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WITS Customers 
State Opioid Response (SOR) Grant  

Preface   

òThe 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).ó1 

Intended Audience  
This user guide has been prepared for provider agencies that work with the Georgia Department of Behavioral Health and 

Developmental Disabilities (DBHDD) to provide SOR services to individuals.  DBHDD has decided to use the FEI WITS 

system to collect data on individuals receiving services supported by funds from the SAMHSA SOR grant.  This guide will 

assist providers in understanding the WITS system and the data entry requirements for the SOR grant.    

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

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

 Apple®  Safari®  

 Google ChromeË   

 Mozilla®  Firefox®  

 Windows Internet Explorer 10 or newer (recommended) 

 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.    

Click or tap here to enter text. 

 

 

 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 .   

                                                             
1 Source: https://www.samhsa.gov/grants/grant -announcements/ti -18-015 

https://www.samhsa.gov/grants/grant-announcements/ti-18-015
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 Note : Notes contain information for users to take note of, as the information may affect what the user does 

with the system.  

 

 Tip : Tips contain information helpful to the user, such as providing an easier way to do something.   

 

 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.  

 

The WITS User Guide has been designed using a step-by-step process to guide the end-user through various system 

processes and functionalities. This walk-through approach will help the end -user learn the system quickly, while providing 

enough depth and explanation to turn the novi ce user into a power user. 
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Part 1: Customer Specific Information  

WITS allows providers to easily enter information for individuals and services they receive as part of the SOR program.   

 The initial provider agency that works with an individual will create the client profile, intake, and e nroll the client 

into a SOR program.   

 If the provider agency needs to refer an individual to another provider for services, WITS has an automated 

consent/referral process that is HIPAA/42 CFR Part 2 compliant.   Once the referred-to service provider accepts 

the referral, WITS will automatically set up the client profile, intake and SOR program enrollment.  

 In the future, once SAMHSA has OMB certification for the GPRA, the initial agency can enter GPRAs or the 

referred-to agency can enter the GPRAs.   WITS will ensure that there are no duplicate GPRAs created for 

individuals enrolled in the SOR program.  Also, if the providers have entered encounters, WITS will map those 

encounters to the SOR discharge GPRA. 

Workflow Diagram  
The following diagram illustrate s the standard SOR workflow process.  Future processes will be implemented once SAMHSA 

receives OMB certification on the SOR GPRA\Data collection tool.  

 

Figure 1-1: Standard SOR Workflow Diagram 
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Part 2: Client Setup  

Search for a Client  

 
Where:  Client List Screen 

Before creating a new client record, search for your client to make sure the client is not already in WITS. 

 To view clients within your agency, click on the Client List  menu item. A blank Client List screen will appear.  

 Use the fields in the Client Search  section to narrow your results.  

 Tip : When searching for a client, try to use unique information, such as birthdates or social security numbers, if 

possible. You can also enter a partial name (or other field) followed by a ò*ó. This is called a wild card search . 

For instance, if you search for Last Name of òSmit*ó, the search results will display people with the last name of 

òSmithó, "Smittyó, òSmithsonó, etc.   

 After selecting from the search fields, click Go to view the results.  

 

Figure 2-1: Client List screen, Action links 

 Look for your client in the Client List . If you find the right person, view their profile by  pointing to the pencil icon in 

the Actions column and clicking the Profile  link. If you do not find your client, you can create a new client record.  
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Client Search Tips  

Client Name or Number  

Use a clientõs nickname or alternate names in the First Name  or Last Name  fields. 

Use an asterisk  (*) to perform a wildcard search. 

Examples: 

 Find clients whose last name starts with òJonó:  Jon* 

 

 Search by the last 4 digits of a clientõs SSN: *1123 

 

Client Birthday or Age  

Search within a timeframe by separating the two dates with a colon  (:). Search for clients born after a certain 

date with a greater than  sign  (> ). Search for clients born before a certain date with a less than sign  (< ). 

Examples:  

 Find clients born in the year 1990:  1/1/1990:12/31/1990 

 

 Find clients born after a certain date: >12/30/1959 
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Create Client Profile  

 
Where:  Client List > Client Profile 

To add a new client to the system, follow the steps below. 

 Note : Please search for each client before creating a new record. 

 On the left menu, click Client List .  

 On the Client List screen, click Add Client .  

 

Figure 2-2: Client Search/List screen; Add Client link 

 On the Client Profile  screen, enter the required client information. See the table below for information on each field.   

 Important : When adding new clients to the system, review the Client Profile fields for accuracy before saving 

the screen. Once the Client Profile screen is saved, a Unique Client Number (UCN) is created based on the data 

provided. Itõs important to enter client information correctly to avoid duplicate client entry in the future. 

Table 2-1: Client Profile fields 

Field Description  

First  Name Type the clientõs current first name. 

Middle Name  (Optional) 

Last Name Type the clientõs current last name. 

Mother's Maiden Name   (Optional) 

Suffix  (Optional)  

Gender Select the clientõs gender from the drop-down list. 
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Field Description  

DOB Enter the clientõs date of birth. 

SSN Type the clientõs Social Security Number. 

Driver's License and State  (Optional) Type the number and then select the State 

from the drop -down list.  

Has paper file   (Optional) Select Yes or No.  Field defaults to Yes. 

Provider Client ID  (Optional) 

 

 

Figure 2-3: Client Profile screen 

 Click Save. 

 Click the right -arrow  to move to the Alternate Names  screen.  
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Alternate Names  
The clientõs nickname or street name may be entered on this screen 

 Tip : Alternative names can also be used to search for the clientõs profile in the future. On the Client Search 

screen, type the clientõs alternative name in the First Name and/or Last Name fields.   

 On the Alternate Names screen, click Add Alternate Name , and the bottom half of the screen becomes editable.  

 

 Complete at least the First Name  field. 

 

 Click Finish.  The name will now appear in the list at the top of the screen.  

 From the Alternate Names screen, click the right -arrow  button to open the Additional  Information  screen.   
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Additional Information  

 On the Additional Information  screen, complete the light -yellow fields.  

Table 2-2: Additional Information screen  

Field Description  

Ethnicity  Select from the drop-down list.  

Selected Races Select one or more races.  

Veteran Status   Select from the drop-down list.  

 

 

Figure 2-4: Standard SOR screen 

Commented [AJ1]: Standard SOR displays the 

Veteran Status  field as light yellow. Other customersõ 

implementations may differ.  

 

NOTE: Select appropriate screen capture and delete the 

other version(s) of this screen.  

Commented [AJ2]: Standard SOR screen capture.  
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 When complete, click Save, then click the right -arrow  button to open the Contact Info  screen.   
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Contact Info  

 Tip: Enter the clientõs contact information on this screen to help locate the client for follow-ups.   

 On the Contact Info  screen, a phone number can be entered for the client. 

 To enter an address, click Add Address . This will open the Address Information screen.   

 

Figure 2-5: Contact Info screen 

 Enter the clientõs Address Type, Address line 1, City, State, and Zip Code.   

 

Figure 2-6: Address Information screen 

 When complete, click Finish, and the clientõs address information will show up on the Contact Info screen. You may 

enter several addresses for a client. If a client has a new address, update the Address Type of the current address 

record to òPreviousó, then create a new address. 

 From the Contact Info  screen, click the right -arrow  button to open the Collateral Contacts  screen.  
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Collateral Contacts  

 Tip : Enter any collateral contacts for the client on this screen to help locate the client for follow -ups.   

 On the Collateral Contacts  screen, click the Add Contact  link.  

 

Figure 2-7: Collateral Contacts screen, click Add Contact 

 Enter the required client information. See the table below for information on the required fields.  

 Table 2-3: Collateral Contacts required fields 

Field Description  

First Name  Type the contactõs first name.  

Last Name Type the contactõs last name.  

Relation  Select the collateral contactõs relation to the client from 

the drop -down menu. 

Address , City , State Type the contactõs address information  

Can Contact  Select Yes or No. 

Consent On File  Select Yes or No.  
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Figure 2-8: Add Collateral Contacts screen 

 When complete, click Finish.  The collateral contact name(s) will be displayed in the list section of the screen.    

 From the Collateral Contacts  screen, click the right -arrow  button to open the Other Numbers  screen.  
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Other Numbers  
In this section, users can add additional identifying numbers for a client, such as a court case number.   

 On the Other Numbers  screen, click the Add Other Number  link. The bottom half of the screen now becomes 

editable. 

 Fill in information such as, Number Type, Number, Relation, and Address of the contact.  

 

Figure 2-9: Other Numbers screen 

 The Contact  dropdown box will display the names of any saved Collateral Contacts from the previous screen. If the 

name of the Collateral Contact is not present, click on the Collateral Contacts screen to add a new record.   

 

Figure 2-10: Other Numbers screen, saved collateral contact 

 When complete, click Finish.  The names now show up in the table on top of th e screen. 

 Click Finish again, and you are redirected to the Client Search  screen. 
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History 
The History  sub-menu displays a list of all changes that have been made to the client information as well as any access to 

this clientõs record.  It lists the date, the staff person, and a description of the access or change. 

 

Figure 2-11: Client History screen 
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Linked Consents  

 
Where:  Client List >  Clients with Consents from Outside Agencies  

Each time another agency consents client information to your agency, a row will be displayed on the òClients with 

Consents from Outside Agencies ó section of the Client List  screen. Always look at the linked consents first to make sure 

you donõt already have that client entered. 

If the consent is sent along with a referral and the referral is accepted at the referred to agency, users with a Clinical 

Supervisor role may manually link and unlink consents. This action is available when it is clear that a client with consented 

information is in fact the same person as a client that exists in the agency. They may not have been automatically linked 

because the names or other identifying information may have been different in the sending agency than they are in the 

receiving agency.  

 

For example:  

A client named òBobbyó is referred into your agency from an outside agency. Your agency already has a record for a client 

named òRobertó.  The Linked Consents screen allows you to compare the New/Referred Client Information (Bobby) with the 

Existing Client Information (Robert). Using this screen, you can tell that Robert and Bobby are the same person and these 

two profiles can be linked together so the same client wonõt have two different client profiles within the same agency.  
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Link to Consented Client  
 On the left menu, click Client List  and then click Go.  

 In the Clients with Consents from Outside Agencies section, hover over the Actions column and click Link .  

 

Figure 2-12: Client List screen, Clients with Consents from Outside Agencies section, Link action item 

 The Link Client Search  screen will appear and the Consented Client information is displayed as read-only fields.  

 

Figure 2-13: Link Client Search screen 

 Use the search fields to find a client with similar information. It is helpful to copy and paste some of the consented 

clientõs information into the search fields. The example in Figure 2-14 uses the Consented Clientõs Unique Client 

Number in the search field.  
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Figure 2-14: Link Client Search screen, search by Unique Client Number 

 After filling out one or more search fields, click Go and then review the search results. 

 

Figure 2-15: Link Client Search screen with search results 

 If the information in the search results matches the Consented Client information, hover over the Actions column and 

then click Link .  

 

Figure 2-16: Link Client Search screen, Link Consent record 

 Click Yes.  




































































































































































