved medication did the client receive for the treatment of this opioid use disorder?
(Select all that apply)

Received # of Days
Methadone Yes v (1
Buprenorphine Yes v (1
Maltrexone Mo v
Extended-release Naltrexone Yes v (1

2. In the past 30 days, was the client diagnosed with an alcohol use disorder? |Yes

L4

a. In the past 30 days, which FDA-approvaed medication did the client receive for the treatment of this alcohol use disorder?
(Select all that apply)

Received # of Days
Maltrexone No v
Extended-release Naltrexone Yas v (1
Disulfiram Mo i
Acamprosate Mo r

Figure 5-4: GPRA Follow-up Interview, Section A, questions 1a and 2a, prepopulated values
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A Important: If administrators decide to add new medications to this list, make sure those new values are mapped to a GPRA medication so it will be
prepopulated on the GPRA interviews. To add the mapping, complete the optional GPRA Medication Assisted field by selecting an option from the list.

Medication Assisted Treatment Category

GPRA Medication Assisted h

———l Q
e

Acamprosate

Buprenorphine
Dizulfiram
Methadone
Maltrexone

Extended-release Maltrexone

Medications with Medication Assisted Treatment Category Id #2 = Opioid Use Disorder will prepopulate question 1.a. Opioid Use Disorder on GPRA Interviews.
Medications with Medication Assisted Treatment Category Id #1 = Alcohol Use Disorder will prepopulate question 2.a. Alcohol Use Disorder on GPRA Interviews.

Table 5-3: GPRA Medication Mapping

Medication Assisted Treatment Description Medication Assisted Treatment GPRA Medication
Category Id

Naltrexone - Injectable (e.g., Vivitrol ®) Opioid Use Disorder (Id #2) Extended-release Naltrexone
Naltrexone - Oral Opioid Use Disorder (Id #2) Naltrexone

Buprenorphine Implant (Probuphine) Opioid Use Disorder (Id #2) Buprenorphine
Buprenorphine - Injectable (e.g., Sublocade) Opioid Use Disorder (Id #2) Buprenorphine
Buprenorphine - Oral/Sublingual/Buccal (e.g., Suboxone, buprenorphine/naloxone) | Opioid Use Disorder (Id #2) Buprenorphine

Methadone Opioid Use Disorder (Id #2) Methadone

Naltrexone - Injectable (e.g., Vivitrol ®) Alcohol Use Disorder (Id # 1) Extended-release Naltrexone
Naltrexone - Oral Alcohol Use Disorder (Id # 1) Naltrexone

Disulfiram Alcohol Use Disorder (Id # 1) Disulfiram

Acamprosate Alcohol Use Disorder (Id # 1) Acamprosate
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Home Page Search Criteria Show Search

» Agency

> G Medication Assisted Treatment List ( Export )

» Client List Sort |Effective | Expiration | Medication Assisted | SERA Created | Created | Updated | Updated
Actions |D Description = == Medication = =
= |l Order Date Date Treatment Cateq e Date Date
~ System Administration ‘ O pssisted By By
& 1 Maltrexone - Injectable (e.g., Vivitrol@) 11/27/2018 Opicid Use Disorder Extendad- User, 9122019 User, 10/3/2019
release System 11:21 AM  System  1:54 PM
System Accounts Maltrexone
Activity Management & 2 Naltrexone - Oral 1172772018 Opicid Use Disorder Maltrexone User, 9122019 User, 10/3/2019
e System  11:21AM  System  1:54 PM
Adjudication Rule
. & 3 Buprenorphine Implant (Probuphine) 11/27/2018 Opicid Use Disorder Buprenorphine  User, 9/12/2019 User, 9/12/2019
Services System 11:21AM System 11:21 AM
Rates & 4 Buprenorphine - Injectable (2.g., Sublocads) 1112772018 Opicid Use Disorder Buprenorphine  User, 91212019  User, 9/12/2019
H835 Management System 11:21AM System 11:21AM
90¢ ; 5 Buprenorphine - Oral/Sublingual/Buccal (e.g., 11/27/2018 Opicid Use Disorder Buprenorphine  User, 9/12/2019 User, 9/12/2019
FI599 Management 4 Suboxone, buprenorphine/naloxone) System 11:21AM System 11:21AM
H837 Management
9 & 6  Methadone 1172772018 Opicid Use Disorder Methadone User, 9122019 User, 91212019
HL7Management System 11:21 AM  System  11:21 AM
SPARS Batch & 7 Naltrexone - Injectable (e.g., Vivitrol@) 11/27/2018 Alcohol Use Disorder Extendad- User, 9/12/2019  User, 10/3/2019
ralaana Qurntnma 44-24 AN Curatnmn 1-CA DM

SPARS Batch Erors

Agency Oversight Assignment
Config Editor

D
Federal Poverly Update L
Description
Aleri Types
Master Patient Index 7~
Sort Order

Reports
Effective Date

Support Ticket

Expiration Date

Medication Assisted Treatment Category
GPRA Medication Assisted

Created By
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Code Table: Evidence-Based Practice List

;;vm Standard SOR QA ‘ Provider Agency, Provider Facility #
~ ¥ 1900

Home Page
» Agency
» Group List
» Client List

w System Administration

System Accounts
Activity Management
Adjudication Rule
Services

Rates

H835 Management
H999 Management
H837 Management
HL7Management
SPARS Batch

SPARS Baich Errors
System Info

Agency Oversight Assignment
Config Editor

Federal Poveriy Update
Alert Types

Master Patient Index

Reports

Support Ticket

Search Criteria

Evidence-Based Practice List ( Export )

\Actions ID  Description

-101

-100

LI NN Y Y

ID

Description

Sort Order
Effective Date
Expiration Date
Created By
Created Date
Updated By
Updated Date

Mot Collected 20
MNone 10
Motivational Interviewing 30
Relapse Prevention 40
Other 50

912712018

912712018

912712018

912712018

912712018

Sort Order | Effective Date | Expiration Date | Created By | Created Date |

912712018

3 SSRS Reports |

Jones, Ashley «
Logout

@ Snapshot

Show Search

Updated By | Updated Date
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System Accounts

@ Where: System Administration > System Accounts

A System Account represents the Staff Member's login to the system. Some user roles can only be assigned to user's
System Accounts, such as WITS Administrator, Agency Oversight Assignment, and Cross Agency Waitlist.

1. On the left menu, click System Administration, and then click System Accounts.
2. This will display the System Account Search Screen.

This screen allows the user to:
= Search for a staff member across all agencies (if the staff member has a login account)
= Disable a Staff Member's System Account
= Lock a Staff Member's System Account
=  Reset a Staff Member's Credentials
=  View a Staff Member's Profile
=  Download a list of all System Accounts in excel

= View the Staff Member's Identifier which is the WITS username

Home Page Q Search
» Agency

Clinical Dashboard search

» Client List

Search.. Search
~ System Administration
Code Tables
1P Whitelist Administration .
Showing 1-50 of 1049 . 2/3/4/5 6|78 910 Next Select Columns Il - Select View - = *

Activity Management
Adjudication Rule Identifier Display Name Status. Email Phone Number
S=nzes &S dvincent ‘Vincent, Donna Active hkecvincent@hawaii..com Unknown
Rates
HB35 Management & ALima25 Lima, Andre Deactivated alima@poailani.org Unknown
FEETETATAT AT #  adurupan Durupan, Alexander Active hkoadurupan@hawail..com Unknown
HB37 Management
System Info #  darinmiura Miura, Darin Active darin@bbcoahu.org Unknown
Agency Oversight Assignment

& sfasone Fasone, Susan Active sfasone@poailani.org Unknown

Config Editor

Alert Types jconrag Conraa, Uenfifer Active noreply@feisystems.com Unknown
Master Patient Index
CDP Legacy Extract Reset Credentials  View Profile Deactivated glucas@pogilani.org Unknown
Client Survey . S Active nkobnunies@nhawaiLr.com Unknown
» My Settings
sy Active Jkaco@nawailantel.net Unknown
Reports
Victor Deactivated vic@bbcoahu.org Unknown

‘Support Ticket

3. After choosing the Staff Member, hover over the Staff Member’s Account and click View Profile.
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WITS 19.9.0

Home Page
» State Waitlist
» Agency
» Group List
Clinical Dashboard
» Client List
+ System Administration

Code Tables

Activity Management
Adjudication Rule
Semvices

Raies

H835 Management
H999 Management
H837 Management
HL7Management

4. Click Edit.

MENU

Q, System Account Search

Search

Search

Showing 1-50 of 50

Identifier Display Name Status Email
PProcess-105 Process, Pre-WITS Migration Active  rodney.conrad@feinfo.com
& admin User, Admin Active  noreply@feisystems.com
n ajones Jones, Ashley Active  Ashley.Jones@feisystems.com
& Session edentials View Profile Lefller@feisystems.com
& ms _clinical Jones, Luna N Active  ashley jones@feisystems.com
4

Account, Test

tcarroll2

Select Columns |||~ Select Vie

Active  tim.Camrolli@feisystems.com

O Back to Search

Agency Accounts »

& System Account Workspace @ ﬂ # EDIT

System Account

ms.clinical Active

Luna

Ninetails

Jones

ashley jones@feisystems.com

= Cross-Agency Waitlist Management (Full Access)

Agency Accounts

Training Provider 1

= Agency Billing
« Clinical (Full Access)

[2) SSRS Reports | @ Snapshot

| ¥l
+
]

» Client Diagnosis (Full Access)
« Release To Billing

5. Click Manage Roles.
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MENU

@ Back to Search

System Account

Agency Accounts »

Luna

ms.clinical

Ningtails
Jones
ashley jones@feisystems.com

& System Account Workspace D

Active

« Cross-Agency Waitlist Management (Full
Access)

Agency Accounts

Training Provider 1

6. Assign or remove roles as needed.

Roles

Available Roles

|| Hide Innerited Roles

« Agency Billing
«  Clinical (Full Access)

[##] snow descripion  Assigned Roles

Search

| Search

Access all agencies A
Allows access 1o all agencies

Access all oversight agencies in A

read-only mode

This role enables the user to access all assigned functions

Task
View included roles

Task

View included roles

(on Agency ListStaff Members) in assigned agency in read

only mode:

Access all oversight agencies in A

Task Group

read-only mode with Report View

Oversight with access to report
Access all oversight agencies in A
read-write mode

This role enable user to have full access to all assigned

View included roles

Task Group

View included roles

functions (on Agency LisyStaff List/System access) in

assigned agency.

Activate/Deactivate System

Accounts

Can adtivate/deactivate System Accounts

Admission (Full Access)
Full access to all options under Client List/Activity

List/Admission.

Admission (Read-Only)
Read-Only access to all options under Client List/Activity

List/Admission.

Agency Administrator
This role should be assigned to the person in charge of

Task

View included roles

Task Group
View included roles

Task Group
View included roles

Task Group
View included roles

updating an Agency record (Agency Profile, Contacis
Governance, Announcements, Tx Team Groups, etc.). This
role gives access to all sub-menus under the Agency List
as well as Group Notes and the Reports section

Agency Billing

Full access to the Agency Billing screens under

AgencyfBilling

Task Group
View included roles

7. Click I am done.

[+]
[+)

- Cross-Agency Waitlist Management
(Full Access)

WITS 19.9.0

[ SSRS Reports |

DONE EDITING || & || [+] || [<

@ Snapshot

Lock System Access Reset Credentials

s © 1znage roles

Lock Agency Access
© Manage roles

« Client Diagnosis (Full Access)
+ Release To Billing

v | am done

[#] snow gescription

Task Group -]

Allows access to the Cross-Agency waillist menu items and  View induded roles
screens. User can create new records and edit existing

ones

8.  On the System Account Workspace screen, click Done Editing.
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User Controlled Configuration List

@ Where: System Administration > User Controlled Configuration List

In WITS, there are two types of help links available for administrators to control:

® Instance Wide Help Link
=  Context Specific Help Link

Edit Help Links
Instance Wide

The Instance Wide help link will be seen by all users in every domain. To edit this link, users will need the User Controlled
Config role.

1. On the left menu, click System Administration, and then click User Controlled Config List.

2. Locate the System.HelpLink row. Hover over the Actions column and click Edit.

Home Page User Controlled Configuration List Value: _

» State Waitlist

| Actions | property Name Property Value
» Agency
’ ApplicstionParameter AccountManageriame Merion Sarhy Haas
» Group List
& ApplicationParamster AccountiansgerDomaintsermanme feiimsarhy
Clinical Dashboard
, ApplicationParameter. UspsZipCodeCheckerUn https./ftocls.usps_ com/go/ZipLookupActiontinput ac....
» Client List
o . n System. HelpLink
 System Administration
ext
Code Tables &
System Accounts & AppliationParamster CensusinformationURL

Activity Management
Adjudicafion Rule
Services

Rates

System Info

NOMS Extraction

Agency Oversight Assignment

Alert Types

3. Inthe Value field, type the URL of the desired help site.

SlEFRLE User Controlled Configuration List Value: _ Update

» State Waitlist
| Actions | Property Name | Property value
» Agency
, ApplicationParameter AccountManagerName Marion Sarhy Haas
» Group List
’ ApplicationParameter AccountManagerDomainUsername feitmsarhy
Clinical Dashboard
§  AvplicationParameter UspsZipGodeChesker https:Hftools usps comigo/ZipLookupActionlinput ac
» Client List
o 5 ’ System HelpLink
+ System Administration
Systemn HelpText
Code Tables & ’
System Accounis & ApplicationParameter. CensusinformationURL
Activity Management

4. Click Update.

5. After editing the help fields, the Help link will become active in the main header bar. Note this link will only be
displayed when the URL has been entered into System.HelpLink.
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DM H MS-WITS TRAINING Department of Mental Health TEST, Adminisirative Unit # B Asnlt_a'!"
M 13231
7 Help
@ Snapshot

Home Page User Controlled Configuration List # Edit Link

}» State Waitlist

|“"'“'| Sz s | Property Value Medline Plus

» Agency

f licationParameter Accour Name Marion Sarhy Haas
» Group List
ppli ameter Accour gerDomainUsernam: feiimsarhy
Clinical Dashboard
ApplicationParameter UspsZipCodeCheckerUrl https:/ftools.usps.com/fgo/ZipLookupActionlinput ac....
» Client List
System.HelpLink www help.com

~ System Administration

Code Tables System HelpText

System Accounts ApplicationParameter CensusinformationURL

Activity Management
Adjudication Rule

ppli DayCour i Thre... 90

L T U T U Y
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Context Specific

This feature allows administrators to insert a link for Context Specific video/help instructions on each screen.

1. To enable a context specific video/help link, navigate to the desired system screen, and link the Edit Link in the main
header. Clicking this link will open a separate window.

hﬂ!‘ STANDARD WITS Administrative Agency, Administrative Unit # A2 .hshleiv‘ «
& 1z3m0

© Help Resources | [2) SSRS R, Snapshot

# Edit Link
Home Page © There are currently 5 people on this facility's waitlist.

» State Waitlist Medline Plus
© There are currently 2 people that have been referred in
» Agency

» Group List Home

2. Type in the full URL of your desired help link (i.e., start with http:// or https://), then click Save.

Help Resource

Form State ClientList

url h
Save Close

3. When this context specific help link is active, users will see a Video icon displayed on the header bar. Clicking this will
open the help link (in a separate browser tab) for that specific page.

W Video | - @ Snapshot

Home Page
e Agency Administrative Agency Facility | | v |
» Agency First Name Last Name
» Group List SN DOB
Clinical Dashboard Pennsylvania-WITS UAT Client Id
 Client List Unigue Client Number Provider Client 1D
" Treatment Staﬁ| | v |Pr|maw Care Staff
i’ C-IIE:I'II Pronie Case Status |AII Clients | v | Intake Staﬁ| | v |
S e i
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Service Setup and Management

Where: System Administration

On the encounter screen in WITS a user can document the interaction that happened between the client and the clinician.
In the billing world, this encounter is called a “delivered” service. In WITS, a list of all the “Services" are created by the WITS
Administrator. The WITS Administrator controls what is made available on the Encounter Screen in the dropdown of the
Service field and it is managed in the Services Module under System Administration. Code Table Management was
discussed in a prior section, at times WITS Administrators can confuse the Service Module, with a normal code table. The
Service Module works somewhat like a code table but is much more complex.

From the Encounter Screen, staff select a “Service” by selecting a recognizable procedure, without having to memorize or
understand the procedure codes associated with that service in the background. This means that each service, when
established, must have a valid procedure code attached to it. A comprehensive list of procedure codes and procedure
modifier codes have already been set up within WITS; however, new procedure codes and modifier codes may be added
through the code table editor (available to WITS Administrators).

In WITS, there are two basic steps needed to complete service setup:
1. Procedure Codes

2. Services

This section describes how to set up Services in WITS.

© Tip: Before entering this data in to WITS, it's strongly recommended to plan which procedure codes and
services are needed.

Services refer to time spent with clients. Services allow the clinician to choose a recognizable procedure, without having to
memorize or understand the procedure codes associated with that service in the background. This means that each service,
when established, must have a valid procedure code. A comprehensive list has already been set up; however, new
procedure codes may be added through the code table editor (available to WITS Administrators and to those with Code
Table Editor role).

=  Each service must have a unique combination of procedure, modifier codes and service description.
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Check Available Procedure Codes and Procedure Modifier Codes

@ Where: System Administration > Code Tables

Before creating services, make sure the correct procedure codes and procedure modifier codes are available in the code
tables. WITS includes a set standard of procedure codes and modifiers, such as HCPCS, CPT codes, so it may not be

necessary to create new procedure codes and modifiers.

A Important: Procedure Codes cannot be deleted once they have been used. To stop referencing a Procedure
Code, set an expiration date. Other code tables related to service setup include “Procedure Modifier”, and

“Procedure Source”.

To check the available procedure codes, follow the steps below:

1. From the left menu, select System Administration, and then click Code Tables.
2. On the Code Tables screen, click the dropdown menu, select or type the word “Procedure” then click Go.
Home Page Select a code table to edit
» Agen
gency Procedure
» Client List o
~ System Administration Procedure Modifier
Procedure Source
IP Whitelist Administration Modality Approved Procedure
Figure 5-5: Code Tables search screen
3. Once in the Procedure code table, review the procedure codes and descriptions available. You can also click the
“Export” link to download and view all of the procedure codes in an Excel spreadsheet.
Home Page Procedure List { Export )
» State Waitlist
» Agency
. Group List Alcohol_ﬁmqior Drug Services; Crisis Intervention
Clinical Dashboard Sl _ -
f HDODG Alcohol AndiOr Drug Services; Sub-Acute Detexification HCPCS
» Client List (Hospital Inpatient)
Alcohol And/Or Drug Services; Acute Detoxification HCPCS
- System Administration ]
f M m 19 Services; Sub-Acute Detexification HCPCS
tion Program Inpstient)
System Accounts # | roott Alcohol AndiCr Drug Services; Acute Detoxification HCPCS
Activity Managem-en! (Residential Addiction Program Inpatient)
Adguicaton Rule B e ey
Senvices & HDD13 Alcohol AndiOr Drug Services; Acute Detoxification HGPGCS
Raies {Residential Addiction Program Inpatient)
Sysiem Info , HDD14 Alcohol AndiOr Drug Services; Ambulatory Detoxification HCPCS
NbMS Extraction f HDD15 Alcohol AndfOr Drug Services; Intensive Qutpatient HCPCS
. . (Treatment Program That Operates At Least 3 Hours/Day
Agency Oversight Assignment And At Least 3 Days/Week And Is Based On An .
User Controlled Cunﬂg List Individualized Treatment Plan). Includina Assessment
Mastier Paiient Index
—— Click "New" to create & new record. Or elick *Review” to edit the item
SRE Procedurs Code
Figure 5-6: Procedure Code Table
4. To add a new procedure code to the list, click the New link.
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Alert Types

Master Patient Index
Ciick "New" fo creale a new record. Or click "Review" to edit the item.

Reports

Pracedure Code

Support Ticket

Figure 5-7: Procedure Code Table, New link

5. The bottom section of the screen should now be editable. Enter the required information as shown in the table below.

Table 5-4: Procedure Code fields

Field Description

Procedure Code Any HCPCS, CPT, or State based code that should be used to
identify the services.

Description Type a description of the Procedure code.

State Code (Optional)

Sort Oder (Optional) This field will control how the codes are ordered in a
dropdown list on screen.

Effective Date (Optional)

Expiration Date (Optional)

Procedure Source Select an option from the drop-down list. If the desired source is not

listed, it can be added in the “Procedure Source” code table.

=
]
=

Adding a new item

Procedure Code
Description

State Code

Sort Order

Effective Date =
Expiration Date ez

Created Date

Procedurs Source | v |

Figure 5-8: Add New Procedure Code

6. Click Save or Finish to complete your entry.
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Create Service Profile

@ Where: System Administration > Services

Prerequisites:
®"  Procedure Codes
"  Procedure Modifiers

Services can be created if the correct procedure codes and procedure modifier codes are entered in the Procedure code
table and Procedure Modifier code tables, respectively.

1. From the left menu, click System Administration, and then click Services.
2. Click Go to view all the services currently set up.

3. To add a new service, click on the Add New Service link. As a timesaving feature, you may also clone any current
service using the Clone link in the Actions column.

» State Waitlist

Protedurs Code Service Description

» AQEI'ICV Display Expired Servites
» Group List sagonteve | |v]
Clinical Dashboard Start/End Time Required I:B

» Client List

» System Administration

Service List (Export) Add New Service
Code Tables

- . . Start/End Time
System Accounts Actions  Svc#  Service Description  Procedure | Add-On Level Reired

Activity Management
Adjudication Rule

Rates

Figure 5-9: Services Screen

4.  When the Service Profile screen opens, enter the service information used for encounters/billing. The following list
describes each field on the service profile.

@ Tip: Measure Type is one of the most important things to consider when setting up a new service. Ask yourself,
if | were to pay someone for this service, how would | pay them on a unit basis or by the duration of the amount
of time they have spent with the client?

Table 5-5: Service Profile fields

S N

Service # System generated number that uniquely identifies each service (helpful for
reporting). This field is read-only and the number will be generated once the
new service is saved.

Procedure Code In the drop-down field, select from options previously entered in the
"Procedure” code table.
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I ™

Description Type the name of service; this should be descriptive so that clinicians know
exactly what the service is when they select services in other areas of the
system.

Modifier(s) 1, 2, 3, 4 If there are multiple services that use the same procedure code, select one or

more Modifiers for this service. If an option is not available in the modifier
drop-down field, new modifiers can be added the “Procedure Modifier” code
table.

Measure Type Select Unit or Duration. If “Duration” is selected, this will enforce the duration
fields on the Encounter screen.

Rendering Provider Required | Select Yes or No. If “Yes” is selected, the name of the rendering staff member
will be a required field on an Encounter for this service.

Date Span Allowed Select Yes or No. If “Yes” is selected, an Encounter with this service will be
able to start and end on different dates.

Effective Date Select the earliest date providers could start using this service.

Expiration Date When an expiration date is set on a service profile, the service will not be

available for use throughout the system past the expiration date.
Add-On Level

Start/End Time Required Select Yes or No. If “Yes” is selected, the Start Time and End Time fields will
be required to save an Encounter with this service.

Created Date Read-only field.

GPRA Service Select which GPRA service this service corresponds to. This field is optional.

Map the service to GPRA service only if it applies. Any service mapped to a
GPRA Service will allow for pre-populating the services received on the GPRA
discharge interview.

Selected Domains Select one or more domains for this service.
Service Profile
Service # Procedure Code v
Description Modifier 1 v
Measure Type v Modifier 2 v
Rendering Provider Required |Yes v Modifier 3 v
Date Span Allowed |Yes v Modifier 4 v
Effective Date i)
Expiration Date i1
Add-On Level |None v
Start/End Time Required |No v
Created Date
GFRA Service v
Domains Selected Domains

Substance Abuse >
E3

Figure 5-10: Service Profile screen

5. Click Save and then click Finish. Add additional services as needed.
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Service Profile

Service # 1 Procedure Code |Hl]l]01 -Alcohol And/Or Drug Assessment | T |
Description Alcohol and Drug assessment Modifier 1 | | v |
Measure Type Modifier 2 | | v |
Rendering Provider - .
Provder Yes 1] Modfer 3| ]
Date Span Allowed ! Modiiier4| | v |
Effective Date 4/1/2019 =
Expiration Date =
Start/End Time Required
Created Date 9232019 7:48 A
GPRA Service |4020-Alcohol/Drug Testing [*]
Domains Selected Domains

- Substance Abuse -

’, Administrative Actions

Client Service Cap

Figure 5-11: Completed Service Profile

6. As atimesaving feature, you may also clone any current service using the Clone link in the Actions column.

~ System Administration Service List (Export) Add New Service

Code Tables
. . Measure . .
System Accounts Service Description Add-On level | 50 Effective iration
Activity Management Medically Monitored Inpatient Detoxification (Activity 8234) Duration 1HRUT
Adjudication Rule
13 Psychotherapy s234HF Hene Unit Yes Yes Mo N7

Rates Medically Monitored Short-Term Residential Treatment (Activity 8236) 8236 HNone Duration  Yes Yes Yes 1207
System Info ong-Term Residential Treatment (Activity 523C) 823C Hone Duration  Yes  Yes | Yes 112017
NOMS Exiraction

~ _ patient Detoxificafion (Activity 8344) 8344 HNone Duration  Ves Yes Yes 1172017
Agency Oversight Assignment

Figure 5-12: Clone Service
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Master Patient Index

@ Where: System Administration > Master Patient Index

The Master Patient Index is a tool for WITS Administrators to quickly search for clients across agencies.
1. On the left menu, click System Administration, and then click Master Patient Index.

2. Enter client information within the Master Patient Index Search fields, then click Go.

[2) SSRS Reports | @ Snapshot
Home Page Masier Patient Index Search
» State Waitli
Sl Vdelilzd Client First Name DOB 33N
» Agency Middle Name Gender l:m State Client |9
» Group List Last Name Unigue Client Humber Stats Clisnt Id Nul |:|Z|
Clinical Dashboard Medicaid Id Offender #

Client List (Export) state client 1d [ R Update  Clear State ld

~ System Administration

Code Tables

System Accounts
Activity Management
Adjudicafion Rule
Senvices

Actions Id  Client Full Name Birth Date Gender SN Medicaid Id Unigue Client # State Client Id Agency

Rates

System Info

NOMS Extraction

Agency Oversight Assignment
User Controlled Config List
Alert Types

Reports

Figure 5-13: Master Patient Index screen

3. The Actions allow you to view the client's Master Patient Index (MPI), Preview Client Summary, or Edit Client
Profile. Selecting the Edit Client Profile action will change your current location within WITS and will open the client
profile within that specific agency.

Home Page Master Patient Index Search
» State Waitlist Ciient First
Name pos SSN
b Agency Middle Name Gender |:D State Client Id
» Group List Last Name U”‘““;ﬂ“gg: State C”e’,'f“‘jﬂ I:D
Clinical Dashboard Medicaid Id Offender #

Gen

Code Tables
System Accounts

der

Unigue Client # Agency

Activity Management

L ’ || 1038 2 Deeksha Test 6/M/1937 Female 213-12- 200006018756730 Administrative Agency
Adjudication Rule 2875
Sernvices y [ 1092 Ackles, Jensen 31978 Male £54.22- A24203017593740 MAZZITTI AND SULLIVAM COUNSELING
5374 SERVIGES ING

Rates

1095 Asteraceas, 8171999 Female A23608019956780 Administrative Agency
System Info
NOMS Exiraction & BEN | EEx e CRen = r g ECHGREnHE Rl BS0005055000010 TREATMENT ACCESS AND SERVICES
GENTER OF 3ERKS GOUNTY ING
cy O i i =

FTATE] TR AR T & [ 1020 BearBooBoo 4135 Transgender- 030-50- B0003045619580 EAGLEVILLE HOSPITAL
User Conirolled Coniig List Unknown 1858

: [ 1017 Bear, Yogi 1958 | Male D10-8e- BE000SD1 5619580 EAGLEVILLE HOSPITAL
Alert Types & - < b /

Figure 5-14: Master Patient Index screen, Action links
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SPARS Upload

@ Where: System Administration > SPARS Batch

SAMHSA'’s Performance Accountability and Reporting System (SPARS)

SPARS (SAMHSA's Performance Accountability and Reporting System) is an online system designed to support grantees in
reporting data to SAMHSA. WITS provides grantees with an automated process to validate and upload data directly to
SPARS. During this process, GPRA records are grouped into batches and submitted as XML files. Records from each batch
are validated and results of the validation process are displayed in WITS (shown as the Batch Status). If errors are found,
detailed messages are provided to identify the records involved, types of errors found, and includes a link to fix the
associated record in WITS. This information is accessible in WITS on two screens: SPARS Batch and SPARS Batch Errors. In
Production sites, this automated process is scheduled to run nightly, although administrators can manually start a batch file
to upload.

Required Role(s):

= SPARS Extraction (Full Access)

n Note: SPARS Extraction (Full Access) is included in the WITS Administrator role.

SPARS Batch

The SPARS Batch section in WITS allows users to create new SPARS batches, view and search for existing batches, and
export the list of batches displayed on screen. This list shows the upload status, type of batch, as well as the date and time
the batch was uploaded and processes by SPARS.

1. To view batches, on the left menu, click System Administration, then click SPARS Batch.
2. On the SPARS Batch screen, click Go to view previously created batches.
3. To manually create a new batch, click Start Services SPARS Batch.

4. If records are available to upload, a new Batch # will be displayed on screen.

wirs Standard SOR QA ‘ Administrative Agency, Administrative Unit #* Jones, AS:'_IEY :n =
- 196.0 0gol
@ Snapshot
Home Page SPARS Batch Search

b Agency Batch Status ALL v Batch Name

» Group List Process Date

» Client List

~ System Administration

SPARS Baich Listing (Export) Start ATR SPARS Baich Stari Services SPARS Baich

Code Tables

System Accounts Actions Batch# Status Record Count Process Date Response Date Batch Name
. 1 Uploaded SERVICES 1 712472019 12:14:29 PM SERV_WY_904_20190724121429_SERVICES_1.xml
Activity Management e = =
S 2 Uploaded SERVICES 1 7/29/2019 3:33:32 PM SERV_WY_904_20190729153332_SERVICES_1.xml
Adjudication Rule
e 3 Uploaded SERVICES 1 71302019 9:10:07 AM SERV_WY_904_20190730091007_SERVICES_1.xml
4 Accepted SERVICES 1 7/30/2019 3:25:00 PM | 7/3072019 3:30:21 PM  SERV_WY_904_20190730152500_SERVICES_1.xml

Rates

H835 Management

H999 Management
H837 Management
HL7Management

SPARS Baich Ermors

Figure 5-15: SPARS Batch Search/List screen
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See the table below for a description of each batch status.

Table 5-6: Batch Status Definitions

T T

Started The upload process has begun.

Uploaded The batch has been uploaded and is being verified.

Failed The batch has not been updated to SPARS because of some invalid data.
Accepted SPARS verified the batch and data was processed successfully.

Rejected SPARS verified the batch and the data has not been processed successfully.

Home Page
» Agency
» Group List

» Client List

~ System Administration

Code Tables

System Accounts
Activity Management
Adjudication Rule
Services

Rates

H835 Management
H999 Management
H837 Management
HL7Management

SPARS Balch Emors

SPARS Baich Search

Batch Status ALL | v | Batch Name

Process Date

SPARS Batch Listing (Export) Start ATR SPARS Batch Start Services SPARS Batch
Actions Baich# Status  Type

1 Uploaded SERVICES 1
Uploaded SERVICES 1
Uploaded SERVICES 1
Accepted SERVICES 1
Started  SERVICES 2

Batch Name
SERV_WY_904_20150724121429_SERVICES_1.xml
SERV_WY_904_20180729153332_SERVICES_1.xml
SERV_WY_804_20180730091007_SERVICES_1.xml

772412019 12:14:29 PM
7129/2019 3:33:32 PM
713012019 9:10:07 AM
713012019 3:25:00 PM | 7/30/2019 3:30:21 PM | SERV_WY_904_20190730152500_SERVICES_1.xml

s W R

8/12/2019 11:36:56 AM SERV_WY_904_20150812113656_SERVICES_1.xml

Figure 5-16: SPARS Batch Search/List screen with new record started
See the table below for a description of columns displayed on screen.

Table 5-7: SPARS Batch Listing columns

Actions For batches with a "Rejected” status, the Actions column will display a pencil icon with a
View link. Clicking this link will redirect users to the SPARS Batch Errors screen, which
displays the associated error(s) for the selected Batch #.

2530 Rejected SERVICES 1 8/8/2019 9:08:35 AM 8/8/2019 9:10:14 AM
S 43 8/8/2019 9:08:11 AM
& ejected SERVICES 2 8/7/2019 2:02:45PM  8/7/2019 2:05:19 PM

Batch # Record number for the batch.

Status Status of the batch.

Type Type of batch.

Record Count

Number of records included in specified batch.

Process Date

Date and time the batch was processed in WITS.

Response Date

Date and time a response was received from SPARS.

Batch Name

File name for the batch.

92 | SPARS Upload
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@ Where: System Administration > SPARS Batch Errors

The SPARS Batch Errors screen displays a list of rejected batches because of an error. The list shows the error message
and provides a Fix link (in the Actions column), which will redirect users to the Client List screen with the client’s ID

populated in the Unique Client Number search field. Users can then correct the GPRA interview that is in error, and the
updated interview will be uploaded with the next batch (at night).

1. To view batch errors, on the left menu, click System Administration, then click SPARS Batch Errors.

2.

3.

wns Standard SOR QA ‘ Adni

ive Agency, Administrative Unit #

On the SPARS Batch Errors screen, click Go to view a list of errors (or use the search fields then click Go).

To help review the error information, click Export to download the list as an Excel file.

Jones, Ashley »
Logout

Home Page
» Agency
» Group List

» Client List

Current Record Status
Batch Number

Interview Date

w System Administration

Code Tables

IP Whitelist

System Accounts
Activity Management
Adjudicaiion Rule

Services

HL7Management

Administration
Current
Record
Status

Rejected

Actions ‘B—a‘d'

2530

2530 Rejected

SPARS Baich

System Info

2530 Rejected

Agency Oversignt Assignment

Conng Editor

Alert Types

2530 Rejected

Master Patient Index d

Reports.

[Rooooa_[5]

2530

SPARS Batch Errors Listil

Agency Grant

Grant

Management
Only

Grant
Management
Only

Grant
Management
Only

Grant
Management
Only

TIO81723

TI81723

TI081723

TI081723

@ Snapshot

SPARS Batch Errors Search

Agency‘

Client Number

SAIS Client
D

Unique
Client #

Type Date

3640512993 9206178559 6-Month
Follow
Up
6-Month
Follow
Up
6-Month
Follow
up
6-Month
Follow
Up

3640512993 9206178559

3640512993 9206178559

3640512993 9206178559

Interview Interview

TM0/2019

710/2019

710/2019

711012019

Error Code Error Message

ActivelntakeNotExist ~ There is no related active Intake interview in datat

When Section A is not provided, system can NOT
an active intake record that can provide gender
information

FamilyandLivingRule12

Since client is not male, pregnant question should
be "Not Applicable™

FamilyandLivingRule5

General data service error. Cannot insert the valu
NULL into column "ClientintakelD', table
"Spars.Csat.Database. Development.dbo.thIDISClr
il INGEDT fnile Thn
»

DataServiceError

~nlran Anne nat Al

SaisBatchRecordList 20190813.xls - Excel Ashley Jones =
File Home Insert Page Layout Formulas Data Review \View Developer Add-ins Help Acrobat  Power Pivot Team O Tell me i 2
L10 e
D | E | E | G | H | | ] |
1 |Grant SAIS Client ID Unigue Client # Interview Type Interview Date Error Code Error Message
2 |Tio81723 3640512993 92061785538 6-Month Follow Up 7/10/2019 ActivelntakeMotExist  There is no related active Intake interview in database.
TI081723 3640512993 9206178558 6-Month Follow Up 7/10/2019 FamilyandLivingRule12 When Section A is not provided, system can NOT find an
3 active intake record that can provide gender information.
TI081723 3640512993 9206178559 6-Month Follow Up 7/10/2013 FamilyandLivingRuleS  Since client is not male, pregnant question should not be
4] "Not Applicable".
TIO81723 3640512993 9206178553 6-Month Follow Up 7/10/2019 DataServiceError General data service error: Cannot insert the value NULL
into column 'ClientintakelD’, table
'Spars.Csat.Database.Development.dbo.tbIDISCIntrew';
column does not allow nulls. INSERT fails. The statement
5 has been terminated. at [RecordSeqMo]=6475 .
| saisBatchRecordList 20190813 | (@ 1 '
Ready 2 i) o - | + 100%
Figure 5-18: Exported Data from SPARS Batch Errors screen
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4.

5.

On the SPARS Batch Errors list, locate an error to correct, point to the pencil icon in the Actions column, then click Fix.

wos Standard SOR QA | Administative Agency, Administrative Unit & Janes, Asrll_\ev:n
> 19.6.0 ogol

@ Snapshot

Home Page SPARS Batch Errors Search

U h3ELE) Current Record Status ! Agency ‘ v ‘
» Group List Batch Number 2530 Client Number

» Client List Interview Date

w System Administration

Code Tables

IP Whitelist Adminisiration
System Accounts

Activity Management

SPARS Baich Errors Listing (Export)

SAIS Client Interview Interview

Type Date

Unique
Client #

Grant Error Code Error Message

Adjudication Rule ra 2530 Rejected Grant TI081723 3640512993 9206178559 6-Month  7/10/2019 ActivelntakeMNotExist There is no related active Intake interview in datak
> Management Follow
Sefvices Only Up
HL7Management 2530 Rejected Grant TI081723 3640512993 9206178559 6-Month  7/10/2019 FamilyandLivingRule12 When Section A is not provided, system can NOT
SPARS Baich Management Follow an active intake record that can provide gender
Up information.
& ejected Grant TID81723 3640512993 9206178559 6-Month  7/10/2019 FamilyandLivingRule5  Since client is not male, pregnant question should
System Info Management Follow be "Not Applicable”.
Agency Oversight Assignment Only Up
Coniig Editor & 2530 Rejected Grant TI081723 3640512993 9206178559 6-Month  7/10/2019 DataServiceError General data service error: Cannot insert the valur
b 4 Management Follow NULL into column "Clientintakel D', table
Alert Types. Only Up 'Spars.Csat Database. Development.dbe thiDISCIr

nluiran Anne e Al sl INCEDT fnile The
Master Patient Index 3 D

Reports

Figure 5-19: SPARS Batch Errors List, Fix link

The system will redirect users to the Client List screen with the client’'s UCN populated in the Unique Client Number
search field. Click Go.

n Note: Your context agency needs to be the agency where the client record is located.

6.

7.

8.

In the Client List, point to the pencil icon in the Actions column and click Activity List.
From the Client Activity List, locate the interview to fix and update the record based on the identified error message.

Once the record has been updated, return to the SPARS Batch Errors screen to continue fixing additional error
messages as needed.
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Part 6. Reports
WITS Reports Module

@ Where: Reports

The Reports module includes a list of available reports, with options to view the data on screen, or export the data in to an
Excel spreadsheet.

Required Role(s):

®  Reports Access

To view the list of reports available in the Report Catalog, follow the steps below.

1. On the left menu, click Reports. This will display the Report Catalog screen.
2. Locate the desired report and click the report’s name. In most cases, this will open a search criteria screen.
'. Standard SOR QA Provider Agency, Provider Facility # AT T
1960 Lot
21 SSRS Reports | @ Snapshot
Home Page Report Title Contains:
oA Report Catalog
» Group List Title
» Client List Aseas
Agency Client Movement
» System Administration Program Client Movement
Reporis Referrals in by Agency
Referrals out byﬁgﬂcy{
Support Ticket SEE
Program Enroliment Counts
Client List by Program
Agency/Facility Client Terminations
Unfinished Client Activities
Miscellaneous
Client Profile Data
Combined Note Data
WITS Data Dictionary.
Encounter Data
Security
Staff Role Assignment
Figure 6-1: Report Catalog screen
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3. The search criteria screen will include various fields (based on the specific report selected) to help narrow down your
search results. Once any search criteria have been selected, click On Screen, or Export.

~ 19.6.0

Home Page
» Agency
» Group List
» Client List

» System Administration

Reports
Support Ticket

wirs Standard SOR QA

Budget Year: | \ v |

Grant: iSOR ‘3

‘ Provider Agency, Provider Facility #

Jones, Ashley +

[Z1 SSRS Reports

GPRA Interview Data

FFY; | [=] Fra

Logout

| @ Snapshot

4. The On Screen button will display the search results on the screen.

..m. Standard SOR QA

- 19.6.0

Home Page
» Agency
» Group List
» Client List

» System Administration

Reports
Support Ticket

RA Interview Data

Purpose: To report raw GPRA interview data. NOTE: Many fields are NOT shown on this screen in order to improve the performance of this report. Please

Provider Agency, Provider Facility #*

click the 'Export’ button, then either "Open’ or 'Save' to view all of the data using Microsoft Excel

|— Report Criteria

Grant: SOR

2 SSRS Reporis

Jones, Ashley +

Logout

@ Snapshot

source_record_id

20

21

source_provider

Substance Abuse

Administrative Agency

Administrative Agency

Administrative Agency

Administrative Agency

Adminisirative Agency

Adminisirative Agency

Administrative Agency

Administrative Agency

Administrative Agency

Administrative Agency

Adminisirative Agency

grant_no

SORGrantNo

SORGrantNo

SORGrantNo

SORGrantNo

SORGrantNo

SORGrantNo

SORGrantNo

SORGrantNo

SORGrantNo

SORGrantNo

SORGrantNo

SORGrantNo

client_no

QET4449PG4T4645

(Q534445)G434655

JB93806KEI73545

Q694445PG494645

F159102FC718121

F159102FC718121

F159102FCT18121

F159102FC718121

F159102FC718121

J153986LW353554

J153986LW953554

J153986LW853554

interview_type

1

1

interview date

12/3/2018

11/19/2018

2/1/2019

12/5/2018

6/27/2019

7171869

77111869

7/1/1869

7/1/1869

7/31/2018

71171889

7/1/1869

Figure 6-2: Viewing the Report On Screen
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5. The Export function will show more information than the On Screen result. Clicking Export will download an Excel file
containing the report data.

Logout

wirs Standard SOR QA ‘ Provider Agency, Provider Facility ¢ o B

1960
2 SSRS Reports | @ Snapshot

Home Page

» Agency
» Group List
» Client List

GPRA Interview Data

Purpose: To report raw GPRA interview data. NOTE: Many fields are NOT shown on this screen in order to improve the performance of this report. Please
click the 'Export' button, then either 'Open’ or 'Save' to view all of the data using Microsoft Excel

F Report Criteria ‘

» System Administration Grant SOR

Reports

Support Ticket source_record_id sSource_provider grant_no client_no interview_type interview_date

1 Substance Abuse SORGrantNo QE74449PGAT4645 1 12132018

sy GPRA Interview Data
» Group List
Purpose: To report raw GPRA interview data. NOTE: Many fields are NOT shown on this screen in order to improve the performance of this report. Please
» Client List click the 'Export' button, then either ‘Open’ or 'Save' to view all of the data using Microsoft Excel
Report Criteria
» System Administration FGram 5@
Reports
Support Ticket source_record_id source_provider grant_no client_no interview_type interview_date
1 Substance Abuse SORGrantNo QB74449PGAT4645 1 12/3/2018
7 Administrative Agency SORGrantNo Q534445)G434655 1 11/19/2018
3 Administrative Agency SORGrantNo JB93B06KEST3545 1 2/1/2019
-
[— =} .
GPRAInterview_201..xls Show all X

GPRAInterview_20190731.xls - Excel

Ashley Jones 3}

Fle ~ Home Insert Page Layout Formulas Data Review View Developer Add-ins Help Acrobat Power Pivot Team O Tell me “ =
X26 - 5 v
A | B 1 c 1 D 1 E | F | G 1 H 1 l | J | K 1 L 1 M | N | 0 1 -
1 |source_retcd_grant_isource_prcsource_prcgrant_no client_no interview_ client_typcinterview_FFY FFQ diagnosis_ diagnosis_ diagnosis_ diagnosis_ di
2 | 1 -108 2 Substance SORGrantl Q674449P 1 1 s 2019 1'-1 -1 -1
3 7 -108 1 Administrs SORGrantl Q534445J( 1 1 HHHHEHE 2019 1'-1 -1 -1
4 | 3 -108 1 Administrs SORGrantl J693806KE 1 1 2/1/2019 2019 2'1 -1 -1
5_ 2 -108 1 Administra SORGrantt Q694445P 1 1 iR 2019 1'1 -1 -1
6_ 11 -108 1 Administra SORGrantl F159102FC 1 1 HHHEHRER 2019 3 - - -
7_ 12 -108 1 Administra SORGrantl F159102FC 2 1 7/1/1869 2019 3/ - -
87 13 -108 1 Administra SORGrantl F159102FC 5 1 7/1/1869 2019 3/ - -
97 14 -108 1 Administra SORGrantl F159102FC 4 1 7/1/1869 2019 3/ - -
10 | 15 -108 1 Administra SORGrantl F159102F( 4 1 7/1/1869 2019 3" - -
11 | 19 -108 1 Administrs SORGrantl J153986LV 1 1 i 2018 41 -1 -1
12| 20 -108 1 Administrs SORGrantl J153986LV 2 1 7/1/1869 2019 41 -1 -1
13 | 21 -108 1 Administrs SORGrantl J153986LV 5 1 7/1/1869 2019 41 -1 -1
14_ 25 -108 1 Administra SORGrantl 1113097KE 1 1 #HnHEE 2019 1'-1 -1 -1
15_ 9 -108 1 Administra SORGrantl Q534445])( 2 1 HEHSHERE 2019 1/ - -
" \" GPRAInterview 20190731 | "@g es - ’ 01 T B . »
EDisplay Settings B m - 1 + 100%

6. After viewing the results on screen, or from an exported file, click Finish.
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SSRS Reports

Where: WITS > SSRS Reports

Required Role(s):
= SSRS Reports Access (any SSRS role)
SOR Program Report
State Opioid Response (SOR)/Tribal Opioid Response (TOR) - Program Instrument

The SOR Program Report provides the total number of Naloxone Overdose Reversal Kits purchased and the total number
of Naloxone Overdose Reversal Kits distributed within a given date range (of three (3) months). The report includes
parameters for users to select the Funding Type, and the beginning and end dates for the reporting period.

Note: This report will be saved on the web portal in the following location:

FEl > Reports > StateOpioidResponse

STANDARDSOR WITS ?  ajones

% Favorites [ Browse

Home > FE Reports » StateOpioidResponse > SOR Program Report
Funding Type |SOR v View Report
Begin Date  |1/1/2019
EndDate 4/1/2019
< 1 of1 > I © 100% v Bv @

State Opioid Response (SOR) /Tribal Opioid Response (TOR) — Program Instrument
Naloxone Overdose Reversal Kit Distribution and Utilization
1 Has vour state/territory/tribal entity used SOE/TOR funds to expand the availability, distribution, and use of
naloxone overdose reversal kits (Narcan, Evzio, and others)?

Yes

1a  If “Yes.” how many naloxone overdose reversal kits have been purchased (funded) wholly or in part since
the last reporting period with SOE/TOR. funds?

523 kits
16 If “Yes.” how many naloxone overdose reversal kits funded wheolly or in part by SOR/TOR funds have been
distributed since the last reporting period?

240 Jats
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Grant Episode Details Report

The Grant Episode Details report includes parameters for users to select the Grant Type and a field to enter a Unique Client
Number.
Note: This report will be saved on the web portal in the following location:

FEI > Reports > Gpra

+ ? | ajones

Florida-WITS Training

% Favorites [} Browse

Home » FE > Reports » Gpra » Grant Episode Details

Grant Type Unique Client Number |Q923166MJ661544

K4 < Jer > bl O @ v & [ Jemdine
Grant Episode Details

View Report

Episode Key Agency Name Facility Name Unique Client Program Description Grant Type Enroliment Period Interview Type | Interview | Current
Number Date Episode
Status
cesff312-2bac-4090-9fe1-124d00761ce3 | Provider 1 Facility 1 Q923166MI66 |State Opioid Response (SOR) SOR 07/02/2019 - Intake 07/02/2019| Active
Provider 1 Facility 1 Q923166MJ66 |State Opioid Response (SOR) SOR 07/02/2019 - 6-Month Follow Up 08/02/2019| Active
Provider 2 Facility 1 Q923166MI66 |State Opioid Response (SOR) Grant SOR 08/02/2019 - Active
Printed on 08/23/2019
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