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Preface

The WITS System is a web-based application system specifically designed for organizations to manage their TEDS and
Block grant data collections effectively. Capable of creating and managing contracts and funds. WITS also includes core
clinical features essential to managing substance abuse services and treatment case management.

Intended Audience

This user guide has been prepared for clinical users. Topics covered include client setup, admission process, and other
clinical functionality.

System Requirements

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

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.
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Part 1. Customer Specific Information

This section is designed to include customer specific information for this particular user guide

Examples of customer specific information includes:

= Business rules

= Specific terminology

= Workflow diagrams and explanation

MS WITS Provider User Workflow

Make sure
dient has a
finalized OM

{within 14

days of PE)to

enroll them in
aTEDS
program

Search for
client first; if
no record is
found create
new client
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Part 2: Client Setup

Search for a Client

@ Where: First Section > Second Section > Destination Screen

Before creating a new client record, search for your client to make sure the client is not already in WITS.
1. To view clients within your agency, click on the Client List menu item. A blank Client List screen will appear.

2. Use the fields in the ClientSearch section to narrow your results.

NOTE o 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 “*". This is called a wild
card search. For instance, if you search for Last Name of "Smit*”, the search results will display people with
the last name of “Smith”, "Smitty”, “Smithson”, etc.

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

Home Page Client Search
» Agency
Agency ATR4 Coordinator Agency Facility ‘ ‘ v |
+ Client List
- First Name Last Mame
» Client Profile
Linked Consents = oos
» ACtiVi‘I'y List Massachusetts Training C\ielrljt
EplSOde L= Unigue Client Number Provider Client 1D
» System Administration
Treatven Staft | [=] Primary Care Staff
» My Settings
CaseStatus | Clients with ATR4 Cases =] Intzke Staff | [+]
Reports
5 Other Number MNumber Type ‘ ‘ v |
Support Ticket
Include Only Active Consents H
Client List (Export) Add Client
| Actions | unique Cient = Full Name ‘Do 55N | Gender
, P402930ED339433 Abare, Donald 171966 001-27-0007 Male

P902188RG381433 Doe, John 6i7/1988 564-78-5555 Male

Profile | Activity List | Linked Consents

Clients with Consents from Outside Agencies

Actions Agency Unigue Client # Client Name DOB SSN Gender

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 clicking on the Profile link
under the Actions column. If you do not find your client, you can create a new client record.
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Client Search Tips
Client Name or Numlber

Use a client’'s 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 “Jon”: Jon*

Client Search

Agency Administrative Facility v
First Name Last Name Jon® h
55N DOB

= Search by the last 4 digits of a client's SSN: *1123

Client Search

Agency Administrative Facility 4

First Hame Last Mame

s8N "1123 h 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 a less than sign (<).

Examples:

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

Client Search

Agency Administrative Facility v

First Hame Last Name

S5 DOB 1/1/1990:12/31/1 h

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

@ Where: Client List > Client Profile

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

To add a new client to the system, follow the steps below.
1. On the left menu, click Client List.

2. On the Client List screen, click Add Client.

wirs STANDARD WITS | Treatment Provider, New Facility # Jones, AST:;o:t
e 18.18.0
@ Snapshot
D Rey agency Treatment Provider Facilty ‘ | - |
» Group List First Name Last Name
Clinical Dashboard SSN DOB
+ Client List STANDARD WITS Client Id
» Client Profile Unique Client Number Provider Client ID
(T s Treament Siaft | | + |Primary care star
Non-Episode Contact Case Status |AII Clients | v | Intake Staﬁ‘ | v |
» Activily List Other Mumber MNumber Type ‘ | v |
Episode List Include Only Active Consents

» System Administration

Reports

Client List (Export) Add Client

Support Ticket
| Actions | unique Client # Eull Name

g
[t
2
=
‘h
fu
&l
=3
5

Figure 2-2: Client Search/List screen; Add Client link
3. On the Client Profile screen, enter the required client information. See the table below for information on eachfield.
H 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.

It's 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 client’s current first name.
Middle Name (Optional)
Last Name Type the client’s current last name.
Mother's Maiden Name (Optional)
Suffix (Optional)
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Field Description

Gender Select the client's gender from the drop-down list.
DOB Enter the client’s date of birth.
SSN Type the client’s 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)

Treatment Provider, New Facility #

Jones, Ashley =
Logout

Home Page
» Agency
» Group List
Clinical Dashboard

~ Client List

Alternate Names
Additional Information
Contact Info
Collateral Contacts
Other Numbers
History
Client Group Enroliment
Authorization
Employment
Allergies

Linked Consents

Non-Episode Contact
» Activity List
Episode List

» System Administration

Reports

Support Ticket

Mgther's Maiden Name

Has paper file

[Z) Generate Report | @ Snapshot

Provider Client |D
Unigue Client Mumber
State Client 1D
Record Created By
Last Updated By
Cresated Date

Last Updated Date

[ Tad

|— Administrative Actions

Actions Last Name

Middle Name Client Alias Type =

Figure 2-3: Client Profile screen

4. Review the profile fields for accuracy and then click Save.

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

The client’s nickname may be entered on this screen.

I Tip: Alternative names can also be used to search for the client's profile in the future. On the Client Search
screen, type the client’s alternative name in the First Name and/or Last Name fields.

1. On the Alternate Names screen, click Add 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 Mame Client Alias Type

EIEI 00
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 Mame Client Alias Type '
Cancel Finish

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

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

I} Note: The light-yellow fields are required for TEDS.

1. Onthe Additional Information screen, complete at least the light-yellow fields, as these are required for TEDS
reporting and must be completed before creating an Intake.
Table 2-2: Additional Information screen — Required Fields for TEDS Reporting
Field Description
Ethnicity Select from the drop-down list.
Selected Races Select one or more races.
Veteran Status Select from the drop-down list.
Additional Information
Ethnicity |Not Hispanic or Latino | v |
Races Selected Races
Alaska Native - Asian -
American Indian Other Race
Black or Afican American
Mative Hawaiian or Other Pacific Islander
Unknown i, < -
Special Needs Selected Special Nesds
No Response - None -
Developmentally Disabled
Major Difficulty in Ambulating or Nonambulation
Mederate To Severe Medical Problems - -
General Client
Comments
4
Sexual Crientation |Not Collected | v |
Religious Preference |CaD Dai | v |
English Fluency |Moderate | v |
Preferred Language |Mandann | v | Weteran Status |Not Collected | v |
Interpreter Needed |No | v | Citizenship | | v |
EIEIO0O0
Figure 2-4: Client Profile, Additional Information screen
2.

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

MS-WITS END USER CLINICAL | FEI Systems Create Client Profile | 7



Contact Info (Required)
Mississippi Requirement: Add Client's Address

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

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

Contact Info

Home Phone # Preferred Method of Contact r
Work Phone #
Mobile #
Other Phone #
Fax #

Email Address

Addresses Add Address

Actions Address Type Address Confidential Created Updated

=1 B3 O ©

3. Enter the client's Address Type, Address line 1, City, State, and Zip Code.

Address Information

Address Type v Confidential Mo -

Contact Info screen

Address Line 1
Address Line 2
City State | MA | » Zip

Address Information screen

4.  When complete, click Finish, and the client’s 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 “Previous”, then create a new address.

5. From the Contact Info screen, click the right-arrow button to open the Collateral Contacts screen.
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Collateral Contacts
1. On the Collateral Contacts screen, note the fields below are grey, and click the Add Contact link.

Table 2-3: Caption for Sample Table

T T

First Name Type the contact's first name.

Last Name Type the contact's last name.

Relation Select the collateral contact's relation to the client from
the drop-down menu.

Address, City, State Type the contact's address information

Can Contact Select Yes or No.

Consent On File Select Yes or No.

Coliateral Contacts

Actions | First Name Last Name Relation

Add Contact
First Name Address 1
Last Name Address T
Relation v City State * | Zip
Gender . Email
Home Phone Can Contact ]
Work Phone Consent On File |NO v
Mabile Motes
Fax
Other
Legal Guardian v £
Active Date 7/31/2017 e Created
Inactive Date m Last Update

Figure 2-5: Add Collateral Contacts screen

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

3. 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. This section is
OPTIONAL and does not need to be completed for the profile to be considered complete.

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

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

Other Numbers

Actions Number Type # Start End Contact Name Status

Add Other Number

Number Type v
Number
Start Date 11/26/2014 &3
End Date =

Status | Active v

Contact L 4

Comments

Figure 2-6: Other Numbers screen

3. 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.

Add Other Number

Mumber Type d
MNumber
Start Date 12/11/2014 B
End Date =
Status | Active v

Contact &

Comments | I Q

Smith, Jane

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 client’s record. It lists the date, the staff person, and a description of the access or change.

& Mouse, Minnie | M20007030036580 o

Home Page

» Agency

10/122017 12:19 PM
10/1212017 12:19 PM

Clinical Dashboard

pecieniss 71712017 9:38 AM
~ Client Profile 7/712017 9:38 AM
Alternate Names 71712017 9:37 AM
Additional Informati 7/7/2017 8:33 AM
Contact Info 71712017 8:33 AM
Collateral Contacts ZIB2DTEGHEM
Other Numbers B0 ZATE
762017 2:42 PM
7/6/2017 2:39 PM

Linked Consents
) 7/612017 2:33 PM
Non-Episode Contact By
» Activity List 7/6/2017 2:38 PM
Episode List 7/612017 2:37 PM
» System Administrati 7/612017 2:37 PM
7162017 2:37 PM
7/6/2017 2:36 PM
7/6/2017 2:36 PM
7/612017 2:36 PM

71612017 2:36 PM
71612017 2:35 PM

71612017 2:35 PM
7/612017 2:35 PM

Client History (Export)

Jones, Ashley

Jones, Ashley

Saul, Michele

Saul, Michele

Saul, Michele

Saul, Michele

Saul, Michele

dataentry, michele
dataentry, michele
dataentry, michele
dataentry, michele
dataentry, michele
dataentry, michele
dataentry, michele
dataentry, michele
dataentry, michele
dataentry, michele
dataentry, michele
dataentry, michele
dataentry, michele
dataentry, michele

dataentry, michele

dataentry, michele

dataentry, michele

Accessed Client Profile Screen

@ Snapshot

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

Accessed Discharge Screen for Case: 1

Client Program Enroliment was changed.

Accessed Admission Screen for Case: 1

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

Client Program Enroliment was added

Outcome Measure was changed.

Client Diagnosis was changed.

Accessed Outcome Measures - Client Diagnosis for Case: 1

Outcome Measure was added.

Outcome Measure was added.

Accessed Outcome Measures - Client Status for Case: 1

Accessed Outcome Measures for Case: 1

Admission was added.

Accessed Admission Screen for Case: 1

Client Intake Record was created.

Accessed Intake Screen

Address 'PO BOX 678 added.

Veteran Status changed from " to ‘No"

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 2-7: Client History screen

MS-WITS END USER CLINICAL | FEI Systems

Create Client Profile | 11



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 “Clients with

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

you don't 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.
@ Snapshot
oo
L s agency Administrative Agency Facilty -
Clinical Dashboard First Name Last Name
 Client List SSN DOB
» Client Profile PA-WITS Training Client Id
Linked Consents Unique Client Number Provider Client ID
Non-Episode Contact Treatment Staff + | Primary Cars 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 | =

Client List (Export) Add Client

| Actions | Uniaue Client # Full Name | DoB | 55N | Gender B
4 Z00001ETSETSD 2, Deeksha Test 61171987 213-12-5678 Female
’ A23608019956780 Asteraceae, Zinnia 8/1/1999 012-34-5678 Female
& BU000807E485030 Bes, New 9711984 352-31-6598 Male
4 EB00TI0627430 Berry, Blue 711011982 090-44.7483 Male
4 EB0007107295760 Berry, Straw 71101972 173-84-9876 Male
& | BU0007020355550 Boy. Teen 71211972 123-12-5555 Male

Clients with Consents from Outside Agencies

Actions  Agency Unigue Client # Client Name DOB SSN Gender
, GREENBRIAR TREATMENT CENTER F62308138722220 Forrest, Bobby 81131987 121-11-2222 Male

For example:

A client named “Bobby" is referred into your agency from an outside agency. Your agency already has a record for a client
named “Robert”. 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 won't have two different client profiles within the same agency.

12 | Client Setup
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Link to Consented Client

1. On the left menu, click Client List and then click Go.

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

Home Page

» Agency

Clinical Dashboard
« Client List
» Client Profile
Linked Consents
Non-Episode Contact
» Activity List
Episode List

» Systemn Administrafion

ﬁ GREEMNBRIAR TREATMENT CENTER

Client Search

Agency Administrative Agency Facility | - ‘
First Name Lasi Hame
SEN DoB

PA-WITS Training Client Id

Unigue Client Number Provider Client ID

Treatment Staff | | + | Primary Care stafr

Case Stafus |AII Clients | v |

Intake Staf | [

Other Mumber Mumber Type ‘ | v ‘

Client List (Export) Add Client

Include Only Active Consents

| Actions  Unique Ciient = | Full Name 'Dos | ssn  Gender -
& 200006015756780 2, Deeksha Test 6171387 213-12-5678 Female
f A23608019956780 Asteraceae, Zinnia 8/1/1999 012-34-5675 Female
4 BO0008078465950 Bee, New 71984 852-31-6598 Male
& BE0007108274330 Berry, Blue 711011982 090447483 Male
& | BE000T107298760 Berry, Straw 71001972 173-34-9376 Male
4 BU000T020355550 Boy, Teen 7121972 123-12-5555 Male

Clients with Consenis from Ouiside Agencies

Unique Client #

Client Name DOB SSN Gender
Forrest, Bobby 8131987 121-11-2222 Male

F62308138722220

List | Link | Remove

Figure 2-8: Client List screen, Clients with Consents from Outside Agencies section, Link action item

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

Home Page
» Agency

Clinical Dashboard
v Client List

» Client Profile
Linked Consents

Non-Episode Contact
» Activity List
Episode List

» System Administration

@ Snapshot

Link to Consented Client

Full Name Forrest, Bobby
Client Number F62308138722220

Link Client Search

DOB 8/13/1987
SSN  121-11-2222

Agency Administrative Agency Facility v
First Name Last Name
SSN DoB

Unique Client Number Provider Client ID

Other Number Number Type

| Actions Unique Client #  Full Name ‘pos SSN  Gender

Figure 2-9: Link Client Search screen
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4. Use the search fields to find a client with similar information. It is helpful to copy and paste some of the consented
client's information into the search fields. The example in Figure 2-10 uses the Consented Client’s Unique Client
Number in the search field.

@ Snapshot
Home Page Link to Consented Client
PRGOSICY, FullName  Forest, Bobby DOB 8/13/1987
Clinical Dashboard Client Number F62308138722220 SSN 121-11-2222
~ Client List Link Client Search
» Client Profile Agency Administrative Agency Facility v
Linked Consents First Name Last Name
Non-Episode Contact SSN DOB
» Activity List Unique Client Number :F62308138722220 Provider Client ID
Episode List Other Number Number Type [ |
» System Administration
:
| Actions  Unique Client # Full Name DOB (SSN  Gender

Figure 2-10: 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.

@ Snapshot
Home Page Link to Consented Client
» Age
Agency FullName  Fomest, Bobby DOB 8131987
Clinical Dashboard Client Number F62308138722220 SSN  121-11-2222
P Link Client Search
» Client Profile Agency Administrative Agency Faclllly| ‘ v ‘
Linked Consents First Name Last Name
Non-Episode Contact 2an DOB
» Activity List Unique Client Number F62308138722220 Provider Client ID
Eplsode List Other Number Number Type | ‘ v ‘
» Systemn Administration
| Actions Unique Client # Full Name DoB L] | Gender
& Fereenierazn Forrest, Robert 8i13/1987 121-11-2222 Male

Figure 2-11: 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.
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@ Snapshot

Home Page Link to Consented Client
» Agency Full Name Forrest, Bobby DOB 81311987
Clinical Dashboard Client Number F62303138722220 SSN 121112222
5 . nt
w Client List
» Client Profile Agency Administrative Agency Facihly| ‘ v |
Linked Consents First Name Last Name
Non-Episode Contact SSH DOB
» Activity List Unique Glient Number FB2308138722220 Provider Glient ID
Episode List Other Number Number Type | [+]
» System Administration
i
Actions Unique Client # Full Name DOB ssN | Gender
n F62308138722220 Forrest, Robert 8131987 121-11-2222 Male

Figure 2-12: Link Client Search screen, Link Consent record

7. Click Yes.

@ Snapshot

Home Page . . .
g Are you sure you want to link current consented client Forrest, Bobby's consent to client Forrest, Robert?
» Agency

: o L]
Clinical Dashboard

w Client List
» Client Profile
Linked Consents
Non-Episode Contact
» Activity List
Episode List

» System Administration

Figure 2-13: Are you sure you want to link current consented client to the consent client

8. The client’s Linked Consent screen will now display the consent record from the other agency.

& Forrest, Robert | F62308138722220 [x} @ Snapshot

Home Page Linked Client Consents in Other Agencies

» Agen |
gency Consenting Agency 7]

Clinical Dashboard
:
w Client List

Linked Consent List Add Link

» Client Profile
Linked Consents Actions Agency. | ClientNsme  UniqueClient# DOB |SSN |MinAct.Date  Max Act. Date
Non-Episode Contact ’ GREENBRIAR TREATMENT CENTER Forrest, Bobby F62308138722220 8/13/1987 121-11-2222 7132017 7132017

» Activity List
Episode List

» System Administration

Figure 2-14: Linked Consents screen
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Non-Episode Contact

@ Where: Client List > Non-Episode Contact

The Non-Episode Contact screen provides a place within the client’s record to document something that happens outside
or unrelated to the client’s episode of care. Once the client’s profile information is entered, a Non-Episode Contact record
can be created.

1

2.

On the left menu, click Client List and search for a client.
Hover over the Actions column, and click Profile.
On the left menu, click Non-Episode Contact.

Click the Add New Non-Episode Contact Record link.

& Asteraceae, Zinnia | A23608019956780 o @& Snapshot

Home Page Non-Episode Contact List Add New Non-Episode Contact Record

» Agency i Contacted By Contact Type Severity Ratin

Clinical Dashboard
~ Client List

» Client Profile
Linked Consents

» Activity List
Episode List

» System Administration

Figure 2-15: Non-Episode Contact List

Complete the fields on the Non-Episode Contact Note screen. See the table below for information on each field.

Table 2-4: Non-Episode Contact Note fields

T T

Contact Date
Start Time
End Time

Duration

Contacted By
Contact Reason
If Other, Specify

Location

Contact Type

Referral

Referring Agency
Referred By - First Name
Referred By - Last Name

16 | Client Setup

Enter the date when the client contacted.
Enter the start time including AM or PM.
Enter the end time including AM or PM.

The duration fields will auto calculate based on the Start
Time and End Time fields.

Defaults to the staff member name currently signed in.
Select from the drop-down list.

Read-only field unless “Other” is selected in the Contact
Reason field.

Select from the drop-down list.
Select from the drop-down list.
(Optional) Select “Formal”, “Informal”, or “None".
(Optional)
(Optional)
(Optional)

MS-WITS END USER CLINICAL | FEI Systems



_ Fee . Decipton |

Referred By - Phone (Optional)

Severity Rating (Optional)

Created Date Read-only field displaying the date and time the Non-
Episode Contact Note was created.

Signed Notes Read-only field.

Unsigned Notes Type notes about the event.

Outcome (Optional) Select from the drop-down list.

Reason for ineligibility (Optional)

Follow-Up Steps Selected Select one or more options.

Note: These values are controlled by the “Followup
Step” code table.

& Asteraceae, Zinnia | A23608019956780 (] @ Snapshot
RIAIENCY Contact Date 6/3/2017 4 Contact Reason |Crisis >
Clinical Dashboard Start Time 1:30 AM  End Time 1:45 AM If Other, Specify
w Client List Duration 15 [Minutes \: Location |Other ‘ |
» Client Profile Contacted By |Jones, Ashiey; Case Manager | Contact Type |Phone 1 |
Linked Consents Referral | Lx
Referring Agency Severity Rating [
» Activity List Referred By - First Name Created Date 7/6/2017 5:01 PM
Episode List Referred By - Last Name
» System Administration Referred By - Phone
Signed Notes

7
Zinnia called our crisis hotline in distress over school and family. She noted this was her first time
calling a crisis hotline and has not sought out counseling services in the past. After gathering

Unsigned Notes 'SOme basic information and searching through the client list in WITS, | created a new client
profile for Zinnia. | recommended she speak with a case manager and she agreed to stay on the

phone with our case manager to complete an ASAM screening assessment 7

Sign Note

Outcome | Proceed to screening .

Reason for Ineligibility
Follow-Up

Follow-Up Steps Follow-Up Steps Selected

Alcohol treatment - None -
Clinic -

Drug treatment

Mental health treatment v v

Em £ B

Figure 2-16: Non-Episode Contact Note Profile screen

6. Click Save and then click Sign Note.
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7.

Non-Episode Contact Noie

Referning Agency
Referred By - First Name
Referred By - Last Name

Referred By - Phone
Signed Notes

Unsigned Notes

Contact Date 6/3/2017
Start Time 1:30 AM

Duration 15

&

End Time 1:45 AM

Minutes

Contacted By ’Jones| Ashley; Case Manager \ v |

Referral ’

| v

Zinnia called our crisis hotline in distress over school and family. She noted this was her first time
calling a crisis hotline and has not sought out counseling services in the past. After gathering
some basic information and searching through the client list in WITS, | created a new client
profile for Zinnia. | recommended she speak with a case manager and she agreed to stay on the
phone with our case manager fo complete an ASAM screening assessment.

Outcome ‘Proceed to screening

<

Contact Reason 'Crisis | v ‘

If Other, Specify

Location |Other \v ‘
Contact Type [Phone \ v ‘
Severity Rating \ u

Created Date 7/6/2017 5:01 PM

4

s

—l

Figure 2-17: Sign Note

The signed note will now be displayed in the read-only field. Click Finish.

& Asteraceae, Zinnia | A23608019956780 o

Home Page
» Agency

Clinical Dashboard
~ Client List

» Client Profile
Linked Consenis

» Activity List
Episode List

» System Administration

Non-Episode C

Contact Date
Start Time

Duration

Contacted By |Jones, Ashley; Case Manager v

Referral

Referring Agency
Referred By - First Name
Referred By - Last Name
Referred By - Phone
Signed Notes

Unsigned Notes

Outcome

Reason for Ineligibility
Follow-Up

Follow-Up Steps

Alcohol treatment
Clinic

Drug treatment

Mental health treatment

ote
632017 (8
1:30 AM
15 [Minutes | ~ |

Signed by Jones, Ashley, 7/6/2017 5:24:57 PM:

Zinnia called our crisis hotline in distress over school and family. She noted this was her
first time calling a crisis hotline and has not sought out counsefing services in the past. After
gathering some basic information and searching through the client fist in WITS, | created 3 new
client profile for Zinnia. | recommended she speak with a case manager and she agreed o stay
on the phone with our case manager to complete an ASAM screening assessment

|Proceed to screening

End Time 1:45 AM

@ Snapshot

Contact Reason er‘Isis -

It Other, Specify

Location |Other |»|
Contact Type |Phone | v
b 1
Severity Rating .

Created Date 7/6/2017 5:01 PM

Z

/

Follow-Up Steps Selected

- :
A :
[ooce J sae ] roen |

Figure 2-18: Signed Notes

18 | Client Setup
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Part 3: Client Intake and Program Enrollment
Client Activity List

It is important to understand that data collection in WITS happens within a Client’s Activity List. The Case, or Episode of
Care, is the container that holds all client activities. The beginning and end of a client’s Episode of Care are recorded on the
Intake transaction, where the Intake Date starts the Episode and the Intake Date Closed marks the end of the Episode
(these fields are shown in Figure 3-6: Intake Case Information screen on page 23).

The concept diagram below illustrates how this data collection is structured within the client Activity List. This Activity List is
comprised of three (3) primary nested containers: Episode (e.g., Case, or Intake), Admission, and Program. The double lines
connecting the Program container represent multiple program enrollments, which are allowed within a single Admission. In
the diagram, arrows denote the sequence of progressing through each container.

When an Episode of Care ends for a client, this signifies that the client is no longer receiving services. It's possible for that
client to return at a future date.

Client Activity List

Start of Episode
(aka Start a Case, Start an Intake)

v

Program Enrollment

v

Program DisEnrollment

Discharge

End of Episode
(aka Close Case, Close Intake)

Figure 3-1: Concept Diagram of Data Collection Structure within Client Activity List
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The Client Activity List can serve as a “dashboard’ view for information that has been collected for a given client within an
Episode. Each Activity on the Activity List has a status to help the end user determine if that activity is “Complete” or “In
Progress”. When an activity is "In Progress”, a Details link is available which displays the information needed to complete
the activity.

Certain client activities must be complete before you can proceed to a following activity. Validation rules will guide you
throughout the workflow as you enter new data.

B To access items within the Activity List, a client must be selected first.

& Rose, Daisy | R20006309000120 | 1 (] @ Snapshot
Home Page
» Agency Actions  Activity |ActivityDate | CreatedDate Status
— 4 Client information (Profile) 612312017 /3012017 Completed
Clinical Dashboard
_ _ 'h Intake Transaction 6/23/2017 6/3012017 Completed
v Client List
» Client Profile I Screening Tool 6/23/2017 6/30/2017 Completed
Linked Consents & Admission 613012017 61302017 Completed
Non-Episode Contact
4

Outcome Measures - Client Status (Initial) €/30/2017 ﬁ In Progress (Detsils)

Intake

Screening Tool

» Assessments

Figure 3-2: Client Activity List, Details link

O MS-WITS TRAINING -...  — | X

@ Secure | https://ms-training.witsweb.... &

& Fox, Fig | M0O9020987F | 1

Chent Information (Profile) Progress

» Ethnicity i1s missing.

« Veteran Status is missing.
* Race is empty.

* Address is empty.

Figure 3-3: Details link, list of missing information

ﬂ Some Client Activities do not have a concept of being complete. For those activities, the Status will be listed as
Not Applicable.
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Start New Episode (New Clients)

@ Where: Client List > Activity List > Episode List

In WITS, all items located in a client’s Activity List are based upon an active Episode of Care. In the screen capture below,
note the Activity List in the left menu only displays one item, “Episode List". An episode must be created before accessing
other items in the client’s Activity List.

To start a new episode of care for a client, follow the steps below.
1.  On the left menuy, click Episode List.

2. Click the Start New Episode link.

& Fox, Juniper | F20010120092650 o @ Snapshot

Home Page O Please select a case, or click Start New Episode *®

» Agency
Episode List Start New Episode

Clinical Dashboard

« Client List
» Client Profile
Linked Consents
Non-Episode Contact
» Activity List

» System Administration

Figure 3-4: Episode List screen, Start New Episode link

If the client profile is missing certain information, such as an Address or fields on the Additional Information screen, a
New Episode cannot be created and an error message will appear, as shown in Figure 3-5.

& Fox, Juniper | F20010120092650 Q - @ Snapshot

Home Page © cannot begin an episode of care for the current client until the Client Profile is completed. x

» Agency

Episode List Start New Episode

Clinical Dashboard

w Client List
» Client Profile
Linked Consents
Non-Episode Contact
» Activity List

» System Administration

Figure 3-5: Episode List screen, Error Message

If the client profile is complete, clicking Start New Episode will open the Intake Case Information screen, as shown
in Figure 3-6: Intake Case Information screen.

(Continue to next section)

MS-WITS END USER CLINICAL | FEI Systems Start New Episode (New Clients) | 21



Intake

@ Where: Client List >Activity List > Intake

Once an episode of care has been created (see above section), complete the client’s intake.

1

On the Intake Case Information screen, complete the fields as shown in the table below.

Table 3-1: Intake Case Information Fields

T T S

Intake Facility
Intake Staff
Initial Contact
Case Status

Initial Contact Date

Intake Date

Source of Referral

Referral Contact

Pregnant

Prenatal Treatment

Injection Drug User

Pre-populates with the current facility location.
Pre-populates with the current staff member name.
Select from the drop-down list.

Defaults to "Open Active”.

The date when the Client first reached out for
treatment.

Enter the client's intake date, (which also marks the
beginning of the client’s Episode).

Select from the drop-down list.

(Optional) Select from a list of the client’s collateral
contacts.

Is the client pregnant at the time of admission?
Complete if applicable.

(Optional) Is the client also receiving prenatal
treatment? Select Yes/No if applicable.

Select Yes or No.

Problem Area (Optional)

Presenting Problem (In Client’'s Own Words) (Optional)

Special Initiatives/Populations Selected Select one or more options.

Inter-Agency Service Selected (Optional)

Selected Domains This field will be pre-populated and read-only if there is

only one domain associated with the agency. If the
agency has multiple domains, select the appropriate
domain(s) for the client.

Date Closed The Date Closed field is used to mark the end of the
client’s Episode.

Date Closed

L)
)
I
Q0
C)
C
7
(D
= 3
i
)
0
T
(D
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Intake Case Information

Intake Faciity |Provider » Case# 1
Intake Staff |Jon35, Luna M. v Casze Status |0pen Active | v |

Residence | Intake Date 8/31/2018 g

Source of Referral | Pregnant I:D Due Date
Referral | - | Prenatal Treaiment I:lZI
Contact

Add Collateral Contact HIV Positive

-]
[+
Initial Contact | (v | Inifial Contact Date &
[+
[+

|
Injection Drug User | | - |

Problem Area | | b |

Presenting Problem
{In Client's Cwn Words)

Special Initiative Special Initiative Selected
Acquired Brain Disorders .
Adult with Organic Disorder w/o SED

Adult with Severe and Persistent Mental lliness

Adult with Severe Emotional Disturbance -

'-
4

Inter-Agency Service Inter-Agency Service Selected

Child Protective Services (OCS) - -
Court/Legal Interiace

DCSF

Developmental Disabilities - -
Diomains Selected Domains

" n Substance Abuse -
Date Closad

Cancel Save Finish

Figure 3-6: Intake Case Information screen

3. Click Finish.
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Tx Team (Treatment Team)

@ Where: Client List > Activity List > Treatment Team

Treatment Teams can be created for each client to ensure the appropriate staff have access to each client record.
1. On the left menu, click Client List and search for a client.
2. Hover over the Actions column, and click Activity List.
3. On the left menu, click Tx Team.

Add Team Member

4. Click the Add Team Member link.

Treatment Team

Actions Team Member Name I Primary Care Member? Review Member Role/Relation Start Date End Date
Assign Group Add Team Member
Staff Mame
Start Date End Date
Men Staff Name Motes

Add Collateral Contact

RelefRelation
Review Member

Primary Care Staff

Deny Access to Client
Records

Treatment Sub-Teams Selected Sub-Teams

Recovery - n -
Figure 3-7: Treatment Team screen, Add Team Member link
5. Complete the team member fields. See the table below for information on each field.

Table 3-2: Treatment Team Member fields

T R T

Staff Name Select available agency Staff Members from the drop-
down list.
Non Staff Name This drop-down list includes collateral contacts

previously entered for the client. Select a contact who is
part of the client’s treatment team. If the drop-down list
is missing a contact, click the Add Collateral Contact
link to enter that contact for the client.
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T R T

Role/Relation Select an option from the drop-down list.

Review Member Will the team member review the client's record,
including the treatment plan? Select Yes/No.

Primary Care Staff Is the team member primarily responsible for the
client’s treatment? Select Yes/No.

Deny Access to Client Records Will the client’s records be hidden from this team
member? Select Yes/No. If this is set as "Yes”, then the
selected staff will not be able to see that Client record
in the Agency Client List screen.

Selected Sub-Teams “Recovery” must be selected for this Team Member to
appear on the Recovery Plan.

Start Date Defaults to today’'s date. May need to be updated for
each Tx Team Member.

End Date To remove a member from the treatment team, enter a
date in the End Date field.

Notes (Optional)

Treatment Team

Actions Team Member Name Is Primary Care Member? Review Member Role/Relation Start Date End Date

Assign Group Add Team Member

Staff Name |Jones, Ashley

Start Date 6/30/2017 g End Date =
Mon Staff Name v Motes
Add Collateral Contact
Role/Relation |Case Manager v
Review Member |Yes |«
Primary Care Staff |Yes | =
Deny Access to Client -~
Records e M
Treatment Sub-Teams Selected Sub-Teams

- Recovery -
!
Ea

Figure 3-8: Treatment Team screen, Add New Team Member

6. Click Save. Add additional team members as needed.

7. Click Finish.

See also
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= Update Treatment Team Information on page 29
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Assign Group

ﬂ Treatment Team Groups must be set up by an administrator (or others with necessary permissions). Once
Treatment Team Groups have been created, the group(s) will be available to select in this section.

Note: make sure a client is selected first.
1. On the left menu, under the client’s Activity List, click Tx Team.

2. Click Assign Group.

Treatment Team
Actions Team Member Name 1= Primary Care Member? Review Member Role/Relation Start Date End Date
f Jones, Sarsh A, CCS Mo Yes Case Manager &M0r2017
Assign Group Add Team Member
Staff Name
Start Dats End Date
Mon Staff Name Notes
Add Collateral Contact
Role/Relation
Review Member
Primary Care Staff
Deny Access to Client &
Records
Treatment Sub-Teams Selected Sub-Teams
Recovery - -

Figure 3-9: Treatment Team screen, Assign Group link

3. Inthe Available Groups box, select the appropriate treatment team group(s). Click the top arrow (>) button to move
the selected teams to the Selected Groups box.

Select Groups to Add to Treatment Team

Avsailable Groups Selected Groups
Mental Health Treatment Team - Co-occurring Treatment Team a

‘a :

Figure 3-10: Select Groups to Add to Treatment Team

4. Click Assign.
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5. Staff members who are included in the Selected Groups will then be listed in the client’s Treatment Team.

Treatment Team
Actions Team Member Name s Primary Care Member? Review Member Role/Relation Start Date End Date
f Jones, Sarah A., CCS Mo Yes Case Manager GM0201T
f Jones, Ashlay Mo Mo Team Lead THo0T
f OReilly, Kristyn Mo Mo Counselor 02017
f Amadi, Uche Mo Mo Meurclogist 702017
f Riegel, Amber Mo Mo Psychologist TADROT
Assign Group Add Team Member
Staff Name
Start Date End Date
Mon Staff Name Motes
Add Collateral Contact
Rele/Relation
Review Mamber
Primary Care Staff
Deny Access to Clisnt =
Records
Treatment Sub-Teams Selected Sub-Teams

Recovery a n -

Figure 3-11: Treatment Team with team members added to list

6. When complete, click Finish.

See also

=  Update Treatment Team Information on page 29
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Update Treatment Team Information

To update information for an individual team member, follow the steps below. Note: make sure a client is selected first.

1. On the left menu, under the client’s Activity List, click Tx Team.

2. Locate the desired Treatment Member Name, hover over the Actions column, and then click Review.

Actions  Team Member Name
's Jones, Sarah A, CCS

, Jones, Ashiey

, Riegel. Amber

|Is Primary Care Member? | Review Member  Role/Relation |StartDate End Date
No Yes Case Manager 6/10/2017
No No Team Lead 71102017
No No Counselor 71102017
No No Neurologist 7/1012017
No No Psychologist 711012017

Treatment Team

Figure 3-12: Treatment Team screen, Review Team Member link

3. The Team Member's information will be displayed on screen. Update the fields as needed.

ﬂ To remove a member from the treatment team, enter a date in the End Date field.

Treatment Team

Actions  Team Member Name

f Jones, Sarah A CCS Mo
f Jones, Ashley Mo
f OReilly, Kristyn Mo
y Amadi, Uchs Mo
f Riegel, Amber Mo

Is Primary Care Member?

Review Member RoleiRelation Start Date End Date
Yes Case Manager &10/2017
Mo Team Lead 0017
Ma Counselor 02017
Mo Meurglogist TH0R0MT
Mo Psychologist TH0R0MT

Assign Group Add Team Member

Staff Name |ORGilly, Kristyn

Mon Staff Name |

| - | Start Date DBMO2017 £

[+

End Date =
Motes

Add Collateral Contact

Role/Relation |Counselor

|'|

Review Member
Primary Care Staff
Deny Access to Client -
Records !

Treatment Sub-Teams
Recovery

Selected Sub-Teams

‘a :
‘a :

Figure 3-13: Treatment Team screen, Review and Update Team Member information

4. Click Save. Make additional updates to other team members, otherwise, click Finish.
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ASAM

@ Where: Client List > Activity List > ASAM

Follow the steps below to select a client and add an ASAM assessment. If you've already selected a client, skip to step 3.
1. On the left menu, click Client List and search for a client.

2. Hover over the Actions column, and click Activity List.

3. On the left menu, click ASAM.

4. Click Add ASAM.

wirs MISSiSSippI-WlTS Training Training Provider 1, Provider # Jones, Luniréo; =
> 18370
& Ralts, Kirlia | F810342AR350230 | 1 [x] - @ Snapshot

Home Page

ASAM List Add ASAM

» State Waitlist

» Agency

Clinical Dashboard
v Client List

» Client Profile

Linked Consents
Non-Episode Contact

w Activity List
Intake

Tx Team
» Screening
» Assessments

Profile
» Admission
» Outcome Measures

Figure 3-14: ASAM List screen, Add ASAM

5. Complete the fields on the ASAM screen. For each of the six (6) Dimensions, select the Level of Risk, Level of Care,
and complete the Comments field.

Table 3-3: ASAM Fields

I R B

*Dimension 1 - Acute Intoxication and/or
Withdrawal Potential

*Dimension 2 - Biomedical Conditions and
*Complications

*Dimension 3 - Emotional, Behavioral, or Cognitive
Conditions and Complications

*Dimension 4 - Readiness to Change

*Dimension 5 - Relapse, Continued Use, or
Continued Problem Potential

*Dimension 6 - Recovery / Living Environment

Recommended Level of Care Select from the drop-down list.
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L fee . Decipon |

Actual Level of Care Select from the drop-down list.

Clinical Override

Comments Type any applicable comments.
Date Enter the date when the ASAM was administered.
Program

;’wn MISSiSSippI-WITS Training ‘ Training Provider 1, Provider #
v 183

Jones, Luna N. ~ =

Logout
& Ralts, Kirlia | F810342AR350230 | 1 [} @ Snapshot
Home Page
» State Waitlist Dimension
1 - Acute Intoxication and/or -
» Agency Withdravial Potential tevelofRisk | |7 Lavelof Care | ]
Clinical Dashboard
‘Comments
i
» i o e 2 - Biomedical Conditions - .
e (T and Complications Level of Risk I:E Level of Care ‘ ‘
Linked Consents
Non-Episode Contact Comments
* Activity List 4
3 - Emaotional, Behavioral,
Intake or Cognitive Conditions leveloffisk| | v|  LeveloiCar 2]
Tx Team and Complications
» Screening
Comments
» Assessments P
¥ ASAM 4- Readiness to Change Level of Risk |:|3 Level of Care ‘ - ‘
» Admission Comments
» Outcome Measures #
5 - Relapse, Continued Use,
IPrEgeEID (E el or Confinued Problem leveloffisk| | v|  LeveloiCar [+]
Diagnosis List Potential
» Encounters
‘Gommenis
» Notes .
Treatment Plan -
6 - Recovery / Living leveloffisk| | v|  LeveloiCar [+]
» Treatment
» Continuing Care
‘Gommenis
» Discharge P
» Recovery Plan Recommended [z Giinical Overide :D
' R Plan R Level of Care -
CETTEY [FET 007 Actual Level of ‘ . ‘
Consent Gare
Referrals
Comments
Paymenis P
EErTE s Assessment Date 9/5/2018 =] Program | v |
» System Administration
ini: live Actions
’V Sign ASAM
Cancel Save Finish

Figure 3-15: ASAM Placement screen

6. Click Save.

7. Inthe Administrative Actions box, click Sign ASAM. Once the ASAM Summary has been signed, the summary will

become read-only.

Administrative Actions

’V Sign ASAM
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»
Agency Type Admission
Clinical Dashboard Dimension
1 - Acute Intoxication and/or . _ Clini " R
« Client List Withdrawal Potential Level of Risk Level of Care 3.1 - Clinically Lo F
- TEST
*» Client Profile Criteria Included/Comments
Linked Consents %
Non-Episode Contact A s Level of Risk Level of Care 3.5 - Clinically Medi iR
v Activity List TEST
Criteria Included/Comments
Intake 4
Screening Tool 3 - Emotional, Behavioral, - -
or Cognitive Conditions Level of Risk Level of Care 2.1 - Intensive Outpatient
» Assessments and Complications
~ ASAM TEST
Criteria Included/Comments
~
PCPC Summary 4 - Readiness to Change Level of Risk Level of Care 2.5 - Partial Hospitalization
» Admission TEST
Criteria Included/Comments
» Ouicome Measures y
Program Enroll 5 - Relapse, Continued — - -
. A Use, or Continued Level of Risk Level of Care 3.5 - Clinically d Med R
Diagnosis List Problem Potential
» Encounters ) TEST
Criteria Included/Comments
» Notes 7
Tx Team 8.-:Recovaly/ Lving Level of Risk Level of Care 2.5 - Partial Hospitalization
Treatment Plan TEST
» Discharge Criteria Included/Comments
R Pl =
» Recovel an
Ty Recommended 3 5 _ Glinically Managed Medium-Intensity Residential Clinical Ovenride Capacity Issues
Consent Level of Care
Actual Level of 3 7 _ pedically Monitored High-Intensity Inpatient
Referrals Care ¥ 0 AL
s 2 JUSTIFICATION FOR DIFFERENT LEVEL OF
Episode List Comments CARE
» System Administration Z
Date 9/1/2017 Program Facility A/Program 1B - 9/1/2017 -
Admini: ive Actions
Signed by: 07, ClinicalFullTrainee Signed on: 10/31/2017 9:46 AM
Cancel Save Finish

8. Click Finish.
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Admission

@ Where: Client List > Activity List > Admission

The Admission Screen in WITS denotes the date when a client has been admitted into Treatment, but does not always
represent the date when a level of care has been assigned. The admission process may not be completed in one visit.

1. On the left menu, click Client List and search for a client.
2. Hover over the Actions column, and click Activity List.
3. On the left menu, click Admission.

4. Complete the fields on the Admission Profile.

Table 3-4: Admission Profile Fields

I R N

Admission Type Defaults to Initial Admission.

Admission Staff Defaults to the staff member currently signed in.
Admission Date Defaults to the current date.

Selected Administrative Checklist Items (Optional)

m MS-WITS TRAINING Training Provider 1, Provider ¢ gaies Lun?.z’)\lgio:ﬁ =
18.38.0
& Fox, Fig | M09020987FI | 1 [x} 3 Generate Report | @ Snapshot
» State Waitlist Full Name: Fox, Fig Residence/Borough: Forrest
» Agency Referral Source: School (Educational) Race: Other Race
Clinical Dashboard Gender: Male Ethnicity: Unknown
« Client List DOB: 9/24/2002 Age: 15
» Client Profile Admission Type |Admission | v }
Linked Consents Admission Staff |Jones, Luna N. | v ]
Non-Episode Contact Admission Date 9/19/2018 ]
¥ Activity List
Intake Administrative Checklist Selected Administrative Checklist Items
Tx Team : .
» Screening
» Assessments b b

=1 £ 3 O

¥ Admission

Figure 3-16: Admission Profile screen

5. Click Save and then click Finish.

MS-WITS END USER CLINICAL | FEI Systems Admission | 33



NOTE e Optional information can be entered by clicking the right-arrow button. Please see the following
page.

& Fox, Juniper | F20010120092650 |1  © [ Generate Report | @ Snapshot

Youth Admission

Clinical Dashboard — —
Client is a Student |Yes | v Client is a Gang Member INO j

Home Page

» Agency

~ Client List Guardian Name [Fox, Fig ‘ v
» Client Profile Guardian Type ‘Other relative(s) u
Linked Consents School Name
Non-Episode Contact School Contact v | Add School Contacts
w Activity List Attending Grade Days Suspended in La;ta’.;g
Intake Cument GPA Days Absent in Last 30 Days
Screening Tool
POSIT Scores
» Assessments
- Substance ';Z‘:;z Peer Score Leisure Recreational Score
PCPC Summary Physical Health Score Education Status Score Aggression Score
~ Admission Mental Health Score Yocational Sslzél;l: HIV Risk Score
Profile POSIT Family Score Social Skill Score

Em £ 1 © O

Assmi Scores

Figure 3-17: Admission, Youth Admission screen

& Rose, Lavender | R20010129011110 | 1 o [3) Generate Report | @ Snapshot
» Agency
Assessment Scores
Clinical Dashboard
Medical
~ Client List Eiioveat
» Client Profile Drug
Linked Consents Alcohol
Non-Episode Contact Legal
w Activity List Family
Intake Psychiatric

SHecIngilod Controlled Environment | T[]

GEEEEIELE Load Latest Assessment Scores
» ASAM Clear Assessment Scores

£33 O

¥ Admission

Profile
Youth

» Outcome Measures

Figure 3-18: Admission, Assessment Scores screen
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Part 4. Outcome Measures

@ Where: Client List > Activity List > Outcome Measures

The Outcome Measures module in WITS is used to collect data needed for the NOMS extract, which is reported to
SAMHSA. Be sure to complete all steps on the Outcome Measure screens to ensure accurate and complete TEDS
information collection.

u An Initial Outcome Measure must be completed and finalized within fourteen (14) days of enrolling a client
in a TEDS treatment program. This requirement is only applicable to programs that report TEDS data.
Enrollment in Case Management programs do not have this requirement.

Initial Qutcome Measures

1. On the left menu, click Client List and search for a client.
2. Hover over the Actions column, and click Activity List.
3. On the left menu, click Outcome Measures.

4. On the Outcome Measures List screen, click Add New. This will open the Outcome Measures - Client Status screen.

& Fox, Juniper | F20010120092650 | 1 [x} @ Snapshot

Home Page Outcome Measures List
» Agency

Clinical Dashboard
v Client List

» Client Profile
Linked Consents
Non-Episode Contact
w Activity List
Intake

Screening Tool

» Assessments
» ASAM

PCPC Summary
» Admission

Client Status
Diagnosis

Program Enroll

Figure 4-1: Outcome Measure screen, Add New link

Continue to next page
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Client Status

@ Where: Client List > Activity List > Outcome Measures > Client Status

The Outcome Measures - Client Status screen displays a series of questions grouped in to separate sections on screen.

I Note: This portion of the documentation follows a slightly different format than the rest of the user guide.

Training Provider 1, Provider ¢

Jones, LunaN. v =

m MS-WITS TRAINING

& Fox, Fig | M09020987FI | 1

Home Page
» State Waitlist
» Agency
Clinical Dashboard
v Client List
» Client Profile
Linked Consents
Non-Episode Contact
w Activity List
Intake
Tx Team
Screening
Assessments
ASAM
Admission

Outcome Measures

ASAM

Diagnosis

Program Enroll
Program Enroll
Diagnosis List
Encounters
Notes
Treatment Plan
Treatment
Continuing Care
Discharge
Recovery Plan
Recovery Plan Rvw
Consent
Referrals
Payments

Episode List

» System Administration

o @ Snapshot

Outcome Measures - Client Status

Logout

Date 9/19/2018 () Type [initial] »
Pregnant Not Applicable Due Date
Domains Selected Domains

B n Substance Abuse -

Profile
CodependentCollateral | L) Co-Occurring SA and MH Problem | v
Medication Assisted T v SMIUSED Status | #of Prior SA Tx Episodes

# of times the client has attended a self-help program in the 30 days preceding the date of reference (admission or discharge) to treatment services. Includes attendance at AA, NA, and other self-
help/mutual support groups focused on recovery from substance abuse and dependence.

Education
Education Status |

Financial/Household

Employment Status | e Source of Income | 1z

Primary Payment Source [ M) Heaith Insurance JL
Marital Status | N Living Situation [+

Legal
# of Arrests in Past 30 Days Mental Health Legal Status v

Legal History Selected Legal History

180 Day Commitment - -
30 Day Commitment

90 Day Commitment

Case Pending -

Substance Abuse

Rank Substance Severity Frequency Method Detailed Drug Code
pivay [
Secondary
Tertiary

At what age did the cient FIRST use the substances indicated above (if unknown, enter prin . Sacondery Tertiary

'97) ;
# of DAYS since LAST use of the substances indicated above: Primary Secondary Tertiary
Tobacco/Nicotine

Have you ever used Tobacco/Nicotine products? | ¢
Smoker Status?
Age of First Use
In the past 30 days, what tobacco/nicotine product did you use most frequently?
Other (Please Describe)

In the past 30 days, how often did you use tobacco/nicotine product(s)?

21 £ B3 O

Figure 4-2: Initial Outcome Measures — Client Status screen
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5. Complete the fields on the Outcome Measures — Client Status screen as shown in the sections provided below.

Outcome Measures - Client Status

Date 9/5/2018 i Type [Initial | v |

Pregnant Not Applicable Due Date
Domains Selected Domains
A Substance Abuse -

o -
Table 4-1: Outcome Measures — Client Status (Initial) fields

fed | Dewipton

Date Pre-populates with the Admission Date.
Type Defaults to “Initial” when adding the first Outcome Measure.
Pregnant Pre-populates with the selection entered on the Intake screen.

Select Yes or No, if applicable.

Due Date Pre-populates with the selection entered on the Intake screen.

Enter client's Due Date, if applicable.

Selected Domains In the Domains box, select the appropriate option(s). Click the top
arrow (>) button to move the chosen domain(s) to the Selected
Domains box.

Note: This field will be read-only until another domain is available
in the system.

Profile

Complete the fields in the Profile section.

Profile

Codependent/Collateral Co-Occurring SA and MH Problem
Medication Assisted Tx l SMI/SED Status |Unknown v # of Prior SA Tx Episodes 0

# of times the client has attended a self-help program in the 30 days preceding the date of reference (admission or discharge) to treatment services. Includes attendance at AA, NA, and other self-
help/mutual support groups focused on recovery from substance abuse and dependence.

|No attendance in the past month | v I

Table 4-2: Outcome Measures — Client Status screen; Profile section fields

- Field . Description |
Codependent/Collateral Select Yes/No.
Co-Occurring SA and MH Problem Select an option from the drop-down list.
Medication Assisted Tx Select an option from the drop-down list.
SMI/SED Status (Optional) Select an option from the drop-down list.
# of Prior SA Tx Episodes Type an integer.
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# of times the client has attended a self-help Select an option from the drop-down list.
program in the 30 days preceding the date of
reference (admission or discharge) to treatment
services. Includes attendance at AA, NA, and other
self-help/mutual support groups focused on
recovery from substance abuse and dependence.

Education

Complete the field in the Education section.

Education

Education Status |8 Years completed | v ‘

Table 4-3: Outcome Measures — Client Status screen; Education section

Field Description |

| Education Status | Select an option from the drop-down list. |

Financial/Household

Complete the fields in the Financial/Household section.

Financial/Household

Employment Status lNot in Labor Force - Student l v ‘ Source of Income IOther | v ‘
Primary Payment Source IOther Health Insurance Companies | v } Health Insurance IPrivate Insurance [v ‘
Marital Status |Now Married =] Living Situation |Dependent Living [+]

Table 4-4: Outcome Measures — Client Status screen; Financial/Household section

Field Description

Employment Status Select an option from the drop-down list.
Source of Income Select an option from the drop-down list.
Primary Payment Source Select an option from the drop-down list.
Health Insurance Select an option from the drop-down list.
Marital Status Select an option from the drop-down list.
Living Situation Select an option from the drop-down list.
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Legal

Complete the fields in the Legal section.

Legal

# of Amrests in Past 30 Days 0 Mental Health Legal Status | x |

Legal History Selected Legal History

180 Day Commitment - Unknown -
30 Day Commitment
90 Day Commitment

Case Pending 7 - -

Table 4-5: Outcome Measures — Client Status screen; Legal section

Field Description |

# of Arrests in Past 30 Days Type an integer.

Mental Health Legal Status Select an option from the drop-down list.

Note: System Administrators control the values displayed in this drop-down
list through a code table. If values are missing, contact your System
Administrator for assistance.

Selected Legal History In the Legal History box, select the appropriate option(s). Click the top arrow
(>) button to move the selected options to the Selected Legal History box.

MS-WITS END USER CLINICAL | FEI Systems Initial Outcome Measures | 39



Substance Abuse

For each field in the Substance Abuse section, select options for the client’s Primary, Secondary, and Tertiary substances as
applicable.

Substance Abuse

Rank Substance Severity Frequency Method Detailed Drug Code
Primary |Aicohol 1z ! }?evere Problem/Dysf...j v | |Daily | v] iOraI L] |Alcohol [ v
Secondary: ‘Over-the-Counter ‘ v ‘ [Moderate Problem/D... \ v ‘ (1-3 times in the pasm“ v ‘ }VOraI IR fbther Over-the-Counter T |
Tertiary ‘Unknown i v ! 1N/A ‘ v \ Unknown Unknown :Unknown | |
At what age did the client FIRST use the substances indicated above (if unknown, egge.r Primary 13 Secondary 15 Tertiary 97
# of DAYS since LAST use of the substances indicated above: Primary 2 Secondary 5 Tertiary

Table 4-6: Outcome Measures — Client Status screen; Substance Abuse section

T e T

Substance
Severity
Frequency
Method

Detailed Drug Code

At what age did the client FIRST use the substances
indicated above (if unknown, enter '97')

# of DAYS since LAST use of the substances
indicated above:

40 | Outcome Measures

Select an option from the drop-down list.
(Optional) Select an option from the drop-down list.
Select the frequency of use from the drop-down list.

This field may pre-populate based on the option
selected in Substance field. Select an option from the
drop-down list as applicable.

This field may pre-populate based on the option
selected in Substance field. Select an option from the
drop-down list as applicable.

Type an integer.

(Optional) Type an integer.
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Tobacco/Nicofine

In the Tobacco/Nicotine section, complete the field, “Have you ever used Tobacco/Nicotine products?” by selecting Yes,
No, or Unknown. This answer will update the other fields in the Tobacco/Nicotine section.

Tobacco/Nicotine

Have you ever used Tobacco/Nicotine products? v
Smoker Status?

Age of First Use

In the past 30 days, what tobacco/nicotine product did you use most frequently?

Other (Please Describe)

In the past 30 days, how often did you use tobacco/nicotine product(s)?

Table 4-7: Outcome Measures — Client Status screen; Tobacco/Nicotine section

T R T

Have you ever used Tobacco/Nicotine products?
Smoker Status?

Age of First Use

In the past 30 days, what tobacco/nicotine product

did you use most frequently?
Other (Please Describe)

Select Yes, No, or Unknown. If Yes is selected, the
following fields will become editable.

Read-only field unless client answered “Yes" to ever
using Tobacco/Nicotine products.

Read-only field unless client answered “Yes” to ever
using Tobacco/Nicotine products.

Read-only field unless client answered “Yes" to ever
using Tobacco/Nicotine products.

Read-only field unless client answered “Yes" to ever

using Tobacco/Nicotine products and if “Other” was
selected as the type of product used most frequently in
the last 30 days.

In the past 30 days, how often did you use
tobacco/nicotine product(s)?

Read-only field unless client answered “Yes" to ever
using Tobacco/Nicotine products.

Tobacco/Nicotine

Have you ever used Tobacco/Nicotine products? \Yes | v

Smoker Status? \ [ v
Age of First Use

In the past 30 days, what tobacco/nicotine product did you use most frequently? ’ | v

Other (Please Describe)

In the past 30 days, how often did you use tobacco/nicotine product(s)? ‘ | v |
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tcome Measures - Client Sta

i

Date 9/5/2018

Pregnant Not Applicable Due

Domains

-

’
Profile

Codependent/Collateral
Medication Assisted Tx

e

Date

Selected Domains
Substance Abuse

Co-Occurring SA and MH Problem

# of times the client has attended a self-help program in the 30 days preceding the date of reference (admission or discharge) to treatment services. Includes attendance at AA, NA, and other self-
help/mutual support groups focused on recovery from substance abuse and dependence.

[ # of Prior SA Tx Episodes 0

SMI/SED Status [Unknown

No attendance in the past month

-]

Education

Education Status |8 Years completed

Financial/Household

Employment Status [Not in Labor Force - Student

lal

Primary Payment Source [Other Health Insuran:

ce Companies m

Marital Status [Now Married

Ll

Legal

# of Arrests in Past 30 Days 0

Source of Income |Other

Health Insurance |Private Insurance

Living Situation |Dependent Living l

Mental Health Legal Status [

Selected Legal History

6.

7.
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Legal History
180 Day Commitment - Unknown -
30 Day Commitment
90 Day Commitment
Case Pending - . v
Substance Abuse
Rank Substance Severity Frequency Method Detailed Drug Code
Primary: |Alcohol ] z | |Severe Problem/Dysf...| v | IDain ] =z | |Ora| I v I [Alcohol I v |
Secondary: |0ver-the-Counter [ X I |Moderate Problem/D... lv | |1-3 times in the pas...] X I |Ora| | v [ iOther Over-the-Counter m
Tertiary: |Unknown I v I |N/A | v | Unknown Unknown [Unknown | v |
At what age did the client FIRST use the substances indicated above (if unknown, er;;e; Primary 13 Secondary 15 Tertiary 97
# of DAYS since LAST use of the substances indicated above: Primary 2 Secondary 5 Tertiary

Tobacco/Nicotine

Have you ever used Tobacco/Nicotine products?

Smoker Status? Never smoked
Age of First Use

In the past 30 days, what tobacco/nicotine product did you use most frequently? NA

Other (Please Describe)

In the past 30 days, how often did you use tobacco/nicotine product(s)? NA

ative Actions

Finalize

= B3 21 O

Click Save.

Click the right-arrow button. This will open the ASAM screen.
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ASAM

@ Where: Client List > Activity List > Outcome Measures > ASAM

8.

[ Note: See section titled “ASAM” on page 30 above for additional information on the ASAM screen.

Home Page
» State Waitlist
» Agency

Clinical Dashboard
+ Client List

» Client Profile

Linked Consents
Non-Episode Contact

 Activity List

Intake
Tx Team
» Screening
» Assessments
» ASAM
» Admission
~ Quicome Measures
Client Status

Diagnosis
Program Enroll
Program Enroll
Diagnosis List
» Encounters
» Noies
Treatment Plan
» Treatment
» Confinuing Care

» Discharge

» Recovery Plan

» Recovery Plan Rvw
Consent
Refemals

Complete the fields on the ASAM screen.

& Ralts, Kirlia | F810342AR350230 | 1 L]

SAM

Dimengion

1 - Acute Intoxication and/or
Withdrawal Potential

2 - Biomedical Condilicns

and Complications

w

- Emoticnal, Behavioral,
or Cognifive Conditions
and Complications

.

- Readiness to Change

o

- Relapse, Confinued
Use, or Confinued
Problem Potential

@

- Recovery [ Living
Environment

DMH MS-WITS TRAINNG ‘ Training Provider 1, Provider #

Level of Risk
Comments
Level of Risk
Comments

Level of Risk

Comments
Level of Risk |:|z|
Comments

Level of Risk

Comments
Level of Risk

Comments

Jones, Luna N. = —

Logout

@ Snapshot

Level of Care |

Level of Care |

Level of Care

Level of Care

Level of Care

Level of Care

Recommended
Level of Care

"|

Actual Level of
Care

"|

Assessment Date 8/31/2018

A

i3

Comments

Program ‘

ative Actions

[

EX1 £33 B3 © O

Figure 4-3: Outcome Measures - ASAM screen

9. Click Save.

10. Click the right-arrow button. This will open the Client Diagnosis screen.
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Client Diagnosis

@ Where: Client List > Activity List > Outcome Measures > Client Diagnosis

11. Complete the required fields on the Client Diagnosis screen as listed in the table below.

I Note: These fields may be prepopulated by the system. If so, please review and edit the fields as needed.

Table 4-8: Client Diagnosis fields

I R T S

Effective Date Pre-populates to the Outcome Measure date.
Time Pre-populates to current time.
Diagnosing Clinician In the drop-down list, select the staff member who

diagnosed the client.

Note: this field will only display staff members with the
Client Diagnosis role.

GAF Score (Optional)

& Ralts, Kirlia | F810342AR350230 | 1 L] @ Snapshot

Home Page

Edit Diagnosis

» State Waitlist

. Effective s
» Agency Primery Cve 8312018 @Y Tme 442FM
Secondary | [ Expiration Time
Clinical Dashboard
Tertiary ‘ ‘ b3 ‘
~ Client List Diagnosing Clinician | ‘ v ‘
» Client Profile GAF Score
Linked Consents — —
| coge Description Comments | principal
Non-Episode Contact
~ Activity List Behavioral
- Diagnosis
Intake
Tx Team
» Screening Code Description Comments Principal
» Assessments
g, Medical
» ASAM Diagnosis
» Admission
~ Cuicome Measures
Client Status Code Description LComments Principal
ASAM
Psychosocial
Diagnosis

Program Enroll

Program Enroll

00

» Encounters

» Notes { Actions ‘

Treatment Plan

Figure 4-4: Outcome Measures - Diagnosis screen
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12. Click Edit Diagnosis to add one or more diagnoses for the client. This will open the Edit Diagnosis screen. (Continue

to next page)

Client Diagnosis

Edit Diagnosis

Primary

Effective .
Date 813112018 =] Time 4:42 PM

Secondary |

| | Expiration Time

Tertiary |

Date
la]

Behavioral
Diagnosis

| Description

/—\_/\/_\_/

Diagnesing Clinician | | d |

GAF Score

| Comments | Principal

1 £33 23 © O

|— Actions

Figure 4-5: Outcome Measures - Client Diagnosis screen, Edit Diagnosis link

ﬂ Note: This link can also be used to edit a previously recorded diagnosis.

Edit Diagnosis

13. On the Edit Diagnosis screen, add one or more diagnoses by completing the fields described in the table below.

Table 4-9: Client Diagnosis, Edit Diagnoses fields

T T

Type

Select “Behavioral”, “Medical”, or “Psychosocial” from the drop-down list.

Client Diagnosis

Type

Diagnosis |

CommentsgzrhEW
Medical
Psychosocial

P

| 4 |F'rin|:ipa| Diagnosis
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| Fed | Despton |

Diagnosis Type at least two (2) characters for options to appear in the drop-down list. Select an option.

Client Diagnosis

Type |Behavioral | v | (
Diagnosis |Select an option Principal Diagnosis ’No \ v

st Q
Comments|

F07.81 Postconcussional syndrome(ICD)

F43.29 Adjustment disorder with other symptoms(ICD)

F51.02 Adjustment insomnia(ICD)

SRV F34.9 Persistent mood [affective] disorder, unspecified(ICD)

[ ‘Ackions I F15.11 Other stimulant abuse, in remission(ICD)

F15.21 Other stimulant dependence, in remission(ICD)

F32.81 Premengtrual dysphoric disorder{ICD)

F15.129 Other stimulant abuse with intoxication, unspecified(ICD)

F15.920 Other stimulant use, unspecified with intoxication, uncomplicated(ICD)

F1R 020 Nthar ctimiilant 1ica 1inenarifiad with intaviratinn nincnacifiad/iICM %!
Principal Select Yes or No.
Diagnosis Note: At least one diagnosis must be marked “Yes” as the Principal Diagnosis.
Client Diagnosis
Type |Beha\rioral | v |
Diagnosis |F34.9 Persistent mood [affective] disorder, unspecified{ICD) ﬂl’-‘ﬁncipal Diagnosis |[NO
Commenis
Comments Type any comments if applicable.

Client Diagnosis

Type |Behawclal | - ‘

Diagnosis [F34.9 Persistent mood [affective] disorder, unspecified(ICD) % | + | principal Diagnasis

Comments

3

14. Click Save. The diagnosis will be saved in its corresponding Type list on screen.

15. Stay on this screen to enter additional diagnoses as applicable, otherwise click Finish. This will return to the Client

Diagnosis screen. If adding additional diagnoses, please see section, “(Optional) Add Secondary & Tertiary Diagnosis”
on page 49 below.
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Client Diagnosis

e B
Diagnosis |Se|ect an option | . |Frint:ipa| Diagnosis
Comments

Actions | Code Description Comments | Principal

Behavioral Diagnosis

f F34.9 Persistent mood [affective] disorder, unspecified Yes

e I e

ﬁ

Figure 4-6: Outcome Measures - Client Diagnosis, Edit Diagnosis screen, click Finish

16. On the Client Diagnosis screen, notice the read-only field labeled “Primary” has been filled in with the client’s primary

diagnosis.
Client Diagnosis Edit Diagnosis
I Primary F34.9-Persistent mood [affective] disorder, unspecified(ICD) I E“egia‘{z B/312018 B Time 12:00 AM
Sevonay]| o =
Terfiary | ‘ d |
Diagnosing Clinician | | d ‘
GAF Score
| Code Description ‘ Comments Principal
F34.9 Persistent mood [affective] disorder, unspecified Yes
Behavioral
Diagnosis

Figure 4-7: Outcome Measures - Client Diagnosis screen, Primary diagnosis field highlighted
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17. On the Client Diagnosis screen, click Save and then click the right-arrow button. This will open the Program
Enrollment screen.

Jones, Luna N. »

wis MissisSippi-WITS Training | s proiser 1, poviers o

» 18370

@ Snapshot

& Ralts, Kirlia | F810342AR350230 | 1 ]

Edit Diagnosis

Home Page C gnosis

» State Waitlist
e Primary F34.9-Persistent mood [affective] disorder, unspecified(ICD) Eflecihe 8312018 g Time 4:42PM
Secondary | [ Eraton s
Clinical Dashboard T
Tertiary | =
~ Client List Diagnosing Ciinician | [«
» Client Profile GAF Score
Linked Consents -~ = -
) | Code | Description | Comments Principal
Non-Episode Contact F349 Persistent mood [affective] disorder, unspecified Yes
w Activity List Behavioral
Diagnosis
Intake
Tx Team
» Screening Code | Description | Comments | Brincipal
» Assessments
Medical
DASAM Diagnosis
» Admission
~ Ouicome Measures
Client Status | code Description Comments Principal
ASAM
Psychosocial
Diagnosis
Program Enroll
Program Enroll
Diognoss s 3 ©0
» Encounters
> Noles |—Actlons |
Treatment Plan

Figure 4-8: Outcome Measures - Client Diagnosis screen, Click Save then click the right-arrow button
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(Optional) Add Secondary & Tertiary Diagnosis

I Note: TEDS does not collect Secondary and Tertiary diagnoses.

Continuing from section, “Edit Diagnosis” on page 45 above. The following screen capture displays the Edit Diagnosis

screen where multiple diagnoses have been added for a client.

1. Click Finish. This will return to the Client Diagnosis screen.

Client Diagnosis

Typ&| |v|

Comments

Behavioral Diagnosis

f Z81.1 Family history of alcohol sbuse and dependence

Diagnosis |Select an option | v |F'rin|:ipa| Diagnosis

| Actions | Code Description Comments | erincipal -
f F10.94 Alcohol use, unspetified with alcohol-induced mood discrder es
f F34.5 Persistent mood [affective] disorder, unspecified No
-
Medical Diagnosis
| Actions | Code Description Comments Principal -
f 099.311 Alcohol use complicating pregnancy, first trimester Mo
f 026.11 Low weight gain in pregnancy, first trimester Mo
A 00991 Supervision of hiah risk preanancy. unspecifisd. first timester No h
Psychosocial Diagnosis
| Actions | code | pescription Comments Principal -
f Z63.79 Other stressful life events affecting family and housshold Client's parents are currently going through the divorce process. No
Mo

= e

Figure 4-9: Client Diagnosis, Edit Diagnosis screen with multiple diagnoses
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2. On the Client Diagnosis screen, notice the read-only field labeled “Primary” has been filled in with the client’s primary
diagnosis.

Primary F10.94-Alcohol use, unspecified with alcohol-induced mood disorder(ICD) Eﬁegg: El4/2017 g Time 12:00 AM
— [ Sorsen
Tertiary | | v |
Diagnesing Clinician |J0n%, Sarah A, CCS | L2 |
GAF Score
| Code | Description | comments Principal
F10.94 Alcohol use, unspetified with alcohol-induced mood disorder ‘fes
Behavioral . . " .
Diagnosis Fi43 Persistent mood [affective] disorder, unspecified Mo
088.311 Alcohol use complicating pregnancy, first trimester No
Medical ; . )
Diagnosis 028.11 Low weight gain in pregnancy, first trimester Mo
009.91 Supervision of high risk pregnancy, unspecified, first timester Mo
| | - Comments Principal
Z63.79 Other stressful life events affecting family and houssheld Client's parents are currently geing through the divorce process. Mo
Psychosocial R
Diagnosis Z31.1 Family history of alcohol abuse and dependence Mo
Cancel Save Finish o °
|— Actions |

Figure 4-10: Outcome Measures - Client Diagnosis screen with list of client’s diagnoses

3. In the Secondary field, click the drop-down field and select the client's Secondary diagnosis, as applicable.

Client Diagnosis Edit Diagnosis
Primary F10.94-Alcohol use, unspecified with aicohol-induced mood disorder(ICD) Effegt;\;: 6/4/2017 £ Time 12:00 AM
Secondary i . s
Tertiary Q
sing Clinician |Jones, S;rth?A CCs ‘ v
F34 .9-Persistent mood [affective] disorder, unspecified(ICD) GAEStGHE
009.91-Supervision of high risk pregnancy, unspecified, first irimester(ICD)
026.11-Low weight gain in pregnancy, first trimester(ICD) Comments Principal
089.311-Alconol use complicating pregnancy, first trimester(ICD) Yes
B;,g; Z63.79-Other stressful life events affecting family and household(ICD) No
Z31.1-Family history of alcohol abuse and dependence(ICD)
098.311 Alcohol use complicating pregnancy, first frimester No
Dim‘s;?sl 026.11 Low weight gain in pregnancy, first trimester No
009.51 Supervision of high risk pregnancy. unspecified, first timester No
|_:-!A I Descripti I Principal
Z63.79  Other stressful life events affecting family and household Client's parents are currently going through the divorce process. No
Psygg%sn%csliasl Z811 Family history of alcohol abuse and dependence No

Figure 4-11: Client Diagnosis screen, select Secondary diagnosis
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4. In the Tertiary field, click the drop-down field and select the client's Tertiary diagnosis, as applicable.

Client Diagnosis Edit Diagnosis

Primary F10.94-Alcohol use, unspecified with alcohol-induced mood disorder(ICD) E"eg;‘{: 6142017 g Time 12:00 AM
Secondary |F34,9-Persistent mood [affective] disorder, unspecified(ICD) B Exping::z Time

Tertiary

sing Clinician |Jones, Sarah A., CCS ’ v ]

GAF Score

009.91-Supervision of high risk pregnancy, unspecified, first trimester(ICD)
026.11-Low weight gain in pregnancy, first trimester(ICD)

| ©99.311-Alcohol use complicating pregnancy, first trimester(ICD)
(V5T 763.79-Other stressful life events affecting family and household(ICD)
Z31.1-Family history of alcohol abuse and dependence(ICD)

099.311 Alcohol use icating preg y, first tri No

Medical i A R
Diagnosis 026.11 Low weight gain in pregnancy, first trimester No
008.91 Supervision of high risk preg y. unspecified, first tri No

Z63.79  Other stressful life events affecting family and household Client's parents are currently going through the divorce process.

Psychosocial Z31.1 Family history of alcohol abuse and dependence No

Diagnosis

Figure 4-12: Client Diagnosis screen, select Tertiary diagnosis

5. Click Save.
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Finalize Outcome Measure

@ Where: Client List > Activity List > Outcome Measures > Client Status

After completing the required information on each screen within the Outcome Measures section, this record can be
finalized. When the Outcome Measures is finalized, the record becomes read-only.

H AnInitial Outcome Measure must be completed and finalized within fourteen (14) days of enrolling and
disenrolling a client from a TEDS treatment program. This requirement is only applicable to programs that
report TEDS data. Case Management programs do not have this requirement for program
enrollment/disenrollment.

6. On the Outcome Measures — Client Status screen, in the Administrative Actions box, click Finalize.

m MS-WITS TRAINING | training Provider 1, Provider #

Logout

& Fox, Fig | MO9020987FI | 1 o - @ Snapshot

Home Page Qutcome Measures - Client Status

¥ State Waitlist

Date 9/5/2018

Type |Initial | =
» Agency

Pregnant Not Applicable Due Date
Clinical Dashboard
Domains Selectad Domains.
= Client List B n Substance Abuse &

» Client Profile = n —

Linked Consents
Non-Episode Contact Profile
* Activity List Codependent/Collateral |NO v ‘ Co-Ocsurring SA and MH Problem |Yes -

Intake Medication Assistad Tx NIRRT = SMUSED Status [ummnwn | v 4 of Prior SA Tx Episodes 0

Tx Team # of times the client has attended a self-help program in the 30 days preceding the date of reference (admission or discharge) to treatment services. Includes attendance at AA, NA, and other self-
» Screenin help/mutual support groups focused on recovery from subsiance abuse and dependence
. No attendance in the past month .

» Assessments

Education

Gher (Please Describe)

In the past 30 days, how often did you use tobacco/nicotine product(s)? NA

|' ini live Actions

Ensize sff—

21 £ B O

|— Administrative Actions

Finaize sffm——

E EI B O

7. On the left menu, click Program Enroll. Continue to the next section.
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Program Enrollment (TEDS)

@ Where: Client List > Activity List > Outcome Measures > Program Enroll

Il AnInitial Outcome Measure must be completed and finalized within fourteen (14) days of enrolling a client
in a TEDS treatment program. This requirement is only applicable to programs that report TEDS data.
Enrollment in Case Management programs do not have this requirement.

1.  On the Program Enrollment screen, click Add Enrollment. This will open the Program Enrollment Profile screen.

m MS-WITS TRAINNG | Tisining Provider 1, Provider # S N | =

18.38.0 Logout

& Ralts, Kirlia | F810342AR350230 | 1 [x} @ Snapshot

Home Page Program Enroliment

» State Waitlist r T
Program Name Facility | |

» Agency Modality ‘ v
Clinical Dashboard

From: To

Active Program Enroliments During Date Range 8/31/2017 8/31/2018

w Client List
» Client Profile

Linked Consents

Program Enroliment List Add Enroliment

Non-Episode Contact
w Activity List
Intake
Tx Team

» Screening

» Assessments Finish o

» ASAM

» Admission

¥ Ouicome Measures
Client Status
ASAM
Diagnosis

Figure 4-13: Outcome Measures — Program Enrollment screen

2. Complete fields on the Program Enrollment Profile as described in the table below.

Table 4-10: Program Enrollment Profile fields

T T S

Facility Defaults to the currently Facility name.

Program Name Select from the programs available.

Program Staff Pre-populates with the current staff member name.

Start Date Pre-populates with the Outcome Measure date.

Domain Read-only field. Displays the domain associated with the selected Program
Name.

Days on Wait List Type the number of days the client was waiting, if applicable.

Notes Type any notes as needed.
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& Ralts, Kirlia | F810342AR350230 | 1 L] @ Snapshot

Home Page © The enroliment admission status values are collected on Outcome Measure screens. X
» State Waitlist
Program Enroliment Profile
» Agency
iity |Provider in Substance Abuse Days on g 813112018
Clinical Dashboard Facility | | » | Domain Wait List StartDate! =)
Program Name |Adolescent Intensive Outpatient |+ End Date =
¥ Client List 5
Program Staff l.lonesl Luna N. Lz
» Client Profile r— P
Linked Consenis Termination Reason ‘ =
Non-Episode Contact Notes
w Activity List
Intake Vi

Tx Team

Figure 4-14: Program Enrollment Profile screen

3. On the Program Enrollment Profile screen, click Save and then click Finish.

H Note: If the Outcome Measures have not been finalized, the following warning message may appear as shown
in the screen capture below. In this case, the screen cannot be saved. Click Cancel and navigate to the
Outcome Measures-Client Status screen to finalize the Outcome Measures.

© There are no Outcome Measures within the past 14 days of the new Enroliment Date, the Enroliment Date cannot be .,

changed.
O The enrolliment admission status values are collected on Outcome Measure screens. ®
Program Enroliment Profile
Facily |Provider [+] Domain Substance Abuse Days on 9 Start Date 83172018 £
Program Mame |Adolesoent Intensive Outpatient | v | End Date H
Program Staff |.Jones, Luna M. | v |
Termination Reason | | v |
Mofes

Figure 4-15: Program Enrollment Profile screen, warning message

4. On the Program Enroliment screen, click Finish.
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Update/Final Outcome Measures

@ Where: Client List > Activity List > Outcome Measures

When the client is ready to be disenrolled from a treatment program, or if the client needs to be moved to a different level
of care, an Update or Final Outcome Measure will be required. The client’'s Outcome Measure data must be collected and
finalized within fourteen (14) days of disenrolling the client from a TEDS program.

n An Initial Outcome Measure must be completed and finalized within fourteen (14) days of enrolling a client
in a TEDS treatment program. This requirement is only applicable to programs that report TEDS data.
Enrollment in Case Management programs do not have this requirement.

5. On the left menu, click Client List and search for a client.
6. Hover over the Actions column, and click Activity List.

7. On the left menu, click Outcome Measures.

8.  On the Outcome Measures List screen, click Add New. This will open the Outcome Measures - Client Status screen.

m MS-WITS TRAINING | Trsining Provider 1, Provider #

18.38.0

& Ralts, Kirlia | F810342AR350230 | 1 [x} @ Snapshot

Home Page Outcome Measures List

| Actions Type | Date | Domain(s)
, Initial 8/31/2018 Mental Health; Substance Abuse Yes

» State Waitlist

» Agency
Clinical Dashboard

~ Client List

Figure 4-16: Add New Outcome Measure

9. On the Outcome Measures — Client Status screen, in the Type field, select “Update” or “Final”.

Outcome Measures - Client Status
Date of Last
Date 8112018 £ Tyme | l— e o' Last e

Pregnant Not Applicable Due Date Q
 —

Domains Se Initial ns

-~ S use /3
Update
- n Final -

Figure 4-17: In the Type field, select either Update or Final

10. In the Date of Last Contact field, enter the date.

11. Responses from the client's previous Outcome Measures are pre-populated in the remaining fields on screen. Make
additional updates as needed. See section, ”

12. Initial Outcome Measures” on page 35 above for more information.
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Part 5: Case Management/Treatment Planning
Program Enroll (Non-TEDS) (Optional)

@ Where: Client List > Activity List > Program Enroll

Case Management or Non-TEDS Program Enrollment

Clients enrolled in treatment programs will already have a program enrollment, which was entered as part of an Outcome
Measure. If you are providing Case Management or non-TEDS services for a client and the client does not have a program
enrollment in your agency, you will need to create a program enrollment.

I} Note: Clients only need to be enrolled in a TEDS program. Enrolling clients in a non-TEDS program (such as a
Case Management program) is optional.

Note: This screen can also be used to enroll clients in to a TEDS program. When adding an enrollment, the type
of program is selected at that time.

1. On the left menu, click Client List and search for a client.

2. Hover over the Actions column, and click Activity List.

3. On the left menu, click Program Enroll.

4. Click the Add Enrollment link.

MS-WITS TRAINING Training Provider 1, Provider ¢ tonse; Lna i =
18.38.0 Logout
& Ralts, Kirlia | F810342AR350230 |1 © i
Home Page Program Enrollment
» State Waitlist Program Name Facility v
» Agency Modality | L»
- Fi To:
Clinical Dashboard ik 0
Active Program Enroliments During Date Range 9/19/2017 9/19/2018

v Client List

» Client Profile
Linked Consents
Non-Episode Contact

Program Enroliment List Add Enroliment

Actions  Program Name Facllity
~ Activity List #  Adolescent Intensive Outpatient 8/31/2018 Provider

Intake
Tx Team
» Screening
» Assessments
» ASAM
» Admission

» Outcome Measures

Diagnosis List

Figure 5-1: Program Enrollment screen

5. Complete fields on the Program Enrollment Profile.

Table 5-1: Program Enrollment Profile fields

e S —

| Facility | Defaults to the current Facility name.

MS-WITS END USER CLINICAL | FEI Systems Program Enroll (Non-TEDS) (Optional) | 57



 Fea | Oecipon |

Program Name Select the appropriate program for the client. This drop-down
field includes programs available within your agency/facility.

Program Staff Pre-populates with the current staff member name.

Start Date Defaults to the current date.

Days on Wait List (TEDS Only) Leave blank.

Notes Type any notes as needed.

Jones, LunaN. v =

m MS-WITS TRAINING

Training Provider 1, Provider #

Logout
& Ralts, Kirlia | F810342AR350230 | 1 o - @ Snapshot
Home Page Program Enroliment Profile
» State Waitlist Facility |Provider T‘ Domain Substance Abuse \?v:?‘sL?; Start Date 8/31/2018  f
» Agency Program Name [NON-TEDS [+ End Date s

Clinical Dashboard Program Staff |Jones, Luna N. [

v Client List Termination Reason ‘ v \
» Client Profile huotes
Linked Consents
Non-Episode Contact
w Activity List
(o |
Tx Team
Screening
Assessments
ASAM
Admission

Outcome Measures

Diagnosis List

Figure 5-2: Program Enrollment Profile screen

6. Click Finish.

m MS-WITS TRAINING

Training Provider 1, Provider # Jones, Luna N. ~ =

Logout
& Ralts, Kirlia | F810342AR350230 |1  © * @ Snapshot
Home Page Program Enroliment
» State Waitlist Program Name Facility i M
» Agency Modality ‘ \j
From To:
Clinical Dashboard
Active Program Enroliments During Date Range 9/19/2017 9/19/2018
v Client List
» Client Profile

Linked Consents Program Enrolim Add Enroliment

Non-Episode Contact

| Start Date
w Activity List , Adolescent Intensive Outpatient 8/31/2018 Provider

Intake & NON-TEDS 8/31/2018 Provider
Tx Team

» Screening

» Assessments
» ASAM

» Admission
» Outcome Measures

Diagnosis List

Figure 5-3: Program Enroll screen
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7. On the Program Enrollment screen, click Finish.
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Encounters

@ Where: Client List > Activity List > Encounters
The Encounters screen allows staff members to view and search through an individual client's encounter records for
services received at the current location. In addition, new encounter records can also be added through this screen.
Follow the steps below to view the Encounters screen.
1. On the left menu, click Client List and search for a client.
2. Hover over the Actions column, and click Activity List.
3. On the left menu, click Encounters. This will display the Encounter Search/List screen.

4. To view previous encounters, complete the search fields and click Go.

Logout

m MS-WITS TRAINING | training rovider 1, Provider # dones, LunaN.~ =

18380

& Ralts, Kirlia | F810342AR350230 | 1 o [ Generate Report @ Snapshot

Home Page Encounter Search

» State Waitlist

Start Date 9/19/2017 End Date 9/19/2018

» Agency
Rendering Staff Service v

Clinical Dashboard

Encounter Status. | Program |

v Client List Allow Disclosure of Note |

* Client Profile
Linked Consents
Non-Episode Contact Encounter List  (

w Activity List

'ENCID | Rendering Staff Program Name

Intake ’ 9/6/2018 (309) Therapeutic Day Treatment - Substance Abuse 7 Garcia, Sofia J., CCS Adolescent Intensive Outpatient Not Released

Tx Team & 932018 Psychotherapy, 30 minutes with patient andior family member 6 Jones, Luna N Adolescent Intensive Outpatient Released

» Screening

l 8/31/2018  (416) Intake/Bispsycho-Social Assessment 5 Jones, Luna N Adolescent Intensive Outpatient Not Released
» Assessments

» ASAM

» Admission

» Outcome Measures
Program Enroll

Diagnosis List

Profile

Figure 5-4: Encounter List screen
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Create Encounter Notes

@ Where: Client List > Activity List > Encounters

Follow the steps below to add an Encounter for a client.
1. On the left menu, click Client List and search for a client.
2. Hover over the Actions column, and click Activity List.
3. On the left menu, click Encounters. This will display the Encounter Search/List screen.
4. Click Add Encounter. This will open the Encounter Profile screen.

wire Mississippi-WITS Training Jones, LunaN. ~

> 18.37.0

Training Provider 1, Provider #

Logout

Home Page
» State Waitlist
» Agency

Clinical Dashboard
w Client List

» Client Profile
Linked Consents
Non-Episode Contact
w Activity List
Intake

& Ralts, Kirlia | F810342AR350230 | 1 L]

[3 Generate Report @ Snapshot

© No results match your search criteria. X

Encounter Search

Start Date  8/31/2017 End Date 8/31/2018

Rendering Staff Senvice | [+
Encounter Status i | » Program \ i |
Allow Disclosure of Note i v |

Go

E
o
8
=

Encounter List (Export)

Tx Team

» Screening

» Assessments

» ASAM

» Admission

» Ouicome Measures
Program Enroll

Diagnosis List

Profile
Encounter Note

Figure 5-2: Encounter screen, Add Encounter

n Note: The client must be enrolled in a program before an encounter note can be added. If the client has not
been enrolled in a program, the following message will appear on screen:

@ Client is not yet enrolled in a program. Complete the program enroliment first. x
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Encounter Profile

Home Page
» State Waitlist
» Agency

Clinical Dashboard
« Client List

» Client Profile
Linked Consents
Non-Episode Coniact
 Activity List
Intake
Tx Team

» Screening

» Assessmenis

» ASAM

» Admission

» Ouicome Measures
Program Enroll
Diagnosis List

~ Encounters

Encounier Note
Services
» Notes
Treatment Plan

MH MS-WITS TRAINNG ‘ Training Provider 1, Provider #

& Ralts, Kirlia | F810342AR350230 | 1

Encounter

Tove | [x]

ENCID

F”“ﬁ;nfg |ProviderfAdoIescem Intensive Outpatient : 8/31/2018 -

-]
Service| | v |Ewllable |Yes ‘ v ‘

Diagnoses for this Service

Jones, Luna N. —
Logout

o 2 Generate Report | @ Snapshot

Created
Date

Start Date ™ End Date =
Senvice Location [+] Start Time End Time
Duration I:lzl
Emergency l:m # of Service Units/Sessions

Primary |Se\ed an option

B
Secondary |Se\em an option | v |
e

Tertiary [Select an option

A

Rendering Staft ‘Jones. Luna N.

|
Supervising Staff ‘ |

’7Release to Billing

istrative Actions

31 3 3 O

Figure 5-5: Encounter Profile screen

5. Complete the fields on the Encounter Profile screen. See table below for information on each field.

Table 5-2: Encounter Profile fields

Field Description

Note Type

Select from the drop-down field.

ENCID

Read-only field. When the encounter is saved, this field will display its unique ID number.

Created Date

Read-only field. This field will display the date and time when the encounter is saved.

Program Name

This field will pre-populate with the client’s current program enrollment name and
program enrollment start date.

Pregram | Provider/Adolescent Intensive Outpatient : 8/31/2018 - v |
Service Select a service from the drop-down list.
Billable This field may be pre-populated.

Service Location

Select an option from the drop-down list. This field may be pre-populated if this
information was added to the facility profile.

Start Date Enter the date when this service was rendered.
Note: The start date for this encounter must occur within the same program enrollment
period. Encounter date cannot be before the intake date.

Start Time Enter the time when this service was rendered. This field may be optional or required

depending on the selected service. Some services may be set up to require this
information.
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T

End Date Enter the date when this service ended. This field may be optional or required
depending on the selected service. Some services may be set up to require this
information.

Note: The end date for this encounter must occur within the same program enrollment
period.

End Time Enter the time when this encounter ended. This field may be optional or required
depending on the selected service. Some services may be set up to require this
information.

Duration In the Duration field, type an integer to record time spent for this encounter. In the
Duration drop-down field, select the unit of time.

Note: The duration field will only accept whole numbers. Decimals (e.g., 0.5) are not
accepted.

Duration 30

These fields may be optional or required depending on the selected service. Some
services may be set up to require this information.

# of Service Units/Sessions | Type an integer representing the number of units or sessions spent for this service.

Your administrator may have established policy guidelines regarding how services are

recorded.
Emergency (Optional) Select from the drop-down list.
Pregnant (Optional) Select from the drop-down list.
Diagnoses for this Service
Primary (Optional) This field will pre-populate with the client’'s primary diagnosis based on the

encounter start date.

Secondary (Optional) This field will pre-populate with the client’s secondary diagnosis based on the
encounter start date.

Tertiary (Optional) This field will pre-populate with the client's tertiary diagnosis based on the
encounter start date.

Rendering Staff This field will pre-populate to the user logged in. To change the rendering staff, select
the correct staff member from the drop-down list.

Supervising Staff (Optional) In the drop-down list, select the Supervisor for the Rendering Staff member, if
applicable.

Note: Declaring staff members as “supervisors” is a feature controlled through the staff
member's profile by adding relationships.

6. Click Save, then click the right-arrow button.
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Encounter Error/Warning Message Examples

e Client is not yet enrolled in a program. Complete the program enrollment first.

e Encounter date cannot be before the intake date.

e The start date and end date for this encounter must occur within the same program enrollment period.
e Encounter date should not be before the admission date.

@ Client is not yet enrolled in a program. Complete the program enrollment first. %

© Encounter date cannot be before the intake date. »®
© The start date and end date for this encounter must occur within the same pregram enroliment period. %
A Encounter date should not be before the admission date. %

Encounter Bl o

Note Type |Case Management Note | v |
ENCID 5 Created 011912018 11:18 AM
Program | provider/Adolescent Intensive Outpatient : 8/31/2018 - [+]
Service |(416) Intake/Bispsycho-Social Assessment |v | Eillable |Yes |v |
Start Date 8/31/2018 £ End Date ]
Service Location |Commumly Mental Health Center ‘ - | Start Time End Time
Duration 30 Min n

Emergency I:IZI # of Service Units/Sessions 1

Diagnoses for this Service

Primary | F34.9-Persistent mood [affective] disorder, unspecified(ICD) ® | |

|
Secondary |Selec1 an option | - |
|

Tertiary |Se|ec1 an option

Rendering Staff |J0ne5l Luna M. | - |

Supervising 5‘3ﬁ|earcia, Sofia J., CCS |. |

Administrative Actions

’VRelease 1o Billing

21 £ 1 O

Figure 5-6: Encounter Profile screen saved
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Encounter Notes

The Encounter Notes section of the Encounter allows staff to enter notes related to the time spent with the client. If the
client has an Active Treatment Plan, the staff can add Goals, Objectives, and Interventions to the encounter.

MS-WITS TRAINING | rraining Provider 1, Provider #
& Ralts, Kirlia | F810342AR350230 |1 ©

Home Page Encounter Notes

» State Waitlist Goal Progress

i Add Goals

Clinical Dashboard
v Client List
*» Client Profile
Linked Consents
Non-Episode Contact
w Activity List
Intake

Add Objectives
Actions  Obj # Objective
Tx Team
» Screening
» Assessments
» ASAM
» Admission

Add Interventions

Actions # | Intervention

» Outcome Measures
Program Enroll
Diagnosis List

~ Encounters
Profile Signed Notes

Services

» Notes

» Treatment Unsigned Notes
» Continuing Care
» Discharge

» Recovery Plan

» Recovery Plan Rvw
Consent
Referrals
Payments

Episode List

» System Administration

Jones, LunaN. v

[3 Generate Report

Add Note Sign Note

Actions
[ Release to Biling

Logout

@ Snapshot

Add Goals

Add Objectives

Add Interventions

Figure 5-4: Encounter Note, Add Goals, Objectives, and Interventions

7. On the Encounter Notes screen, in the Unsigned Notes text box, type notes regarding the service provided.

Signed Notes

s
A\IowD\sc\ogure Cancel Save Finish o °

Unsigned Notes  Provided psychotherapy services to the client.

e
Add Note Sign Note

’— Administrative Actions

Release to Billing

Figure 5-7: Unsigned Notes text box
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8. To sign the notes, click Sign Note.

Signed Notes

g
AHDwDisc,loswe Cancel Save Finish o °

Unsigned Motes Provided psychotherapy services to the client.

Add Note Sign Note

’, Administrative Actions

Release to Billing

The notes will then be displayed in the read-only field, Signed Notes.

Signed Notes

Signed by Jones, Luna N., 9/19/2018 6:07:32 PM:
Provided psychotherapy services to the client.

Va
00

Unsigned Notes

Vi
Add Note Sign Note

|- Administrative Actions

Release to Billing

9. Click Save to stay on screen. Click Finish to return to the Encounter List screen.
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Release to Billing
Required Role(s):

= Release To Billing

When an encounter record is complete, it should be released to billing. To release an encounter, staff members must have
the role "Release to Billing” assigned. Staff members with this role will have a link available in the Administrative Actions

box on encounter screens.

Administrative Actions

Release to Billing

Figure 5-8: Administrative Actions box, Release to Billing link

Administrative Actions are available on both the Encounter Profile screen and the Encounter Notes screen. Click the

Release to Billing link on either of these screens.

Encounter M{ € of 3

Note Type |Case Management Note

ENCID 5
Pmﬁ;ﬁ"g Provider/Adolescent Intensive Outpatient : 8/31/2018 - v
Service |(416) Intake/Bispsycho-Social Assessment v Billable |Yes
Start Date 8/31/2018 ) End Date
Service Location ‘Commumty Mental Health Center v Start Time End Time

live Actions |

21 3 B O

vy [SERTTAT G _ e —— P
Rendering Stalf [Jonas, Luna N. [+]
Supervising Staff [Garcia, Sofla J., CCS Iz

Created -
Date 9/19/2018 11:18 AM

Figure 5-9: Encounter Profile screen, Release to Billing link

Encounter Notes

Goal Progress ‘

Add Goals

Signed Notes Signed by Jones, Luna N., 9/19/2018 12:41:23 PM:
Met with client to perform assessment.

Unsigned Notes

Administrative Actions
Release to Biling |

Add Goals

,
—— - -1 LX)

Figure 5-10: Encounter Notes screen, Release to Billing link
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Consent
Create Client Consent Record

@ Where: Client List > Activity List > Consent

The consent is a formal process adhering to 42 CFR Part 2, which governs the sharing of client information between
agencies and facilities using WITS. A consent may also be used to record the sharing of information (on paper) with
agencies who do not use WITS, making the consent part of the electronic health record.

1

2

On the left menu, click Client List and search for a client.
Locate the client, hover over the Actions column, and then click Activity List.
On the left menu, click Consent.

Click the Add New Client Consent Record link.

& Fox, Juniper | F20010120092650 | 1 o @& Snapshot

Home Page Client Consent List Add New Client Consent Record

» Agency i Disclosed To Status Signed?

Clinical Dashboard

~ Client List

Select Yes or No.

Is this related to a waitlist record?

Mh

If Yes is selected, the following screen will appear. Select from the drop-down list, then click Go.

Jones, LunaN. v

Logout

& Fox, Fig | MO9020987F! | 1 o Generate Report | @ Snapshot

Home Page

Choose from the Accepted Waitlist records:

» State Waitlist ) : N .
|Training Provider 1/Provider/Adolescent Intensive Outpatient | » h

» Agency

Clinical Dashboard

w Client List

On the Client Disclosure Agreement screen, complete the following fields.

Table 5-3: Client Disclosure Agreement fields

I R T S

Entities with Disclosure Agreements Select from the drop-down list. This field will display a list of
agencies that have previously created a Disclosure template. This
will prepopulate fields in the “Client Information To Be Consented”
section, which can then be modified if needed.

System Agency Select "Yes” if the agency uses WITS.
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T T oacien

Disclosed to Agency Select the agency that will be receiving the client’s information.

Facility Select the facility within the selected Agency that will be receiving
the client’s information. Select All Facilities, or an individual facility.

Purpose for Disclosure Type the reason for creating the Consent record.

Earliest date of services to be consented Select the date.

Has the client signed the paper Select “No" to save the screen and have the client sign the paper
agreement form form (see below), after client has signed, select “Yes".
Date client signed consent This field will become editable when “Yes" is selected in the

previous field.

Client Disclosure Agreement

Note: Consented information may not be redisclosed.
Client Name: poppins, mary

Unique Client Number: P15206017665430

Disclosed From Agency: Administrative Agency

Entities with Disclosure Agreements | w
System Agency | Yes v
Disclosed To Agency |A & O RECOVERY SERVICES INC v Facility |All Facilities | »
Disclosed To Entity (Non System
Agency)

Purpose for disclosure Client’s level of care has changed and needs to receive

Earliest date of services to be consented 6/1/2017 =]

Has the client signed the paper |

ient sig sel
agreement form ‘NO v | Date client signed consent

r Client Information To Be Consented
Expiration Type |Discharge(UD) v +Days
Client Information Options Disclesure Selection
Admission - Client Information (Profile) (UD, +2 «
ASAM Client Screening (UD, +30)
ATR Eligibility Screen Consent (UD, +30)
Behavioral Health Assessment Intake Transaction (UD, +30)
CAGE-AID Screening n TAP Assessment (UD, +20)
CONTINUUM Triage™ Assessmel
CONTINUUM™
DENS ASI Assessment
DENS ASI Lite
Diagnosis List v b
{ » 1 »
Comments Other Disclosures

Z %
3
Figure 5-11: Client Disclosure Agreement screen

8 If additional consent information needs to be added or removed from the client's disclosure agreement, update the

options from the “Client Information To Be Consented” section. Your agency administrator may have set up templates
for the disclosure agreement.
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Table 5-4: Client Information To Be Consented fields

T N T 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.

Client Information Options/Disclosure Selection Select options from the box and use the mover buttons
to add or remove the desired consent options.

9. When all required fields are complete, click Save.
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Print the Client Consent Form

10

1

14

After saving the Client Disclosure Agreement screen, click the Generate Report link to print the Client Consent Form
to get the client’s signature on the paper copy. The printed consent form includes items from the Client Information
Options box along with the Consent Expires information.

wirs PA-WITS Trai ning Community Counseling Center of Mercer County, Greenville-CCC Mercer Cty & Jones, Ashley, Lf:;(;‘t
> 18257

& Fox, Juniper | F20010120092650 | 1 () d [ Generate Report | @ Snapshot
Home Page nt Disclosure Agreement
» Agenc
g Y Note: C i ion may not be
Clinical Dashboard Client Name: Fox, Juniper
5 5 Unique Client Number:  F20010120092650
~ Client List Disclosed From Agency: Community Counseling Center of Mercer County
» Client Profile Entities vith Disclosure Agreements |All Other Agencies =
Linked Consents System Agency [Yes |
Non-Episode Contact Disclosed To Agency |Administrative Agency ‘ v | Facility | Administrative Unit ‘ v |
= = Disclosed To Entity (Non System
v Activity List : ity il
Intake Purpose for disclosure Client’s level of care has changed and needs services fri

Figure 5-12: Client Disclosure Agreement screen, Generate Report

Once the client has signed the paper form, update these fields:

®= Has client signed the paper agreement form: select “Yes” - are —
Federal Iz Generally, say 10 & person outside the program that &
client is enrolled in ATR, nrduummymmmmnemngammnsmm problem with

alcohol or other drugs unless:

= Date client signed consent: defaults to current date T ——

writing; OR
m The discosure s alowsd by o court order; OR
e

msm:h ok o program evaluatn; OR

Click Save and stay on this screen (notice the fields are now grayed {4 Tocsetc kit i oot sgsistany poron who ks
out). o the United State el o i
being reported under s"n:e ’;:l:;ppmaﬂﬂle state or | b‘c‘d ‘authorities. peectiom

After saving the client consent, a link to add a Client Referral for e A vt e o et ot goreming

. . . . . . Source: "A Drug & Alcohol L ", Legal (1996).
this consent will be available. This will open the client referral o b o
screen, and will pre-populate the signed consent and Agencyfields e g o !
of the Referred to section. Th pposs of e dscosurs utoaedhrsin

{11 vty my oigiiRy 1o focaiv and 10 pay Wes Gars oordinstion e, for 1 folowing ATR sorvios:
OR

{b) neodod for other facility

Click the link, Create Referral Using this Disclosure Agreement, L o -

1o the services | for purposes

care coordination.

and continue to the next section. R Ao A s e

:md Drug Abuse Pationt Raowds 42 CFR Part 2, and cannot bo dachead wmoazmy i contand
ol

y time.

except to the extent that acti
the information identified Vo | ncersand ot lack of conseont

above is voluntary. Howe: share inform:
nmyw!vemATRCmmum‘:nndlMALﬁdSleMcerm rom provising I GG H =)

consent form.

Printable Consent Form

& Fox, Juniper | F20010120092650 | 1 o [3 Generate Report [ @ Snapshot
AREFELs Create Referral Using this Disclosure Agreement
» Agenc
g 24 Note: C i ion may not be
Clinical Dashboard Client Name: Fox, Juniper
= = Unique Client Number:  F20010120092650
~ Client List Disclosed From Agency: Community Counseling Center of Mercer County
» Client Profile Entities with Disclosure Agreements All Other Agencies
Linked Consents System Agency Yes
Non-Episode Contact Disclosed To Agency Administrative Agency Facility Administrative Unit
S 2 Disclosed To Entity (Non Syst
— ACtIVlty List isclost 0 Entity (| nnAg):ng;n)
Intake Purpose for disclosure Client’s level of care has changed and needs services fri

Figure 5-13: Create Referral Using this Disclosure Agreement link
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Referrals
Create a Client Referral

@ Where: Client List > Activity List > Referrals

Continuing from previous section...

Once the Client Consent is complete, create the Client Referral Record. A referral is used when the receiving agency
(another WITS agency) will be providing services for the client. Referrals may also be done from one facility to another

facility within the same agency.

1. After clicking the Create Referral Using this Disclosure Agreement link, the Referral screen will open.

r Referred By

Agency Administrative Agency
Facility Administrative Unit
Staff Member Jones, Ashley
Program
State Reporting Category

Reason

if Other

is Consent Verification |

Required? 1 '7
Is Consent Verified? v
Continue This Episode of Care? |NO v

r Referred To

Signed Consents |[ALCOHOL AND DRUG ABUSE SERVICES =
Agency ALCOHOL AND DRUG ABUSE SERVICES
Facility CHESTNUT ST-A&D ABUSE SRVCS
Staff Member ‘ v
Program [ v
State Reporting Category
Nen-System Agency
Non-System Modality
Non-System Specifier

Appt Date £ Undetermined

Comments

Referral Status |Referral Created/Pending

Projected End Date

Created Date 7/24/2017 2:20 PM

Figure 5-14: Referral screen

Consents Granted

Consent Date:6/30/2017 -
Disclosure Domains:

Admission (UD, +20)

ASAM (UD, =30)

Client Information (Profile) (UD, +30)

Client Screening (UD, +20) il
Intake Transaction (UD, =30) y

1 £

2. On the Client Referral screen, complete the required fields in the Referred By section, including:

Table 5-5: Referred By fields

T e oeipten

Program

Reason

Is Consent Verification Required?
Is Consent Verified?
Continue Episode of Care?

Referral Status

Created Date

72 | Case Management/Treatment Planning

Select the Program, if available.

In the drop-down field, select the reason why this client
is being referred.

Select Yes.
Select Yes.
Select No.

State of the referral (this should be “Referral
Created/Pending”).

Date client is referred.
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3. Next, in the Referred To section, complete all the required fields, including:

Table 5-6: Referred To fields

 fed | Oecipton

Signed Consents Select the consent from list of available consents.

Agency This field will auto populate based on the “Consent”
selected.

Facility The facility the client is being referred to.

Program The program the client is being referred to.

4. When complete, click Save.
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Diagnosis List

@ Where: Client List > Activity List > Diagnosis List

Note: If Outcome Measures have already been created for the client, the Diagnosis List screen will display the diagnoses
previously entered for the client in the Outcome Measures section.

Review Diagnosis (Read-only View)
1.  On the left menu, click Client List and search for a client.
2. Hover over the Actions column, and click Activity List.

3. On the left menu, click Diagnosis List.

4.  On the Diagnosis List screen, locate a previously entered diagnosis from the list, hover over the Actions column and
click Review. This will display a read-only view of the Client Diagnosis screen.

DMH LR AERGY: S ’ Training Provider 1, Provider # Jones, Luna N. -

Logout

& Ralts, Kirlia | F810342AR350230 | 1 ] @ Snapshot

Home Page Diagnosis List Add New Diagnosis
» State Waitlist _ — cip2 . L%&M Effective Date & Expiration Date & 'Diagnosing

Lt EUS) Outcome Measures - Jones, 83112018 12:00
Client Status. Luna N AM

Clinical Dashboard Review

w Client List

» Client Profile

Figure 5-15: Diagnosis List, Review previously entered Diagnosis

5. Review the Client Diagnosis screen, and then click Finish. The system will redirect to the Diagnosis List screen.

@ Snapshot

& Ralts, Kirlia | F810342AR350230 | 1 ]

Home Page Client Diagnosis
» State Waitlist
7 primary F34.9-Persistent mood [affective] disorder, unspecified(ICD) Eﬂegﬂa\(g 8/31/2018 Time 12:00 AM
» Agency )
Secondary Expurla]n;:g fine
Clinical Dashboard
Tertiary
~ Client List Diagnosing Clinician
» Client Profile GAF Score
Linked Consents
) Code | Description Comments | Principal
Non-Episode Contact F34.9 Persistent mood [affective] disorder, unspecified Yes
~ Activity List Behavioral
Diagnosis
Intake
Tx Team
CEEERIL | Code Description Comments Principal
» Assessments [
g Medical
oM Diagnosis
» Admission
» Ouicome Measures
Program Enroll | Code | Description Comments Principal
Psychosocial
» Encounters Diagnosis
» Notes
Treatment Plan
» Trcatment

Figure 5-16: Review Diagnosis
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Add New Diagnosis

ﬂ See also: Part 3 “Client Diagnosis” on page 39 above.

1. On the left menu, click Client List and search for a client.
2. Hover over the Actions column, and click Activity List.
3. On the left menu, click Diagnosis List.

4. On the Diagnosis List screen, click Add New Diagnosis.

& Ralts, Kirlia | F810342AR350230 [1  © @ Snapshot
Home Page Diagnosis List Add New Diagnosis
» State Waitlist
» Agency , Persistent mood [affective] Outcome Measures - 9/5/2018  Jones, 8/31/2018 12:00
disorder, unspecified Client Status Luna N AM

Clinical Dashboard
w Client List

» Client Profile
Linked Consents
Non-Episode Contact

w Activity List

Intake
Tx Team

» Screening

» Assessments

» ASAM

» Admission

» Oufcome Measures
Program Enroll

Figure 5-17: Diagnosis List screen, Add New Diagnosis

5. A new Client Diagnosis screen will appear. Click Edit Diagnosis.

& Ralts, Kirlia | F810342AR350230 | 1 [} @ Snapshot
Home Page Client Diagnosis Edit Diagnosis
» State Waitlist )
7 Primary F34.9-Persistent mood [affective] disorder, unspecified(ICD) Eﬁeg"a‘(: 9/19/2018 By Time 325PM
gency . Sl
Secondary | [r J Explr%(::g _—
Clinical Dashboard T —
Tertiary | 2]
~ Client List Diagnosing Clinician l+]
» Client Profile GAF Soote
Linked Consents > 3 7 3 oz
- | Code | Description | Comments | Principal
Non-Episode Contact F349 Persistent mood [affective] disorder, unspecified Yes
~ Activity List Behavioral
Diagnosis
Intake
Tx Team
» Screening ‘ Cod o " c = 1 Princi
» Assessments '
> ASAM Diagnosis
» Admission
» Outcome Measures
Program Enroll [M ]mm Comments I PBrincipal
Psychosocial
» Encounters Diagnosis
» Notes

Figure 5-18: Add New Diagnosis from Diagnosis List

MS-WITS END USER CLINICAL | FEI Systems Diagnosis List | 75



Edit Diagnosis
6. On the Edit Diagnosis screen, add one or more diagnoses by completing the fields described in the table below.

Table 5-7: Client Diagnosis, Edit Diagnoses fields

Field Description

Type Select “Behavioral”, “Medical”, or "Psychosocial” from the drop-down list.

Client Diagnosis

Type

Diagnosis | Q

| v |F'rin|:ipa| Dizgnosis

< Behavioral
Medical
Psychosocial

Diagnosis

Type at least two (2) characters for options to appear in the drop-down list. Select an option.

Client Diagnosis

Type | Behavnoral

v

Diagnosis

Select an option

st

‘ Principal Diagnosis ’No \ v

Q

Comments|
F07.81 Pogtconcussional syndrome(ICD) - Vi

F43.29 Adjustment disorder with other symptoms(ICD)
F51.02 Adjustment insomnia(ICD)

SENEWG F34.9 Persistent mood [affective] disorder, unspecified(ICD)
[Aml F15.11 Other stimulant abuse, in remission(ICD)

F15.21 Other stimulant dependence, in remission(ICD)
F32.81 Premenstrual dysphoric disorder(ICD)
F15.129 Other stimulant abuse with intoxication, unspecified(ICD)

F15.920 Other stimulant use, unspecified with intoxication, uncomplicated(ICD)
F1R 020 Nthar ctimulant nica 1

ifiad with intavirati ifiad/ICN

Principal
Diagnosis

Select Yes or No.

Note: At least one diagnosis must be marked “Yes"” as the Principal Diagnosis.

Client Diagnosis

Type | Behavioral

Diagnosis |F34.9 Persistent mood [affective] disorder, unspecified{ICD)

qlﬂﬁncipal Diagnasis [No

Commenis

Comments

Type any comments if applicable.

Type |Benavmra| | T ‘

Diagnaosis |F34 9 Persistent mood [affecive] disorder, unspecified(ICD)

® ‘ v |F‘rincipal Diagnosis

Comments

7. Click Save. The diagnosis will be saved in its corresponding Type list on screen.
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8. Stay on this screen to enter additional diagnoses as applicable.

9. Click Finish. This will return to the Client Diagnosis screen.

Client Diagnosis

Type | | L |
Diagnosis |Select an option | v |Frint:ipa| Diagnosis
Comments
s
cear  Soe

Behavioral Diagnosis
.A.l:innsl Code Description Comments | Principal

f F34.9 Persistent mood [affective] disorder, unspecified Yes

e I

ﬁ

Figure 5-19: Diagnosis List - Client Diagnosis, Edit Diagnosis screen, click Finish

10. On the Client Diagnosis screen, update the Secondary and Tertiary fields with a diagnosis, as applicable.

[BIV[R] MS-WITS TRAINING | g rower 1. rovier s Ll

18.38.0

& Ralts, Kirlia | F810342AR350230 | 1 [x] @ Snapshot

Home Page Client Diagnosis Edit Diagnosis

» State Waitlist
Primary F34 9-Persistent mood [affective] disorder, ified(ICD) Efecthe G018 @ Time 3:25PM
» Agency
Secondary [S06.0X9A-C ion with loss of i of ified duration, initial encounter(ICD) - E"”"‘s“ﬁ‘:‘e‘ Time
Clinical Dashboard - : — —
Tertiary ‘ ‘ =i
v Client List Diagnosing Clinician \
» Client Profile GAF Score
Linked Consents ‘ Code I-D ot l c ‘ Pancioal
Non-Episode Contact F349 Persistent mood [affective] disorder, unspecified Yes
S Behavioral
w Activity List Diagnosis
Intake
Tx Team
» Screening | Code | Description Comments ‘Principal
otz i S06.0X9A C ion with loss of i of ified duration, initial encounter Yes
» ASAM Dimg?sl W07 XXXA Fall from chair, initial encounter No
» Admission
» Outcome Measures -
| code | Description Comments | principal
Program Enroll
Psychosocial
Diagnosis
» Encounters
» Nofes
» Treatment
» Confinuing Care { Actions I
» Discharge

Figure 5-20: Diagnosis List - Client Diagnosis screen

11. Click Finish. This will return to the Diagnosis List screen.
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On the Diagnosis List screen, notice the previously entered diagnosis now has an expiration date and time.

m MS-WITS TRAINING | riaining proviser 1, Provider # = -
0
& Ralts, Kirlia | F810342AR350230 | 1 [x] © @ Snapshot

Home Page

Diagnosis List

» State Waitlist

Principal Medical
» Agency
I Persistent mood [affective] ~ Concussion with loss of consciousness of Diagnosis List 9/19/2018 Jones,  9/5/2018
Clinical Dashboard disorder, i ified duration, initial LunaN. 3:25PM
S 5 ’ Persistent mood [affective] Outcome Measures  9/5/2018  Jones,  8/31/2018 9/5/2018
~ Client List disorder, unspecified - Client Status LunaN. 1200 AM  3:24 PM

» Client Profile
Linked Consents
Non-Episode Contact

v Activity List
Intake

Tx Team

» Screening

» Assessments

» ASAM

» Admission

» Outcome Measures
Program Enroll

Figure 5-21: Diagnosis List screen, additional diagnosis

Diagnosis List Add New Diagnosis
(Primary) Principal Medical Source

f Persistent mood [affective] ~ Concussion with loss of consciousness of Diagnosis List 9/19/2018 Jones,  9/5/2018
disorder, unspecified unspecified duration, initial encounter Luna N. 3:25PM

's Persistent mood [affective] Outcome Measures  9/5/2018  Jones,  8/31/2018 9/5/2018
disorder, unspecified - Client Status Luna N.  12:00 AM 3:24 PM
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Drug Testing (Optional)

@ Where: Client List > Activity List > Drug Testing

1. On the left menu, click Client List and search for a client.
2. Hover over the Actions column, and click Activity List.
3. On the left menu, click Drug Testing.

4. Click Add Test Result.

& Rose, Lavender A | W36206299044440 |1  © [ SSRSReports |  [3 Generate Report | @ Snapshot
€ No results match your search criteria. X
Home Page
Drug Test Result Search
» Agency |
s From Date 5/31/2017 To Date 6/30/2017

» Group List

Clinical Dashboard

v Client List Drua Test Result List
rug Test Result Lis!
(Export) Add Test Result

» Client Profile
Linked Consenis
Non-Episode Contact
« Activity List

Intake

Total Tests: O Total Positive Tests (including unconfirmed): 0

Screening Tool

» Assessments

Figure 5-22: Drug Testing screen

5. Complete the Drug Test Results Profile fields.

Table 5-8: Drug Test Results Profile fields

| Fed | Deaipton

Specimen # Type the Specimen Identification, or Tracking Number.

Date Type the date of the drug test.

Client Outcome Select the outcome of the drug test from the drop-down list.

Specimen Type If the client produced a specimen, this field will become required. Select an option
from the drop-down list.

Staff Defaults to the staff member currently signed in.

Facility Defaults to the current facility location.

Location (Optional) Select the specimen collection location from the drop-down list.

Comments Type any comments as needed.
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Drug Test Result Profile

Specimen® Staft
Date = Faciiity
Client Outcome v Location

Specimen Type Bicod Alkcohol Content

Marguana Content

Comments

Jones, Ashley v

Administrative Unit [v

Lo Jlsme ] ven)

Add Drug Test Results

Drug Type  Alcohol a
Amphetamines
Barbiturates
Benzodazepine
Cocaine
Creat
Hallucinogens
Heroin
Inhalants
Marjuana
Methadone
Other Opiates
PCP
Propoxyphene
Sedatives

Drug Test Results

Actions Drug | Test Result

Figure 5-23: Drug Test Result Profile screen

Test Result

Test Result

Edit Test Result

6. Inthe Add Drug Test Results section, in the Drug Type field, select one or more types. Then in the Test Result field,
select an option from the drop-down list and click Add. These options will be displayed in the Drug Test Results

section of the screen.

Add Drug Test Results

Drug Type  Alcahol -
Amphetamines
Barbiturates
Benzodiazeping
Cocaine
Creat
Hallucinogens
Heroin
Inhalants
Marijuana
Methadone
Cther Opiates
PCP
Propoxyphens
Sedatives hd

Drug Test Results

Test Result

Test Result | Megative

Ivlh

Edit Test Result

Test Result

Figure 5-24: Add Drug Test Results
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Drug Test Result Profile

Specimens J-8327619
Date B/1212017
Cient Outcome |Specimen Coliected
Specimen Type Uring Sample

Comments

Drug Type  Barbiturates
Benzodiazepine
Cocaine
Creat
Halucinogens
Inhalants
Methadone
PCP
Propoxyphene
Sedatives

Drug Test Results

Actions | |_| | Do
P Manjuana
, Amphatamines
l Alcohol
, Heroin
, Other Opistes

Stsft

Facity

Location

Blood Akohot Content

Marquana Contant

Test Result

Jones, Ashiey »
Administrative Unit »
Other Service Agency »

[coce e ] v

Add Drug Test Results

Test Resut INegative

Negative

Negazve

Negatve

Negatve

Negatve

Edit Tes! Result

'

Figure 5-25: Drug Test Profile with Drug Test Results added
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7. To update a Drug Test Result(s), click the check box beside the drug name(s). In the Test Result field, select an
option from the drop-down list.

Drug Test Results Test Result Edit Test Result

|Actions | Drug JestBemlt l 2
, [ | Akohol Positive - Confirmed ——
, [l Marijuana Positive - Confirmed Confirmed
& [ Amphetamines Negative ::i::vwen
& O OmerOpistes Positve - Unconfimed | FOSIve -
P e Negative Positive - Excused “
’Q ||  Heroin Negative
f [ | Cocaine Unknown

Drug Test Result Profile

Specimen # PI-3.14150265350 Staff |Jones, Sarah A., CCS v
Date 6112017 ﬂ Facility |Administrative Unit v
Client Outcome |Specimen Collected | v ‘ Location | Treatment Agency | v ‘
Specimen Type |UriﬂE Sample | v ‘ Blood Alcohel Content

Marijuana Content

Comments

P

Add Drug Test Results

Drug Type | Barbiturates - Test Result ‘Unknuwn ‘ v | Add
Benzodiazepine
Creat
Hallucinogens
Inhalants
Methadone
PCP
Propoxyphens b4
Drug Test Results Test Result Positive - E... H Edit Test Result
Actions = Drug Test Result
j || Alcohol Puositive - Confirmed
, ) | Marijuana Positive - Confirmed
j [ | Amphetamines MNegative
, [ | Other Opiates Positive - Unconfirmed
j |#*| Sedatives MNegative
, [ | Herocin Negative
j [ ] Cotaine Unknown

The Drug Result List screen displays all previously entered test results. You can see the type, result, and outcome from the list
screen. For more detailed information, click on the pencil icon to review the test result profile.

ug Test Result Search

From Date 6/10/2017 To Date 702017

Drug Test Result List

(Exporl Add Test Result

Total Tests: 2 Total Positive Tests (including unconfirmed): 1

f SMDR201T  NIA Excused
Absence

& 61172017 Pl- Uring Alzohol Other Opiates Sedatives Amphetamings, | Cocaing, Specimen
3.14158265359 Sample  Marijuana Heroin Hallucinogens  Gollscted
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Part 6: State Waitlist

@ Where: State Waitlist

Role(s) Needed:

= Cross-Agency Waitlist Management (Full Access or Read-Only)
= Facility Administrator role is needed to view “Facility Details” for each program location

State Waitlist allows for the monitoring and management of any program or modality of care across the state. The state will
set up the programs available on the State Waitlist. Once a program is included on the State Waitlist, agencies within WITS

can place clients on the State Waitlist. When clients are assessed for treatment but the level of care needed is not available,
a client could be put on a waiting list at another agency.

m MS'WITS TRAI NING Training Provider 1, Provider ¢ EEREL, SH R 8

18.38.0 Fogett

@ Snapshot

State Waitlist Search

Program Name

Home Page

v State Waitlist

My Programs

Modaity | [~
‘ Beds/Slots Available

v

Facility GeoCode [

i ]
My Clients Ay NS : v Facility Name ‘:’L}
Agency Age Group v 1 Gender Specific v |
Clinical Dashboard Cloar

Client List

» System Administration State Waitlist List

. Eacil wailable |, oy
Actions  Agency/Facility c Y program Modality M \aitlist Age/Gender
City. Slots Waitlist
, Administrative Agency/Administrative  Columbia Residental Outpatient = Ambulatory- Non-Intensive 100 0 None/None
Facility Outpatient
'0 Catholic Charities, Inc./Born Free/New Jackson = PRIMARY Rehabilitation/Residential-Short 20 3 None/None
Beginnings RESIDENTIAL Term (30 days or fewer)
SERVICES
’ Harbor Houses of Jackson/Harbor Transitional Transitional Residential Services 10 0 None/Female
House of Jackson, Females Residential
’ Training Provider 1/Provider Petal Adolescent Intensive  Ambulatory-Intensive-Outpatient 99 0 Youth
Outpatient (<21)/Not
Specific
'Q Training Provider 2/Main Office >30 SUD Residential  Rehabilitation/Residential-Short 8 3 None/None
Term (30 days or fewer)
Manage My Program Lists Manage My Client Lists

Table 6-1: State Waitlist Column Descriptions

Agency/Facility Name of the Agency and Facility

Facility City Displays the city listed on the facility’s address.
Program Displays the name of the Program.

Modality Displays the Program’s Modality.

Available Program Slots Displays the number of slots available for the program.
# on Waitlist Displays the number of clients currently on the waitlist.
Age/Gender Displays the Age and Gender of the Program.
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Add Client to Waitlist

Follow the steps below to add a client to the Waitlist.

1.

2.

3.

On the left menu, click State Waitlist.

Use the search fields to filter the list of programs displayed on screen. Locate a program from the list, hover over the
Actions column and click Review List. This will display the Client Waitlist screen.

Jones, Luna N. ~ ==
Logout

Training Provider 1, Provider ¢

@ Snapshot

Home Page State Waitlist Search

w State Waitlist Program Name

Modality | v
My Programs Facility GeoCode B Beds/Slots Available
My Clients Aoicy Niaime = Facility Name [z
» Agency Ao G = Gender Specific [z
Clinical Dashboard Clear

» Client List

» System Administration

State Waitlist List

Modality
#  Administrative Agency/Administrative Facilty Columbia  Residental Outpatient Ambulatory- Non-Intensive Outpatient 100 0 None/None
n Catholic Charities, Inc/Born Free/New Beginni Jackson _ PRIMARY RESIDENTIAL Rehabilitation/Residential-Short Term (30 days 20 3 None/None
(ICES or fewer)
Facility Details | Unit Capacity #3 Ambulatory- Non-Intensive Outpatient 100 0 None/None
& Harbor Houses of JacksonHarbor Houses of Primary Residential Primary Residential Services 10 0 None/None
Jackson

Figure 6-1: State Waitlist, Review List link

On the Client Waitlist screen, click Add Client to Waitlist. This will open the Client Waitlist Profile screen.

m MS-WITS TRAINING | Training Provider 1, Provider # Jones, LunaN.v =

18380 Leziedi

@ Snapshot

Home Page Client Waitlist

v State Waitlist Facility Born Free/New Beginnings

Agency Catholic Charities, Inc.

My Programs Program Name PRIMARY RESIDENTIAL S Modality Rehabilitation/Residential-Short Term (30 days or fewer)

My Clients Available Slots 20 Agel/Gender None/None

» Agency Status |Pending v

Clinical Dashboard Unit Capacity
» Client List

» System Administration

Client Waitlist List Add Client to Waitlist
| Prior T
2 Administrative Agency Male 63 No Yes 1 2 Pending
5 Department of Mental Health TEST Male 28 No No 1 0 Pending
8 Department of Mental Health TEST Female 30 1/1/2019 Yes No il 3 Pending

Figure 6-2: Client Waitlist screen, Add Client to Waitlist
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Client Waitlist Profile

Agency Catholic Charities, Inc.
Program Name PRIMARY RESIDENTIAL S

Available Slots 20

Client Name [Type here to search...

DOB

Facility Born Free/New Beginnings
Modality Rehabilitation/Residential-Short Term (30 days or fewer)

Waitlist Status Pending Date on Waitlist

Q. Unique Client Number

Last 4 of SSN

Age/Gender None/None

Gender

Pregnant v

Other Priority Options Selected Priority Options
All Other -
Contract
KY
Pregnant/IV Users -
BG Priority Add client to all waitiists for this modality? [No | + |

Rejection Reason

Due Date

’r Administrative Actions

UnitCapacity

Figure 6-3: Client Waitlist Profile

4. On the Client Waitlist Profile, in the Client Name field, search for a client by typing the client’s last name.

Client Name Type here to search...

Q

5. Click the client's name from the drop-down list.

Client Name |F

ther

DOB | Fairy, Tooth

Last 4 of SSN

Fox, Fig

) IV Drug User

Frost, Jack

Figure 6-4: Client Waitlist Profile, Client Name search field

6. Complete the required fields on the Client Waitlist Profile and refer to the table below for information on each field.

Table 6-2: Client Waitlist Profile fields

Description |

I Agency

| Read-only field. Displays the agency name for the program selected. |
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T T

Facility Read-only field. Displays the facility name for the program selected.

Age/Gender Read-only field. Displays the age/gender for the program selected.

Program Name Read-only field. Displays the selected program name.

Modality Read-only field. Displays the modality for the program selected.

Available Slots Read-only field. Displays the available slots for the program selected.

Waitlist Status Read-only field. Displays the client’s waitlist status for the program selected.
Client Name Search for a client by typing the client’s last name. Click the client's name from the

drop-down list.

Client Name EF Q ber

DOB Fairy' Tooth Last 4 of SSN

‘ Fox, Fig ’ IV Drug User
Frost, Jack
Date on Waitlist Enter the date the client is placed on the waitlist. Once the client name is selected

from the Client Name field, the date field will pre-populate with today's date.

Date on Waiist [09/05/2018] [

0 Sep ¥ 2018 * ©

Su Mo Tu We Th Fr Sa

10 11 12 13| 14 15
16| 17| 18| 19 [ 20| 21| 22
23|[ 24| 25 26( 27|[ 28|[ 29
30

Unique Client Number Read-only field. Displays the selected client's UCN number.

Gender Read-only field. Displays the selected client's Gender from the client profile.

DOB Read-only field. Displays the selected client’s date of birth from the client profile.

Last 4 of SSN Read-only field. Displays the selected client’s last four digits of their social security
number, from the client profile.

Pregnant Read-only field. Displays information for the selected client if applicable.

Due Date Read-only field. Displays information for the selected client if applicable.

IV Drug User Select Yes, No, or Denies from the drop-down list.

IV Drug User |No

Selected Priorit

Denies
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HIV Tested

Description
Select Yes, No, or Unknown from the drop-down list.
HIV Tested

Unknown

Selected Priority Options

In the Other Priority box, select the appropriate option(s). Click the top arrow (>)

button to move the selected options to the Selected Priority Options box.
Other Priority Options Selected Priority Options
All Other a Pregnant/IV Users -
Contract >
KY
State Probation/Parole - -~
BG Priority Read-only field. When the screen is saved, this field displays the Block Grant priority
for the client, if applicable.
Add client to all waitlists | “No” is selected by default.
for this modality?
Add client to all waitlists for this modality?
Rejection Reason Read-only field. If the client is rejected from the selected program, the reason will be
displayed in this field.
7. Click Save. A confirmation screen will appear.
8.

On the confirmation screen, click Yes to add the client to the waitlist.

m MS-WITS TRAINING

18.38.(

Training Provider 1, Provider ¢

Garcia, Sofia J., CCS v =
Home Page
w State Waitlist

Logout
My Programs

@ Snapshot
Are you sure you want to add 'Fox, Fig' to the waitlist for Training Provider 1, Provider, Adolescent Intensive Outpatient?
e
My Clients

Figure 6-5: Add Client to Waitlist, Confirmation screen
9.

On the Client Waitlist Profile screen, click Finish. This will return to the Client Waitlist screen.

10. On the Client Waitlist screen, click Finish. This will return to the State Waitlist screen.

My Programs

@ Where: State Waitlist > My Programs

This screen allows you to manage and view the waitlists for programs within your agency.
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= Accept: If a client is accepted, an email will be sent to the originating agency informing them that they will need
to create a Consent and Referral to your agency, as shown in Figure 6-9 below.

= Reject: If a client is rejected, that client cannot be added to the Waitlist for this program again.

MS-Wl TS TRAI NI NG Training Provider 2, Main Office ¢ Ly, Bl = =

Logout

@ Snapshot

Home Page Program Waitlist Search

v State Waitlist Facilty } B | Program Name Gender |

Status {Pendlng v Available Slots Age

My Clients Modaiity | -

Clinical Dashboard

» Client List Program Waitlist List
» System Administration | Block
Actions | Waitlist ID | Program Placed by Agency Gender Age DueDate HIV Tested DRoys Wailing  jn'orogram Grant | Status
| Priority
I 6 >30 SUD Residential ~ Department of Mental Health TEST Male 28 No No 2 0 0 Pending
7B >30 SUD Residential  Administrative Agency Male 63 No Yes 2 0 2 Pending
l 9 >30 SUD Residential  Department of Mental Health TEST Female 30 1/1/2019 Yes No 2 0 3 Pending

Figure 6-6: State Waitlist, My Programs screen
Accept Client to Program
1. On the left menu, click State Waitlist, and then click My Programs.

2. Onthe My Programs screen, review the list of clients placed on your agency’s waitlist(s). Locate a client, hover over
the Actions column, and then click Accept.

Logout

m MS-WITS TRAINING | Training Provider 1, Provider # Garcia, Soffa J, CCS »

@ Snapshot

Home Page Program Waitlist Search

v State Waitlist

Facilty | 1 | Program Name Gender v
Status ‘Pendmg [ | Avaiable Siots Age
My Clients Modaity | =

Clinical Dashboard

» Client List Program Waitlist List
» System Administration #arior
Placed by Agency times
In program
St <30 SUD Residential Department of Mental Health  Male 28 No No 2 0 0 Pending
TEST
u 1 <30 SUD Residential Administrative Agency Male 63 No Yes 2 0 2 Pending
Vi Accet‘&| Reject Department of Mental Health  Female 30  1/1/2019 Yes No 2 0 3 Pending
TEST
, 10 Adolescent Intensive Training Provider 1 Male 15 No No 15 0 0 Pending
Outpatient

Figure 6-7: Program Waitlist screen, Accept client
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3. On the confirmation screen, click Yes to accept the client into the program.

.DM H MS'WI TS TRAI N I N G Training Provider 1, Provider ¢

18.38.0

ALl Are you sure you want to accept this client into the program?

e e

v State Waitlist

My Clients

Figure 6-8: Accept Client into Program confirmation screen

When a client is accepted to a program, staff members* within the client’s agency will receive an email notification as
shown in the screen capture below.

ﬂ *Note: Staff Members with the following role assignment will receive an email notification: Cross-Agency
Waitlist Management (Full Access)

Waitlist Notification Email

“One of your clients has been accepted from the waitlist for [Program Name] at [Agency Name]. Please go to the Waitlist
Client Management screen to refer the client to the program.”

H © ¢ » ¥ = Waitlist Notification - Message (Plain Text) ?7 B - O X
FILE MESSAGE ADOBE PDF
Mon 7/24/2017 5:07 PM
noreply@witsweb.org
Waitlist Notification
To BKristyn OReilly; M Ashley Jones
Action Items + Get more apps

One of your clients has been accepted from the waitlist for 'TEDS' at 'Administrative Agency'. Please go to
the Waitlist Client Management screen to refer the client to the program.

Figure 6-9: Client Accepted from Waitlist, Notification Email
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Reject Client from Program
1. On the left menu, click State Waitlist, and then click My Programs.

2. Onthe My Programs screen, review the list of clients placed on your agency’s waitlist(s). Locate a client, hover over
the Actions column, and then click Reject.

m MS-WITS TRAINING Training Provider 1, Provider ¢ (e SHidy, B o

18.38.0 Logout

@ Snapshot

Home Page Program Waitlist Search

. ==
State Waitlist Facility I:]LJ Program Name Gender X
Status n Available Slots Age

My Clients Modaity | L]

» Agency

Clinical Dashboard

» Client List Program Waitlist List
» System Administration VD
Placed by Agency.
User
Department of Mental Health Male 28 No No 2 0 0 Pending
TEST
Administrative Agency Male 63 No Yes 2 0 2 Pending
Department of Mental Health Female 30  1/1/2019 Yes No 2 0 3 Pending
TEST
Adolescent Intensive Training Provider 1 Male 15 No No 15 0 0 Pending

Outpatient

Figure 6-10: Program Waitlist screen, Reject client

m MS-WITS TRAINING Catholic Charities, Inc., Born Free/New Beginnings ¢ RES Ay
18.38.0

Logout

[ SSRS Reports |

@ Snapshot

fomeiians This action will reject the client from the current program and they will never be able to enter this program. If you are sure that you want to
~ State Waitlist do this, then enter a reason and click confirm; otherwise click cancel.

Rejection Reason

My Clients

» Agency

» Group List

Clinical Dashboard

Client List

» System Administration
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My Clients

@ Where: State Waitlist > My Clients

Use this screen to view a list of this agency's clients that have been placed on waitlists throughout the system.

3. On the left menu, click State Waitlist and then click My Clients.

Home Page
v State Waitlist

My Programs

» Agency
» Group List

Clinical Dashboard
» Client List

» System Administration

Reports

Client Waitlist Search

Client FN Client LN Unique Client
Agency ‘ L Modality | Homber ‘ = ‘
Program Name Status \Pendmg = Days Waiting
Age Gender [ [z o Pregnant [ f"
H | = 1V Drug Use | B Waitist 1D =

) . ) [
Actions WISt ciion Name | AgencyiFacilty Program Name | D22 | priority HIY |nm
Support Ticket ) Warting Ml User
I 3 poppins. DEERFIELD CENTER FOR ADDICTIONS Warren Special 26 3 No 4 Female Pending
mary TREATMENT/WARREN-DEERFIELD CENTER Program
P i gency Unit TEDS 0 3 No 252018 17  Female Pending
Zinnia
, 6 Vera, Aloe Administrative Agency/Administrative Unit TEDS 0 2 Yes 19 Male Pending
, 7 Kabitan, Administrative Agency/Administrative Unit TEDS 4 0 Denies 17  Male Pending
Hosta
, 1 Test, Phase1 DEERFIELD CENTER FOR ADDICTIONS Warren Special 39 0 No 47  Male Pending
TREATMENT/WARREN-DEERFIELD CENTER Program
’ 2 test, christine  Administrative Agency/Administrative Unit TEDS 39 0 No 27 Female Pending
Figure 6-11: State Waitlist, My Clients screen
4. Hover over the Actions column for a client and a list of action items will appear.
Home Page Client Waitlist Search
v State Waitlist Client FN Client LN Unique Client
— Number
My Programs Agency 7= Modality | \ 'Vl
Program Name Status \Pendmg Tol i Days Waiting
» Agency Gender Pregnant | =
» Group List Waitlist ID

Clinical Dashboard

» Client List

» System Administration

Reports
Support Ticket

IV Drug Use |
L

Actions Client Name ‘Mﬂm
= B poppins DEERFIELD CENTER FOR ADDICTIONS
mary TREATMENTWARREN-DEERFIELD CENTER
~ B gencylAdministrative Unit
Zinnia
, 6 Vera, Aloe Administrative Agency/Administrative Unit

Kabitan, Administrative Agency/Administrative Unit

Review Delete ACCE‘ Referral

ONS
CENTER

, 2 test, christine ~ Administrative Agency/Administrative Unit

Program Name

Warren Special
Program

TEDS

TEDS
TEDS
Warren Special

Program
TEDS

Denies

No

No

2/512018

41 Female Pending

17 Female Pending

19  Male Pending
17 Male Pending
47 Male Pending

27 Female Pending

Figure 6-12: State Waitlist, My Clients screen, Actions links
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Part 7. Agency Billing

Review and Adjust Claims

@ Where: Agency > Billing > Claim Item List

Once an Encounter is released to billing, it is now referred to as a

Required Role(s):

“Claim Item"”.

=  Create Agency Claim Batch
®  Create Facility Claim Batches
1. To view claim items, click Agency, then Billing, and then click Claim Item List. Note the Claim Item List will display
claim items with a status of "All Awaiting Review" by default.
Home Page Claim Item Search
s JE— L eco

» Agency List Clent First Name Clent Last Name, Charge.

» Non-Staff Physicians SubscrberResp Part Fist ity tastiiams Serlin

~ Billing Subscriber/Resp Par i Rendering Staff| Service Date.

Al #
Claim Batch List Item Status|All Awaiting Review Faciity| |*
EOB Transaction List Add-On Level =] o .
» Payment List - o
Billing Transaction List
Client Balance Claim Item List (Export) IR oot Status
Cost Center
» Payor Plan List | Actions | ltem I | Ctient Name | Add-On Level | service Date | Service | Duration | status | Retease Date | Charge

Authorization List

Authorization Dashboard

Figure 7-1: Claim Item List screen
2. Use the search fields to find a specific claim item or to filter your results, then click Go.

ﬂ To view all available claim items, click Clear and then click Go

3. The claim item list will display the following information:

Table 7-1: Claim Item List information

Field Description

Client Name

Name of client record.

Service

Service code.

Status

Status of claim item.

Release Date

Date the claim item was released to billing.

Charge

Total amount billed.
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Ciaim Item Search

Plan v Group Enroliment v ENCID

Client First Name Client Last Name Charge

Subscriber/Resp Party First S/R Party Last Name Service
Name

Subscriber/Resp Party Account # Rendering Stafl Service Date

Authorization #

ltem Status A Faciity v
Add-On Level v

Claim item List (Export) Update Status
i | : |
Actions Mem# | CentMame | Adg.0n Lovel | service Date Service Dumtion  status  Release Date Charge

, 1 1 Participant, Practice None SM112015 TR3080/CL/BN Released SM112015 s$1.00

2 | Participant, Practice None $/1212015 TR7010 60 Min Released /1572015 $12.50

Profile

Figure 7-2: Claim Item List screen, Profile link

4.  Next, click on the Profile link located under the Actions column to view the claim item.

5. The Profile for Claim # screen displays all of the claim information and allows for claim item adjustments to be made
if needed. Note you will only be able to edit a few active fields, as the remaining fields will be read-only.

ﬂ Tip: The number of units on the Claim Item can be updated in the Billing Units field.

Profile for Claim ltem # 2 for Participant, Practice

ENC ID: 2079 Delivered Service: TR7010
Service Start: 5/12/2015 2:00 PM
Program: ATR 4 Service End: 5/12/2015 3:00 PM
Diagnoses: [/ / Duration: 60 Min

Pregnant: # Sessions/Units: 1

Status: Released Rendering Staff: Vendor, Practice
Seivicefee Cost Center ‘ \ ‘
’( Biling Units 1.00 X Rate/Unit 125000 = $12.50 Biling Note
Encounter Post Date 5/15/2015
Group Enroliment ATR4 [ATR4, ATR4 - Service Vendor] Created Date 5/15/2015 8:53 PM

Payor Biling Service Peer-to-Peer Services, Mentoring, Coaching (training): TR7010

Service Location
Unit Desc 1 unit=
Authorization 3-TR7010 Available 187.50
Available to pay this claim item: 187.5000

Administrative Actions
" Awaiting Review Hold Reject (Back Out)

B 3

Figure 7-3: Profile for Claim # screen

6. Next, you have the option of changing the claim item status. The Administrative Actions will vary based on the claim
item status. If the claim item is Released, choose from the following actions In the Administrative Actionsbox:
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Table 7-2: Claim Item Administrative Actions

™ S R

Awaiting Review This action link will indicate that the claim is awaiting
review and approval to release.

Hold This action link will indicate that the item is pending and
is not ready to be batched and billed.

Reject (Back Out) This action link will indicate that the claim item may not
be billed.

7. After selecting an Administrative Action, the browser window will reload and the claim status is changed. Click Finish
to save and complete your action.

Note: Reversal and Adjustment

The reversal and adjustment claim items are automatically created with the released status. They will then be
batched and billed when the next process runs.
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Note: Reject (Back Out) a Claim Item

1. If rejecting a claim, another screen will appear and you will need to provide a reason.

This action will cause this service to be rejected back to the
clinician. If you are sure you want to do this, then enter a reason
and click confirm.

Rejection Reason Other |
Other Comments Please update the service date to 5/13/2015.

Thank youl

Cancel Confirm

Reject (Back Out) Claim Item Reason

2. Once the claim is rejected, the encounter will appear in red on the encounter list.

& Client: Participant, Practice | 16261P112585345 | 1 © Clear Client

Encounter Search

Start Date 5/15/2014 End Date 5/152015
Rendering Staff Service
Encounter Status |Rejected v Program

Encounter List (Export) Add Encounter Record

ENCID  Rendering Staff Program Name ! .
& e Needs - Clothing/ ygiene Products (training) 2075 Vendor, Practice ATR4 Rejected (Detais)

Encounter List, Rejected Item in Red

3. The user will then be able to see the rejection reason by clicking the “Details” link. This link will open
another window and will provide the user with information to make any changes.

& Client: Participant, Practice | 16261P112585345 | 1

Rejection Reason

Please update the service date to 5/13/2015. Thank you!

Rejection Reason
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Create Agency/Facility Claim ltem Batches

@ Where: Agency > Billing > Claim Item List

Next, after reviewing all of the claim items, they will need to be batched. Batches can be made either for an agency or for a
facility. This ability is assigned through the roles, Create Agency Claim Batch, and Create Facility Claim Batches.

For staff members with either of these roles, the Claim Item List screen will display an Administrative Actions box, with one
or both of those links.

Claim Item Search

Plan| | v | Group Enrul\mem| ‘ v | ENC ID
Client First Name Client Last Name Charge
Subscriber/Resp PAWNZE; S/R Party Last Name Service
Subscriber/Resp Party Account # Rendering Staff Service Date
Authorization #
Item Status [+] Facilty I+]
Add-On Level -

Administrative Actions ‘

’VCreateAﬂEnc' Batches  Create Facility Batches

Claim Item List (Export) IS Locate Status
| Actions  Item # | | ‘ Client Name |Add-€lll Level ‘ Service Date | Service | Duration ‘ Status | Release Date ‘ Charge

/ 2 [  Parlicipant, Practice Nene 5122015 TRT010 60 Min Batched 5/15/2015 $12.50

l 3 [  Parlicipant, Practice MNene 51472015 TRTOMO 60 Min Batched 51572015 $12.50

Claim Item List screen, Create Agency/Facility Batches

1. To create an Agency and/or Facility Batch, click one of those links in the Administrative Actions box.

2. On the Choose Plan(s) for Batching screen, select ATR4 and move it to the “Selected Plans” box, and then click Go.

Choose Plan(s) for Batching

Available Plans Selected Plans
- ATR4 -

- -

Choose Plan(s) for Batching screen

3. A message will appear on the screen indicating that the claim items are being batched.

@ The claim items for the selected 1 plan(s) are being batched. This may take a few minutes to complete. x

Claim Item Search

Batched Claim Items message

4. Check the Claim Batch by clicking the Claim Batch List link in the left menu. See next section...
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Claim Batch List

@ Where: Agency > Billing > Claim Batch List

The Claim Batch List screen allows you to review the Claim Batch profile, including all of the claim items associated with
that batch, and then submit the claim batch to the payor for payment processing.

1. From the left menu, click Agency, Billing, and then click Claim Batch List.

2. Click Clear to remove pre-filled items in the search fields, and then click Go to view all of the claim batches.

Home Page Provider Claim Batch List
~ Agency Plan Name. - Created Date.
» Agency List Siling Form = Transmit Date
» Non-Staff Physicians Batch # Status v
 Billing
Claim Item List

Claim Batch List (Export) Download 837

[EOB Transaction List
» Payment List

| Actions Batchz || lm Batch For ‘BﬂlngFMm ‘gm ‘M ‘smgm: iM ' Transmit
1

Released ATR4 - Service Vendor WITS Batch P 525.00 /1572015
Claim Ite rofile

Billing Transaction List
Client Balance
Cost Center
» Payor Plan List
Authorization List
Authorization Dashboard

Claim Item List (Export]

Actions ‘ Claim # ‘ Item # Client Name. CPT Status Auth # Cost Center Charge
» Client List

» System Administration

Figure 7-4: Claim Batch List, click Claim Items link

3.  Hover over the Actions column of a claim batch, and click the Claim Items link.

4. The Claim Item List will then display all of the claim items associated with that batch. These can be reviewed before
submitting the batch.

Provider Claim Batch List

Plan Name v Created Date
Biling Form| T Transmit Date
Batch# Status

Claim Batch List (Export) Download 837
Actions Batch# || Status Batch For. Billing Form Order Charges Service MolYr Created Transmit
I 1 Released ATR4 - Service Vendor WITS Batch P $25.00 5M5/2015

Claim Item List for Batch 1 (Export) Remove From Claim Batch
Actions | Claim # ltem # Client Name CPT Status Auth # Cost Center Charge

f B | 2 Participant, Practice TRTO10 Batched 3 $12.50

I (3] 2 3 Participant, Practice TRT010 Baiched 3 $12.50

Figure 7-5: Claim Item List for Batch #

5. On the Claim Batch List, review the batched claim item by hovering over the Actions column, and select the Profile
link.

Claim Batch List (Export)

Claim Items Profile
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6. On the Profile screen of a Batched Claim Batch item, the Administration Actions boxwill display the following links:

Table 7-3: Provider Claim Batch Profile Administrative Actions

Awaiting Review Indicates that the batch needs further review.

Hold Indicates that the batch is pending and is not ready to
be billed.

Void This will void the batch.

Bill It This will submit the batch for the Contractor agency

(payor) for payment processing; the status of the claim
batch will be updated once the payor accepts the batch
and approves for payment.

Provider Claim Batch Profile

Batch#1 Charge Amount $25.00
Batch Fer ATR4 - Service Vendor Status Released
Crealed By Jones, Ashley Created Date 5/15/2015 10:33 PM
Updated By Jones, Ashley Updated Date 5/15/2015 10:33 PM
Biling Form | WITS Batch v Transmit Date’
Order Primary Ignore Warnings No

Service Menth/Year

Errors List {Export)

Administrative Actions |

3 £

’VAI'namng Review Hold Void Bill It

Figure 7-6: Provider Claim Batch Profile, Administrative Actions links

7. Click any of the links in the Administrative Actions box, and then click Finish. This will return to the Claim Batch List
screen.

8. If viewing the Profile of Batched Claim Item that has been fully adjudicated by the payor, the following actions will be
available in the Administrative Actions box:

Table 7-4: Reverse and Adjust Administrative Actions

Reverse This selection will create a reverse transaction of the
original claim item; The charge will appear as a negative
amount on the Claim Item List screen.

Adjust This selection will create a reverse transaction of the
original claim item as well as a new claim corresponding
to the adjustment you just entered; The Claim Item List
screen will then show two claim items: negative charge
and the adjusted amount.
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Provider Claim Batch List

Flan Name v Created Date

Billing Farm v Transmit Date

Batch # Status Accepted H

Claim Batch List (Export) Download 837
Actions Batch # || | Sstat Batch For Billing Form Order Charges  Service Mo/Yr Created Transmit
& 1 Accepted  ATR4 - Service Vendor WITS Batch P $25.00 51512015 511512015

Claim ltem List for Batch 1 (Export)

Actions | Claim # ltem # Client Name CPT Status Auth # Cost Center Charge
1 2 Participant, Praclice TRTO10 Batched 3 $12.50
’ 3 Participant, Practice TRTO10 Batched 3 $12.50

Figure 7-7: Accepted Claim Batch, Profile link of Claim Item

Profile for Clam ltem # 2 for Participant, Practice

ENC ID: 2079 Delivered Service: TR7010
Service Start: 5/12/2015 2:00 PM
Program: ATR 4 Service End: 5/12/2015 3:00 PM
Diagnoses: [ [ Duration: 60 Min
Pregnant: # Sessions/Units: 1
Status: Batched Rendering Stafi: Vendor, Practice
Service Fee Cost Center
[Bmmg Units 1.00 X Rate / Unit 12.5000 = $12.50 Billing Note
Encounter Post Date 5/15/2015
Group Enroliment ATR4 [ATR4, ATR4 - Service Vendor] Created Date 5/15/2015 8:53 PM

Payor Billing Service Peer-to-Peer Services, Mentoring, Coaching (training): TR7010
Service Location
Unit Desc |1 unit =

Authorization 3-TR7010 Available 162.50
Available to pay this claim item: 162.5000

Administrative Actions

Reverse Adjust Bill Another Pavor

Claim # 1 Claim Batch # 1 Claim Batch Created Date 5/15/2015 10:33 PM

Figure 7-8: Profile of Claim Item

9. Clicking “Reverse”, or “Adjust”, will open a confirmation screen. Click Yes to continue.

10. Complete your selection by clicking Finish to go back to the Claim Item List screen.

Tip: When the intake is closed, all of the authorizations related to this intake are closed. You may re-
open the intake if necessary. You need to be granted the “Case Re-open” role to do so.
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