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Preface

0The State Opioid Response (SOR) pr dngreasing acedsstsmeticatiomaadsistee ss t he opioid crisis by

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 fel

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 webbased application accessed through an Internet (web) browser using Internet connection.

Internet Browsers

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

=  Apple® Safari®
= Google ChromeE
" 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.

Click or tap here to enter text.

ﬂ 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
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ﬂ Note : Notes contain information for users to take note of, as the information may affect what the user does
with the system.

0 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.

The WITS User Guide habeen designed using a step-by-step process to guide the end-user through various system
processes and functionalities. This walkthrough 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 referreeto service provider accepts
the referral, WITS will automatically set up the client profile, intake and SOR program enroliment.

= 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. WIT®ill 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 GPR¥Data collection tool.

Provider Agency
Service Provider
Client Profile
Intake
Client Profile
: ER T . Intake, Program
L B Enrollment
Program Enrolime| L
i ) Encounter
GPRA Intake
GPRA
Consents and
I Referrals
’ Legend
GPRA
_| 3 month Follow up)
6 month Follow up
Discharge |:| Automated step
|:| Required step
|:| Optional step
Encounter
|:| FUTURE step

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

Search for a Client

@ Where: Client ListScreen

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

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

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

6 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 pdadtiBhi o aidwardseardheod ha r
For instance, if you search for Last Name of oSmit=*¢,
0Smithé, " Smintbt, y@&t coSmiths

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

Home Page Client Sear
» Agency
Agency  ATRA Coordinator Agency Facilly v
~ Client List
First Name: Last Name
» Client Profile
Linked Consents s pos
» Activity List Massachusetts Training C\ie;’\;
BT Ut Unique Client Number Provider Client ID
» System Administration
Treatment Staff v Primary Care Staff
» My Settings
CaseStatis | Clients with ATR4 Cases 2 Intake Staff =
Reports
Other Number Number Type v
Support Ticket
Include Only Active Consents Yes |

Add Client

‘ Actions ‘Lln'glmclienl# ‘ | Name. ‘ms |ﬂ |Gnnda
& PU0IEDIINI Abare, Donald 1711985 001-27-0007 Male

P cozeercesiin Doe. John 6/711988 564-78-5555 Male

Profile ‘ Activity List ‘ Linked Consents

Clients with Consents from Oulside Agencies

Figure 2-1: Client List screen, Action links

4. 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 clientds

Use anasterisk (*) to perform a wildcard search.

Examples:

"= Find clients whose | akit*

Client Search

Agency Administrative
First Name

SSN

ni c kimahmErst dame i LaseNameafields. n a me

name starts with 0Jonbo6:

Facilty | [+]

Last Name Jon® _

DOB

= Search by the | ast

Agency Administrative

h

First Name

55H #1123

41128i gits of a

Client Search

clientds SSN:

Facility | ‘ A ‘

Last Name

DOB

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 aless than sign (<).

Examples:

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

Client Search

Agency Administrative
First Name

SSN

Facility | | v |

Last Name

DOB [1/4/1890:12/31/1 h

®  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.
ﬂ Note : Please search for each clienbefore creating a new record.

1. On the left menu, click Client List .

2. Onthe Client List screen, clickAdd Client .

wirs Standard SOR QA | Provider Agency, Provider Facility # Jones, Ashley; C\initian .
» 1900 0gol

@ Snapshot

Home Page Client Search

w Client List First Name Last Name
» Client Profile SSN DOB
Linked Consenis Standard SOR QA Client Id Provider Client ID
Non-Episode Coniact Unique Client Number Primary Care Staff

» Activity List Treatment Staff |:|3 Intake Staff :D
Episode List Case Status [l Clients [-] Number Type |:E|

» System Adminisiration QOther Number

Include Only Active Consents

Client List (Export) Add Client

| Actions  Unique Client # Full Name DOB SSN Gender

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

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

A Important : When adding new clients to the system, review the Client Profile fields for accuracy before saving
the screen. Once the Client Profile screenis saved, a Unique Client Number (UCN) is created based on the data
provided. |1tds important to enter client information

Table 2-1: Client Profile fields

Field Description

First Name Type the clientds current
Middle Name (Optional)

Last Name Type the clientds current
Mother's Maiden Name (Optional)

Suffix (Optional)

Gender Select the cl i e ndtof-dowmlistn d e r
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Field Descripti
DOB Enter the clientds date of
SSN Type the clientds Social ¢

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)

Treatment Provider, New Facility &

Home Page
b Agency
» Group List
Clinical Dashboard

~ Client List

Alternaie Names
Addtional Information
Coniact Info

Collateral Contacts
Other Numbers

History

Client Group Enroliment
Authorization
Employment

Allergies

[ Generate Report | ® Snapshot

First Name

Provider Client 1D
Middle Name
Unique Client Number
Last Name
State Client 1D

Mother's Maiden Name

Record Created By
Suffis
Last Updated By

Created Date

DoB
=] Last Updated Date
ssh

B Lisrse [

Has paper file |Ys

Linked Consents ’7

Actions ‘

Non-Episode Contact
» Activity List
Episode List
» System Administration

Reports

Support Ticket

=3 £ B3 O

Alternate Names Add

Actions Last Name Middle Name Client Alias Type B

Addresses

Figure 2-3: Client Profile screen

4. Click Save.

Confidential

5. Click theright -arrow to move to the Alternate Names screen
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Alternate Names

The clientds nickname orontissceent name may be entered

0 Tip:Al ternative names can also be used to search for th
screen, type the clientds alternative name in the Fir

1. On the Alternate Names screen, clickAdd Alternate Name , and the bottom half of the screen becomes editable.

Alternate Names
Actions Last Name First Name Middle Name Client Alias Type

Add Alternate Name

First Name Middle Name

Last Name Client Alias Type

£ £3 B3 © O

2. Complete at least the First Name field.

Alternate Names
Actions Last Name First Name Middle Name Client Alias Type

Add Alternate Name

First Mame Johnny Middle Name

Last Name Client Alias Type v

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

4. From the Alternate Names screen, click theright -arrow button to open the Additional Information screen.
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\Additional |nf0rmati0n ‘ - Commented [AJ1]: Standard SOR displays the

Veteran Status f i el d as | ight yel
1. Onthe Additional Information  screen, completethe light -yellow fields. It s sy o,

Table 2-2: Additional Information screen

Field Description

NOTE: Select appropriate screen capture and delete the
other version(s) of this screen.

Ethnicity Select from the drop-down list.
Selected Races Select one or more races.
Veteran Status Select from the drop-down list.

Additional Information LCommented [AJ2]: Standard SOR screen capture. J

Ethnicity | [+]

Races Selected Races
Alaska Native -
American Indian

Asian

Black or African American

Native Hawaiian or Other Pacific Islander -

EIE

Special Needs Selected Special Needs
None -
No Response

Developmentally Disabled

Major Difficulty in Ambulating or Nonambulation -

EIE]

General Client

Comments
Y s
Sexual Orientation ‘ | v |
Religious ‘ | . | |
Preference
English Fluency ‘ | v |
Lzrr?;igzg | v | Veteran Status| ‘ v |
Interpreter Needad ‘ | v | Citizenship| | v |

EXEIEI OO0

Figure 2-4: Standard SOR screen
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Additional Information

Ethnicity ‘Nm Hispanic or Latino

Races

Alaska Native

American Indian

Black or African American

Native Hawaiian or Other Pacific Islander
Unknown

Special Needs

Ne Response

Developmentally Disabled

Majer Difficulty in Ambulating or Nenambulation
Moderate To Severe Medical Problems

General Client
Comments

! w

Sexual Orientation |Not Collected
Religious Preference |Cao Dai

English Fluency |Moderate

Preferred Language (Mandarin

Interpreter Needed |No

Selected Races
Asian
Other Race

Selected Special Needs
Nene

Veteran Status |Not Collected ‘ v |

Citizenship x

X E7 2 © O

2. When complete, click Save, then click the right -arrow button to open the Contact Info screen.

8 | Client Setup
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Contact Info

o Tip: Enter the clientds contact informatioups.on this sc

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

2. To enter an address, clickAdd Address . This will open the Address Information screen.

Contact Info

Home Phone # Preferred Method of .
Contact

Work Phone #
Mobile #
Other Phone #
Fax #

Email Address

Addresses Add Address

Actions Address Type Address Confidential Created Updated

Em £33 0 O

Figure 2-5: Contact Info screen

3. Ent er t hAgdresd Type, Addréss line 1, City, State,and Zip Code.

Address Information

Address Type v Confidential |[No |
Address Line 1
Address Line 2
County v
City State - Zip

Figure 2-6: Address Information screen

4. When complete, click Finish, and the clientds address information will show up on the Contact I nf
enter several addresses for a client. If a client has a new address, update théddress Typeof the current address
r e c o r Rrevibugj theen create a new address.

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

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

1. Onthe Collateral Contacts screen, click theAdd Contact link.

Collateral Contacts

Actions  First Name

First Name
Last Name
Relation
Custodian
Gender

Date of Birth
Home Phene
Work Phone
Mobile

Fax

Other

Legal Guardian
Active Date

Inactive Date

Last Name

Relation

SSN

Phone Numbers Can Contact?
Address 1
Address 2
City State Zip
Email

Can Contact

Consent On
File
Notes

Created

Last Update

EX E3 63 0 O

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

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

Table 2-3: Collateral Contact required fields

Field Description

First Name Type the contactds first n

Last Name Type the contactds | ast na

Relation Select the coll ateral cont
the drop -down menu.

Address, City, State Type the contactds address

Can Contact Select Yes or No.

Consent On File Select Yes or No.

10 | Client Setup
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Collateral Contacts

Actions First Name Last Name

Phone Numbers Can Contact?

Add Contact

First Name

Address 1
Last Name Address 2
Relation o City State v | Zip
Gender ) Email
Home Phone Can Contact v
Work Phone Consent On File |No v
Mobile Notes
Fax
Other
Legal Guardian v £
Active Date 713112017 = Freaie
Inactive Date =) Last Update

Figure 2-8: Add Collateral Contacts screen
3. When complete, click Finish. The collateral contact name(s) will be displayed in the list section of the screen.

4. From the Collateral Contacts screen, click theright -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.

1. Onthe Other Numbers screen, click theAdd Other Number link. The bottom half of the screen now becomes
editable.

2. Fillin information such as, Number Type, Number, Relation, and Addressof the contact.

Other Numbers

Actions Number Type

E

End Contact Name Status

Add Other Number

Mumber Type v
Humber
Start Date 11/26/2014 £
End Date i
Status | Active v

Contact v
Comments

Figure 2-9: Other Numbers screen

3. The Contact dropdown box will display the names of any saved Collateral Contactsfrom the previous screen. If the
name of the Collateral Contact is not present, click on the Collateral Contacts screento add a new record.

Add Other Number

Number Type v
Number
Start Date 12/11/2014 £
End Date =
Status|Active | »

Contact .

Comments

—
2

Smith, Jane

Figure 2-10: Other Numbers screen, saved collateral contact
4. When complete, click Finish. The names now show up in the table on top of the screen.

5. 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 clientds record.

t

st

s the date, the staff

& Mouse, Minnie | M20007030036580 o

Home Page

» Agency Date Changed System Account
sl 10/1272017 12:19 PM Jones, Ashiey
1011272017 12:19 PM Jones, Ashley
v Slalle TIT2017 9:36 AM Saul, Michele
~ Client Profile TIT201T 9:35 AM Saul, Michele
Aliernate Names TITi2017 9:37 AM Saul, Michele
Additional Information TIT2017 8:33 AM Saul, Michele
Contact Info TIT2017 8:33 AM Saul, Michele

Collateral Contacts TIBZ01T 3:01 PM dataentry, michele

Offer Numbers 7162017 2:43 PM dalaentry, michele

7162017 2:42 PM dataentry, michele

7162017 2:39 PM dataentry, michele

Linked Consents 7162017 2:38 PM dataentry, michele

Nor-Episode Contact TIB201T 2:35 PM dataentry, michele

D G LT 7182017 2:38 PM dataentry, michele

Episode List 7162017 2:37 PM dataentry, michele

» System Administration 7162017 2:37 PM dataentry, michele

TIBZ01T 2:37 PM dataentry, michele

TIB2017 2:36 PM dataentry, michele

7162017 2:36 PM dataentry, michele

7162017 2:36 PM dataentry, michele

7162017 2:36 PM dataentry, michele

TIBZ01T 2:35 PM dataentry, michele

7162017 2:35 PM dataentry, michele

TIBZ01T 2:35 PM dataentry, michele

Description of Chans

‘@ Snapshot

Accessed Client Profile Screen
Accessed Client Record: "Mouse, Minnie, Client ID- M20007030036580"
Discharge was added.

Aecessed Discharge Screen for Case: 1

Glient Program Enrolment was changed

Accessed Admission Screen for Case: 1

Accessed Client Record: "Mouse, Minnie, Client ID- M20007030036580"
Accessed Client Profile Screen

Glient Program Enrolment was added

Outcome Measure was changed

Glient Diagnosis was changed

Accessed Outcome Measures - Client Diagnosis for Case 1

Ouicome Measure was added

Outgome Measure was added

Accessed Outcome Measures - Client Status for Gase: 1

Accessed Outcome Measures for Case: 1

Admission was added

Aecessed Admission Screen for Case: 1

Glient Intaks Record was created

Accessed Intake Screen

Address 'PO BOX 678 added

Veteran Siatus changed from " fo ‘Mo
Ethnicity changed from * to 'Not of Hispanic Origin
Race ‘Black or African American’ added

Accessed Client Record: "Mouse, Minnie, Client ID- M20007030036580"

Client Mouse, Minnie’ added.

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 inf oCliemeswithon to your agency, a row will be di
Consents from Outside Agencies 6 s e c t i Glient ldst sctedn.eAlways look at the linked consents first to make sure
you dono6t 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 manualy 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.
@ Snapshot
L) Agency Administrative Agency Facility =
Clinical Dashboard First Name Last Name
~ Client List SSN DOB
» Client Profile PAWITS Training Client Id
Linked Consents Unigue Client Number Provider Client 1D
Non-Episode Gontact Treatment Staff v | Primary Care Staff
» Activity List Case Status |All Clients v Intake Staff v
Episode List Other Number Number Type v
» System Administration Include Only Active Consents | Yes | »
| Actions | Unique Client £ | Full Name |pos |ssM | Gender -
l 200006018756780 2, Deeksha Test 6171987 213-12-5678 Female
, A23608019956780 Asteraceas, Zinnia 8171999 012-34-5678 Female
, B00003078465380 Bee, New 9711984 852-31-6598 Male
, BB0007108274330 Bery, Blue 711001982 090-44-7483 Male
, BE0007 107298760 Bery, Straw TH0M9T2 173-84-9876 Male
, BO00007020355550 Boy, Teen 7121972 123-12-5555 Male
Clients with Consents from Outside Agencies
Actions Agency Unique Client # Client Name DOB SSN Gender
5 CREENSRIAR TREATUENT CENTER Fe2ws135722220 Forrest, Booy sianesr iz mae
For example:
A client named O0Bobbydé is referred into your agency from an outside agency. Your age.!
named ORoberto. The Linked Consents screen allows you to compare the New/ Referred CI
Existing ClientInformation (Robert). Using this screen, you can tell that Robert and Bobby are the same person and these
two profiles can be |inked together so the same client wondt have two different cli el
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Link to Consented Client

1. Onthe left menu, click Client List and then click Go.

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

Home Page Client Search

» Agency e [
Clinical Dashboard First Name Last Name
v Client List SSN DOB
» Client Profile BAWITS Training Client g
Linked Consents Uniaue Giient Humber Provider Ciient 1D

Non-Episode Contact Treatment Staff + | Primary Care staff
» Activity List Case Status [Al Clients - Intake Staff -
Episode List Other Number Number Type I:'zl

» System Administration Include Only Active Consent
Clear

/Add Client
‘Mﬁnﬂ: ‘ Unique Client # ‘Fnll Name DoB SSN ‘M -
& 0000601575750 2, Desksha Test 611887 213125675 Female
& Aas0e0isessa0 Asteraceae, Zinnia s1/1338 012345678 Female
4 Bo0u0ecTasss0 Bee, New oTr1sss 352316588 Male
P Berry. Blue 701852 090447453 Male
& 0007107236760 Berry, Straw 710872 173849876 Male
& B00007020355550 Boy. Teen 721872 12312:5555 Male

121112222 Male

Remove

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

3. ThelLink Client Search screen will appear and the Consented Client information is displayed as readonly fields.

@ Snapshot

Home Page Link to Consented Client

» Agency

Full Name Forrest, Bobby DOB 81311987

Clinical Dashboard Client Number F62308138722220 SSN 121-11-2222

Link Client Search

v Client List

» Client Profile

Agency Administrative Agency Facility "
Linked Consents First Name Last Name
Non-Episode Contact SEN DoB
» Activity List Unigue Client Number Provider Client ID
Episode List Ofher Number Number Type "
}» System Administration
Clear Cancel Go
Actions Unique Client # Full Name D08 SSN Genaer

Figure 2-13: Link Client Search sceen

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

clientds information into Figlve2-14iesags< ht Hd eCarss e Mtheed e&laimprited s nUni que Client
Number in the search field.

STATE OPIOID RESPOESOR) GRANT FEI Systems Linked Consents| 15



@ Snapshot

Home Page Link to Consented Client

» Agency

Full Name Forrest, Bobby DOB 8/13/1987
Clinical Dashboard Client Number F62308136722220 SSN 121112222
— i Link Client Search
» Client Profile Agency Adminisirative Agency Facility .
Linked Consents First Name Last Hame
Non-Episode Contact SSN DOB
» Activity List Unigue Client Number [F62308138722220 Provider Client ID
Episode List Other Number Number Type v
» System Administration
]
| Actions_Unique Client # Full Name. DoB. sSN Gender

Figure 2-14: Link Client Search screen, search by Unique Client Number

5. 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

6. 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

7. ClickYes.
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