\\\I“ ®
Wy giil
‘\llll\ ‘mﬂ’

A\ W [

FEI Systems

WITS Bastcs User

Standard SOR

Gulde

Applies to:

WITS Version 18.0+



WITS Customers
Standard SOR

Preface

The content of this document is provided for informational use only. This document is presented “as-is” and material
contained in this document, including screen captures, URL and other website links or references may change. In addition,
actual WITS Training and/or Productions site(s) may vary based on the unique system settings established per customer.

Intended Audience

This user guide has been prepared for all WITS users. Topics covered include login information, basic navigation features,
system conventions, screen formats, and basic troubleshooting tips.

System Requirements

WITS is a web-based application accessed through an Internet (web) browser with an Internet connection.
Infernet Browsers
WITS is compatible with up-to-date versions of most modern Internet browsers such as:
=  Apple® Safari®
= Google Chrome™
= Mozilla® Firefox®
= Windows Internet Explorer 10 and above (recommended)

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

Pop-up Blocker

Certain features in WITS, such as Snapshot and Scheduler, will open in a separate browser window when selected. Make
sure your browser allows pop-ups from WITS. See Pop-up Blocker Settings on page 31 for more information.

Customer URL Links

Training Site: https://ms-training.witsweb.org/

Production Site: https://ms.witsweb.org/

B 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: System Icons

WITS Prime Screens

Action Buttons Data Fields

Cancels the current action and Mandatory field: MUST have data
returns to the previous screen. in order to save record.
Read-only: System-generated
field; for display only and cannot
be edited.

Optional field: Will not affect
completion or saving of record.

Saves data entered and remains on
the current screen.

the section start page.

Navigate through the screens in
each section (left and right arrow
buttons).

Missing Required field: Enter data
before Save or Finish.

o Saves data entered and returns to

Required for State Reporting:
Record may be saved but will not
be complete.

J o0

Clear Clears all criteria from search fields.

Run the search screen using the
criteria entered in the search fields.

Moves data from one mover box to

another (mover buttons).

Clicking on a column heading will reorganize the

| Alert Type | Alerl Name table alphanumerically from 1-Z and then Z-1.

The Administrative Actions group box includes
one or more related command link(s) for users to
select.

On list screens, in the Actions column, hover over
the Pencil icon and select from the available links.

System Notifications

Error: The red notification message indicates an error on the screen. WITS will not allow the user to
leave or save the page until the stated error is addressed.

o Required fields are missing. %
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Informational: The blue notification message informs users that something has occurred.

@ The filter you created has been applied to the client list. %

Warning: The yellow notification message warns the user that entered data falls outside of a certain
parameter. The record can still be updated.

A This client record is in a different facility. Your current context has been changed. x

Enhanced Architecture (EA) Screens

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

T T S N

Pencil Icon: Pointing to the icon will Table View: Presents
’ display available options to click. E data in a table format.
Export: Allows the user to export —— Panel View: Presents
_‘lfu results. — data in a panel-by-
panel view.
Column Selector: Allows the user to S Hover Text: When you
Select Columns - il ~ select the columns that they would point to an item or
like to view. select view Bzl = symbol, text describing
y the item may appear.
Semrch Search Search: Type within the search field and then click
the Search button.
. =l 5 e Zﬂﬁ: Allows the user to page through all search

Table 1-2: Workspace Screen Icons/Buttons

T N T S

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

O Add Add: Allows the user to add data to the panel ° Remove: Allows the user to delete
or section. information in the panel or section.

Edit: Allows the user to edit information on a

- History: Allows the user to view the
"4 panel or section.

1
D changes made on the current page.
Save button: All required fields have been Cancel button: Click to leave the
completed. screen/panel without saving.

D Inactive Save button: Required fields are Lock Lock: Allows the user to lock an account.

incomplete; button cannot be selected.

‘ v DONE EDITING ‘ Done Editing: Click when finished edited screen.

Q Back to Search Back to Search: Click to return to the Search screen.

2 | System Icons STANDARD SOR | FEI Systems



STANDARD SOR | FEI Systems Enhanced Architecture (EA) Screens | 3



Table 1-3: Workspace Screen Data Fields

Field Description

| Required Field: Required fields are marked with a red line on the

right side. This field must be completed to save the screen/panel.

Optional Field: This field may be left blank.

Select

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

A You cannot add more than one Social Security Number.

where the error occurred.

Error Message: The error message is localized and is generated

ﬁ = ﬁ Date-range fields/Calendar picker: Enter a date or click the

calendar icon to select a date.

[ =
< February 2018 >
Sun Mon Tue Wed Thu Fri Sat
28 29 30 31 01 02 03
04 05 06 07 08 09 10
n 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 01 02 03
04 05 06 07 08 09 10

Date Picker: Allows the user to pick a date from a calendar.

Reading:

Slightly Proficient

Speaking:

Moderately Proficient Extremely Proficient

Writing: Likert Scale: Presents information visually and allows for quick

interpretation of the data.

Table 1-4: Workspace Screen, Other Icons/Buttons

Icon

Expand All

= +®—

Description Icon

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

=l v

Description

Collapse All: Collapses all
expanded panels on workspace
screen.

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

collapsed, you will see the entire left-hand navigation panel.

4 | System Icons
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Part 2. System Access
First Time Logging In

Once your system or agency administrator has created your account in WITS, you will receive two (2) email messages from
noreply@witsweb.org. The first email will include your User ID and the second email will contain a link to set up your
credentials. Please note that this link will expire 24 hours after the email was sent. After 24 hours, please contact your
system administrator to reset your credentials and a new link will be emailed to you.

Account Created Email Reset Credentials Email
e Locate your User ID e Click the link

T Account created for [WITS] - Messa... T Account created for [WITS] - Messa...

Message  ADOBEPDF  Q Tell mewhat you want to do... Message  ADOBEPDF @ Tell mewhat you want to do...

noreply@witsweb.org M Ashley Jones 738 PM noreply@witsweb.org M Ashley Jones Ti38 PM
Account created for [WITS] Reset Credentials for [WITS]
) 1f there are problems with how this message is displayed, click here to view it in @ web browser. - ) 1f there are problems with how this message is displayed, click here to view it in @ web browser. o
STANDARD WITS STANDARD WITS
Web Infrastructure for Treaiment Services Web Infrastructure for Treatment Services
Ashley Jones Ashley Jones

Your WITS account has been crealed. Your User ID is ajones_clinical As you have requested, a reset credentials link is provided below. Please click on

You will receive an additional email to et up your account credentials this link ID_ set your cre_demlals as soon as p055|_b|_e_ asit \fflll expire after 24 !wurs
from the time this email was sent. If you did not initiate this request, please ignore
this link and contact your WITS administrator or supervisor.

hitps #/standard-qa-sts witsweb org 443/l dapPlugin/Reset?token=Cg5Jyci2ZRmSE
LrJ8P&VSnmxuG7bleYagsP8wA 90SXZITuZ %2BYwWhO2B3Le8sdHQXb2km
XYGAIPVWWXDA9bgb1%2BMX[SmuJal81M3S ZWbWk%2F %2BhKkikpDxhwoKHD
ohi%2F8himoUzJ4amiv)48]linvbDeh60ppyVNEqN5dz %2 BUBXKYXu02d0SuRND

H7NwNVeVuU2KQqQBQrid4UbvFDSSXwYLQgbwEhWIy % 2F2sixsTIczS2PLDXS
VAyhdq%2BxCFF5pnbKGeXemzgRyyGraHPRvbzYK%2BIbimpRE6M2qdaiDmyq
W9FhdAetyTgaWaKLHGU4zsIdprZKgFal616lucomMUJds %3D%3D

B Note: The Reset Credentials link expires 24 hours after the email is sent. If the link has
expired, please contact your system administrator to reset your credentials and a new link
will be emailed to you.

Log In and Set your Credentials (First Time Users)

1. Open the email with the subject line, “Account created for [WITS]"” and locate your User ID. Keep this email open for
reference as you will need your User ID to log in after setting your credentials (which is covered in the steps below).

2. Open the email with the subject line, “Reset Credentials for [WITS]” and click the link. This will open the Reset
Credentials webpage.

3. On the Reset Credentials webpage (see Figure 2-1), enter the information as shown in Table 2-1 below.

Table 2-1: Reset Credentials fields

I ™

Display Name Read-only field displaying your last name and first name.
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_ Fed | Desipton

Email Read-only field displaying your primary email address.
Security Question Select a question from the drop-down list.

Note: Your Security Question will be used to help reset your credentials if you've
forgotten your password or pin. Please see the Error! Reference source not found.
section Error! Bookmark not defined. for more information.

Answer Type the answer to your selected Security Question.
Note: Your answer is case sensitive.

Password Your Password must have at least six (6) characters and contain at least three (3) of
the following:

e  Uppercase letters
e Lowercase letters
e Numbers
e  Punctuation
Note: Your Password and Pin must be different.

Note: These Password and Pin requirements may differ based on the settings
established for your Training and/or Production site(s).

Confirm Password Retype your Password.

Pin Your Password must have at least six (6) characters and contain at least three (3) of
the following:

e  Uppercase letters
e Lowercase letters
e Numbers
e  Punctuation
Note: Your Password and Pin must be different.

Note: These Password and Pin requirements may differ based on the settings
established for your Training and/or Production site(s).

Confirm Pin Retype your Pin.
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w"s STANDARD WITS

Web Infrastructure for Treatment Services

Reset Credentials

Display Name

Jones, Ashley

Email

ashley jones@feisystems.com

Security Question
What year did you get married? v
Answer
Password
Confirm Password

Pin

Confirm Pin

[_| Show Password/Pin
Powered by @

Figure 2-1: First Time Logging In, Reset Credentials screen

4.  Click Save.

IMI'I'S STANDARD WITS

Web Infrastructure for Treatment Services

Ashley Jones
Your Information has been successiully updated!

You can start using WITS.

Powered by @

Figure 2-2: Reset Credentials Status screen

5. Continue to the next section and log in using your new Password and Pin.
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How to Log In (New and Returning Users)

@ Where: Internet Browser > WITS Login Screen

1. Open an Internet browser then type the URL of your WITS system into the search bar.

2. Acknowledge the system access warning message as shown below and then click OK.

o oo

wirs STANDARD WITS Version18.33.0

< Web Infrastructure for Treatment Services

WARNING:

Access to this system is restricted to authorized users only. Violators subject to imprisonment and/or fine.
Continuing beyond this point certifies your understanding and compliance with all applicable restrictions

and regulations.
Powered by @

Figure 2-3: System Access Warning Message screen

3. Type your User ID, Password, and Pin.

wirs  Standard WITS
. Web Infrastructure for Treatment Services
Login
User ID
Password
Password
Pin
Pin
Forgot Password?
Powered by @

Figure 2-4: Login screen

4.  Click Login.

I} Note: Your User ID is not case sensitive.
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Help Logging In
Forgot Password Link

1. If you have forgotten your password and/or pin, click “Forgot Password?" located on the Login screen.

STANDARD WITS

Web Infrastructure for Treatment Services

Wlls

Login
UserlID

Password

Password

PIN
PIN

B < —
Powered by @

Figure 2-5: Login screen, Forgot Password link

2. Type your User ID and then click the Submit button.

wﬂ.s STANDARD WITS

Web Infrastructure for Treatment Services

Forgot Password

User ID

‘ ashjones

Powered by @

Figure 2-6: Forgot Password screen

STANDARD SOR | FEI Systems How to Log In (New and Returning Users) | 9



3. Type the answer to your Security Question and then click Submit.

S ELWLETCRYVINES

Web Infrastructure for Treatment Services

wirs

Py

Forgot Password

Security Question

What is your mother's maiden name?

Answer

[

Figure 2-7: Forgot Password screen, Answer field

4. An email will be sent from noreply@witsweb.org to your primary email address on file. This email will include a link to
reset your credentials. Please note this link will expire 24 hours after the email was sent.

W) Standard WITS

Web Infrastructure for Treatment Services

A

ashjones

An email with details on how to reset your account has been sent to your email address on file.

Figure 2-8: Forgot Password, Confirmation screen

5. Check your inbox for an email with subject line “Reset Credentials for [WITS]". Open the email and then click the link
provided. This will open the Reset Credentials webpage.

H S O ¢ s Reset Credentials for [WITS] - Message (HTML) ? BH - O X
MESSAGE ~ ADOBE PDF

Man 2/20/2017 10:50 AM
H noreply@witsweb.org
Reset Credentials for [WITS]
To M Ashley Jones

61\‘ there are problems with how this message is displayed, click here to view it in 2 web browser,

Standard WITS

Web Infrastructure for Treatment Services

Ashley Jones

As you have requested, a reset credentials link is provided below. Please click on this link to set
your credentials as soon as possible as it will expire after 24 hours from the time this email was
sent. If you did not initiate this request, please ignore this link and contact your WITS
administrator or supervisor.

hitps./nc-ga-sts. witsweb.org:443/L dapPlugin/Reset?token=YGNwlUmiOUd %2 FLebjwvvbichVuT
rheVK%2BUPmM76QBIZ 3AFaxXQPyNCV]DBydTe19ydoaytHQC%2 FPer7.)GUuEQNHaF %2 BStWs
S5GMYTnaspBGf3R3IEZ01O6kyMNg3UgF UTOdfxapizd4fpBwDKCRS%2BH%2BEVDESxuhZQF h1%2
BINESTF6J19v%2F 78x0 %2 BEecjuBal 6jawwrArsciy1zaqQAL 7 E0%2F Sle1 A4IQXXAUHXZUXON
mQWHB0JakiJnOIrg9tvzkSHES PHXT %2 BF S7qz1y484HKWgQNxce SdF DwodF Eriv%2F L 8903m
xIXL vOFURFEXge?MneU1 k2 pndaRWxXI1hvBXoSvYOBalb%2 F Ozghiii1A%3D%30

{2} noreply@witsweb.org Ensbled Account for [WTS] ~

Figure 2-9: Reset Credentials Email

10 | System Access STANDARD SOR | FEI Systems



6. On the Reset Credentials webpage, type your new Password and Pin. Please note you do not have to re-answer your

security question when resetting your credentials.

STANDARD WITS

~ Web Infrastructure for Treatment Services

Reset Credentials

Display Name
Jones, A
Your Password must have

@ atleast 6 character(s).
ashley jc

Email

Security
What is

& uppercase letters
& lowercase letters
Answer & numbers

@ punctuation

Confirm Password
Pin

Confirm Pin

[ Show Password/Pin

And contains at least three (3) of the following:

Powered by @

Figure 2-10: Reset Credentials screen

7. Click Save. A confirmation screen will be displayed.

wns Standard WITS

Web Infrastructure for Treatment Services

-

Ashley Jones
Your Information has been successfully updated!

You can start using WITS.

Powered by @

Figure 2-11: Reset Credentials, Confirmation screen
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How to Log Out

Remember to log out of WITS at the end of the day and anytime your computer is unattended.

1. On the top navigation bar, click Logout. This will open the Logout window.

';Vh Standard WITS Administrative Agency, Administrative Unit #*

- 15.18.0

31 SSRS Reports

Home Page Client Search

Figure 2-12: Logout button

2. On the Logout window, click Yes to log out.

wis STANDARD WITS

Logout

Are you sure you want to log out?

A o

Powered by @

Figure 2-13: Logout confirmation window

I Note: If you click "Yes” to log out, but have not completed or saved the information on
screen, the system will prevent you from logging out until you either save or cancel your
changes first. A warming message will be displayed on screen, similar to the examples
shown below.

O Required fields are missing. %

© You must save or cancel your changes first. %
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How to Update your Password and Pin

If you are already logged in to WITS, you can change your credentials by following the steps below.

1. On the top navigation bar, click your display name. This will open a drop-down menu.

wITS STAN DARD WI TS User Documentation Agency, User Documentatiuii i aliiy o

»~ 18330
@& Snapshot

Home Page Client Search

Figure 2-14: Top Navigation Bar, User Display Name

2. Click Change Credentials.

wITS STANDARD WITS User Documentation Agency, User Documentation Facility # Uones, Ashley = |

> 12330 > Change Credentials

Home Page Client Search

Figure 2-15: Change Credentials link

3. This will open the Change Password screen.

STANDARD WITS

Web Infrastructure for Treatment Services

Change Password

User Name: ajones

Security Question

‘What's your father's middle name? v

Answer

Old Password
New Password

Confirm Password

Old PIN
New PIN

Confirm PIN

[ Show Password/PIN
Powered by @

Figure 2-16: Change Password screen
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4. On the Change Password screen, complete the fields as listed in the table below.

Table 2-2: Update Password fields

_ Fed | Desipton

User Name Read-only field displaying your User ID.

Security Question Current Security Question is displayed. To update this question, select another
option from the drop-down list.

Note: Your Security Question will be used to help reset your credentials if you've
forgotten your password or pin. Please see the Error! Reference source not found.
section Error! Bookmark not defined. for more information.

Answer Current answer to your current security question is displayed. If you selected a new
Security Question, type the answer to that question in this field.

Note: Your answer is case sensitive.
Old Password Type your current password.

New Password Your Password must have at least six (6) characters and contain at least three (3) of
the following:

e  Uppercase letters
e Lowercase letters
e Numbers
e  Punctuation
Note: Your Password and Pin must be different.

Note: These Password and Pin requirements may differ based on the settings
established for your Training and/or Production site(s).

Confirm Password Retype your new password.
Oid PIN Type your current pin.
New PIN Your Password must have at least six (6) characters and contain at least three (3) of

the following:
e Uppercase letters
e Lowercase letters
e Numbers
e  Punctuation
Note: Your Password and Pin must be different.
Note: These Password and Pin requirements may differ based on the settings
established for your Training and/or Production site(s).
Confirm PIN Retype your new pin.

5. Click Change.

14 | System Access STANDARD SOR | FEI Systems



Tip: Click the eye icon to view the text entered for an individual field (Note this feature may vary based on your
browser).

Old Password Old Password
ssssnssenns % h OldP@Ssword @h

New Password New Password

Confirm Password Confirm Password

0 Tip: Click the Show Password/PIN checkbox to view the hidden text.

Old PIN Old PIN

New PIN New PIN
nKophS@ovh2@
Confirm PIN Confirm PIN
[ nKophs@avh2@

m Show Password/PIN ¥ Show Password/PIN

Security Features

= WITS will automatically lock an account if you are signed in to WITS on one computer and
then you use a different computer to log in to WITS. To prevent this issue, always remember
to log out at the end of the day and anytime your computer is unattended.

= Your Password and Pin must be changed every 60 days.
= You have a maximum of three (3) incorrect login attempts.

= Your account will be disabled after 60 days if you do not log in.

STANDARD SOR | FEI Systems Security Features | 15



Part 3: User Interface

Navigation

WITS is a sophisticated system designed to accommodate many different types of users and staff. In fact, WITS can be
customized by any system administrator to create staff accounts with user-specific access and permissions. This translates
into a personalized WITS interface where the end user will only have access to the modules, screens, and functions that
have been assigned to them.

Because WITS uses a personalized user interface, end users will not be distracted by additional screens, modules, or
functionality, which can reduce productivity and make an interface less user friendly. To obtain the maximum use out of the
WITS system, users should be aware of the following interface features and navigation options.

Top Navigation Bar

wirs STANDARD WITS ‘ Administrative Agency, Administrative Unit # e AShLI:;o:lt =
— 18300
[2 SSRS Reports | @ Snapshot
Section
Home Page Client Search H d
eader
» Agency L =
= Agency Administrative Agency Facility v
» Group List First Name Last Name
Clinical Dashboard SSN DOB
-l t List 'WITS Training Client Id
ient List
Lef Gi Profi Unique Client Number Provider Client ID
» Client Profile
t . . Treatment Staff v | Primary Care Staff
H 5 inked Consents
Na‘"gatlon Non-Episode Contack Case Status |All Clients v Intake Staff
on-Episode Contac
» Acti w List Other Number Number Type
ctivity Lis
Episode List Include Only Active Consenis |Yes | »
» System Administration Go

Section

Reports

Client List  (Export) Add Client
Support Ticket Header
Function Function
Link Link

Section
Header

Clients with Consents from Outside Agencies

l

Main Content/Results Area

Figure 3-1: WITS User Interface Diagram

1. Top Navigation Bar: This area contains information that helps the user know their current context in the system,
which includes:

= User: Displays the name of the staff member currently logged into the system.

= Agency/Facility Location: Displays the Agency name and Facility name currently
selected.

= Client: Displays client context information.

The Top Navigation Bar also includes additional information and functionality, as shown in Figure 3-2 below.
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Staff Member Menu lcon

Agency Location Logged In Hover over to
System Click to change your display a drop-
Version Facility Location credentials down menu
_ S TANDARD WI TS Administrative Agency, Administrative Unit # i ASTEV ‘ = System
> 18230 2o I.Ogout
[2) SSRS Reports @ Snapshot
Change Agency/Facility Location Additional Links Snapshot
Click either the Agency name, Facility name Depending on your roles and system setup, additional Click to open a read-only
or the Pencil lcon to change your location links and icons may be displayed in this area window of your current screen

Figure 3-2: Top Navigation and Main Header Features

If you are working with a client and have the client’s “file” open in the system, this is referred to as, “being in the
context of a client.” Your top navigation will then display client context information. This information includes the
Client Name, Unique Client Number (UNC), and Case Number if you are within the client’s activity list.

ﬁ STANDARD WITS | Administrative Agency, Administrative Unit # e

- 18280

&lFox, Junipe;l||F200102300456?q E @ Snapshot

Home Pace Non-Episode Contact List

Client Name Case Number Clear Client Context
Click to close the current client context
Unique Client Number and return to the Client List screen

Figure 3-3: Top Navigation with Client Context Information

2. Left Navigation: WITS has been designed to follow common behavioral health service workflows. As a result, when
using the left navigation (menu), you will note that most of the modules and screens have been logically organized in
a manner that makes sense to many Clinical Staff, Case Managers, and Administrators.

3. Main Content/Results Area: The main area of the screen will constantly change as you progress through your
workflow. Typically, you will first see one of these screens:

= Search Screen: Use the search fields to help find information already entered in WITS.

= List Screen: Displays a list of information/records; search results are also displayed in a
List Screen.

= Profile Screen: Use the fields to enter data then click the Save button.

4. Section Headers: WITS often contains screens that are actually comprised of several screens, which are identified by
section headers. Typical headers indicate Search, List, and Profile (or entry) screens. These section headers are always
dark blue and may contain actions such as “Add"” or "Export.”

5. Function Links: If the screen allows you to perform certain actions, such as Add or Export, the functions appear as
underlined links in the Section Header. A hand icon will also appear when your cursor floats over the action item,
reminding you that you can click.
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How to Change Facilities

Staff members with permission to access other agencies and/or facilities can navigate to those locations by using the
Change Facility screen.

1. On the top navigation bar, point to your current location, and then click anywhere on the name.

wis Standard WITS | sconesaie sgeney, Adminsuaie g,
'

- 18.18.0

Home Page Client Search

» Agency Agency Administrative Agency

Figure 3-4: Top Navigation bar, Agency/Facility Location
2. On the Change Facility screen, click the drop-down menus to select a new Agency and/or Facility.

3. Click Go.

Change Facility

Current Agency Administrative Agency

Current Facility Administrative Unit

Mew Agency |Center Point Human Services | r |
New Facility 'Satellite Office x|

Figure 3-5: Change Facility screen
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Types of Screens
Home Page

The Home Page displays general information including Announcements, Alerts, the Scheduler, and Informational Messages.

This is the first screen you will see after logging in. You can also access this screen from the left menu by clicking the Home
Page button, which is located at the top left of the navigation menu.

wITS STANDARD WITS Administrative Agency, Administrative Unit # AT SE L G o

Logout
~ 13300

Home Page @ There is currenily 1 person that has been referred in.

» Agency

Home

» Group List

Clinical Dashboard Announcements
fent Lt i —— Start -
» Client List Actions  Summary —— -
» System Administration || Welcome to PAWITS! This version of the PA WITS system is dedicated to the collecton of TEDS data since September 2015, Poliey | 5/1212017 51202017 H

bulletin, Q30A, and fraining resources can be found by clicking the PA WITS tab at www.ddap.pa.gov 4:09 PM

Search Supenvisee Alerts
Client Name: 1D | Applies To Staff
& [ staff Recertification Dus NIA Jones, Sarsh A, CCS

Notifies Agency Administrator if Staff Certification is due

Schedule for:  Start Date” [ElEuN =| End Date” = Refresh Search Calendar | Edit/Add Schedule
|End

Start  Summary Status

~
f 722017 11:30 AM 7212017 12:00 PM Client: Kabitan, Hosta ( Age: 17 ) Scheduled
Procedurs: 8100

Client Intake

’ 71212017 3:00 PM 71212017 400 PM Client: Vera Aloe ( Age” 19 )

Scheduled
Procedure: 8100

Client Assessment 4

Figure 3-6: Home Page
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Search Screen

Search screens allow you to search for items that have already been entered
into the system. Search results are then displayed in the List screen. The more TIP o Search screens will
information entered in the search fields, the more restrictive the search. Search

screens are identified with the Go and Clear buttons. always have these buttons:

= @Go initiates the search.

= Clear will remove all search criteria in the search fields.

Client Search

Agency Administrative Agency Facility | | v |
First Name Last Name
S5N DOE

WITS UAT Client 1d

Unigue Client Number Provider Client D
Treatment Staff | | - |F'rimar'_.f Care Staff

Case Status |All Clients 2 Intake Staff | Jones, Ashley 2

Other Number Mumber Type | | v |

Include Only Active Consents

Figure 3-7: Client Search Screen
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Client Search Tips
Client Name or Number

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 *
First Name Last Name Jon™ h
S5M DoB

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

Client Search

Agency Administrative Facility -

First Hame Last Mame

53N 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 *

First Name Last Mame
S5H DOB 1/1/1990:12/31/1 h
= Find clients born after a certain date: >12/30/1959

Client Search

Agency Administrative Facility v

First Mame Last Mame

538N DOE =12/30/1959 h
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List Screen

A search will result in a populated list, with columns showing various data elements. All lists are sortable by clicking on the
column header.

= Many lists have an Actions column offering functions that can be applied to a selection from

the list.

Client List (Export) Add Client
\ Actions | Unigue Client # | Full Name | DOB | SSN | Gender

§  A23608019956780 Asteraceae, Zinnia 8/1/1099 012-34-5678 Female

§  B50010228033320 Bunny, Bugs 101221920 111-11-3333 Male

m F20010230045670 Fox, Juniper 1012372000 555-11-4567 Female

Profile Activity List Linked Consents 6/30/1990 212-11-0012 Female

Rose, Lavender A 6/29/1990 333-22-4444 Female

f P45307 119892650 Vera, Aloe 711111998 314-15-9265 Male

Figure 3-8: List Screen with Actions column links

= Many lists have an Export feature, allowing you to export data displayed on the list into an
Excel spreadsheet. Exports are great alternatives to reports.

Client List (Export) Add Client
\ Actions | Unigue Client # | Full Name | DOB | SSN | Gender

&  A23608019956780 Asteraceae, Zinnia 8/1/1999 012-34-5678 Female

§  B50010228033330 Bunny, Bugs 10/22/1980 111-11-3333 Male

& F20010230045670 Fox, Juniper 10/23/2000 555-11-4567 Female

& R20006309000120 Rose, Daisy 6/30/1990 212-11-0012 Female

& \36206209044440 Rose. Lavender A 6/29/1990 333-22-4444 Female

& P45307119892650 Vera, Aloe 711111998 314-15-9265 Male

Figure 3-9: List Screen with Export link

22 | User Interface STANDARD SOR | FEI Systems



Profile Screen
The Profile Screen displays the main content area for data entry. Profile Screens include Save, Cancel, and Finish buttons.
= Cancel: returns to the prior screen or list without saving.

= Save: reviews any business rules associated with the screen before saving the data, and will
keep the user on the current screen.

= Finish: saves the data and returns to the previous list screen.

Prefix Unique Client Number
First Name MPI 300625
Middle Name Record Created By
Last Name Last Updated By
Suiffix Created Date
Gender Last Updated Date
DOB i Date of Death s
SSN
Access Category Full Access

Has paper file  Yes

Administrative Actions
’7 View c32

Download c32

£ E3ED O

Figure 3-10: Profile Screen, Format 1

Additional Information

Ethnicity Mot Hispanic or Latino
Races Selected Races

Asian Black or African American
Native Hawanan or Other Pacific Islander ~

White

American Indian v n

Unknown

t Setected-Speciatitends

Wheelchair Accessible

Interpreter A

None

No Response v n

Advanced Directives Selected Advanced Directives
Allow Natural Death

Db crencone [ |
5/28/2014 £

Living Will

Figure 3-11: Profile Screen, Format 2
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© Tip: Profile screens will always have these buttons:

e [ swe o
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Part 4: Data Entry Tips
Field Types

WITS uses colors on certain fields to indicate whether they are required or read-only:

A dark yellow field is required and must be filled in

Gender -

TETEE before saving. If the field is empty, an error message
will appear.

Ethnicity| Not Hispanic or Latino ﬂ A light yellow field is required by business rules. The
record can be saved without entering the field, but this
information will need to be filled-in later.

Suffix A white field is not required, and the entry is optional.

A gray field is filled by the system and is read-only. It
cannot be edited. It may display information entered in
another screen.

Last Updated Date 9/19/2017 11:39 AM

@Keyboard Shortcut: Press Tab to move between fields.

Textbox

Textboxes allow the user to enter data manually. Some text boxes have specific formats that need to be entered, such as
the following:

= Date fields: require M/D/YY or M-D-YY format (Years can be entered as a 2- or 4-digit year,
but it will be converted to a 4-digit year when saved).

= SSN and Phone Number fields: require numbers; dashes are optional and are added
automatically when saved.

= Larger text boxes: will expand if you pull the lower right corner with your mouse:

General Client
Comments

Drop-down Menu

A Drop-down Menu (also called a drop-down list) is used when only one entry may be selected from a list of values.
Typically, these values are controlled by your administrator.
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Case Status [All Clients A
Other Number Q
Include Only Active Consenis

Clients with Open Cases
Clients with Closed Cases

m Clients with Mo Case History I
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Mover Box (Dual List Box)

A mover box is used when more than one entry may be selected from a list of values. To choose multiple values from the
list, hold down the control key, click the values from the left side, and then click the > button to move the values to the

right. To remove values from the selected list, click the value(s) on the right that you want to remove and then click the <
button to move them to the left.

@Keyboard Shortcut: Hold Ctrl+A to select all options

Races
Asian

MNative Hawaiian or Other Pacific Islander ~
White

American Indian W

Unknown

Selected Races
Black or African American

Mover Box (Dual List box) with a Condition

In some cases, you may be asked to provide a condition (such as a date) to go along with the value you choose. Make sure
to enter the appropriate date for each selected value.

~ Client Information To Be Consented

Expiration Type |Date Signed(DS) v +Days 30

Client Information Options Dizclosure Selection

AZAM Admission (DS, +30)

ATR Eligibility Screen Client Information (Profile) (DS, +3
Behavioral Health Assessment

Client Screening

Consent
CONTINUUM Triage™ Assessmel
CONTINUUMT™

DEMS AS| Assessment
DEMS ASI Lite

Diagnosis List -
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Part 5: Hints
Snapshot

The Snapshot feature opens a separate window containing a read-only copy of your current screen. This useful tool allows
you to access other screens in WITS while still viewing the information within the Snapshot. You can open multiple
Snapshots windows simultaneously.

Jones, Ashley
Logout

[2i 55RS Reporis | .@ Snapshot

Figure 5-1: Snapshot button

o https://pa-training.witsweb.org/TstateMachineStateName=PopOut8BaseSession Thread=f3%edbed-2052-441¢c caf2beBd4838:;stateMachineEventName=PopOut - Google Chrome - a x
@ Secure | https://pa-training.witsweb.org/?stateMachineStateName=PopOut&BaseSession Thread =f39edbe9-2052-441c-852 5-8caf2beB8d483 &stateMachineEventName = PapOut Q
This window is a read-only copy. =
& Man, Pac | M50002027187650 | 2 L]
Home Page
» Agency Actions Activity Date Created Datev Status -
's Client Information (Profile) 9/15/2017 9/14/2017 Completed
» Group List
) ’. Encounter Summary 9/16/2017 9/16/2017 Completed
Clinical Dashboard
. . f Intake Transaction 9/15/2017 9/16/2017 Completed
~ Client List
- »  Screening Tool 91152017 9/16/2017 Completed
» Client Profile 4 “ °
Linked Consents f Quicome Measures - Client Status (Initial) 9/16/2017 9i16/2017 Completed
Non-Episode Contact & Admission 91612017 911612017 Complsted
f Consent (Training 01) 9152017 91712017 Completed
Intake
Screening Tool f Diagnosis Summary 9/19/2017 9/19/2017 Mot Applicable
» Assessments f Client Program Enroliment {821 Inpt NenHesp Detox 3A) 9/M16/2017 91972017 Completed
» ASAM
f Consent (Training Agency 1) 9/16/2017 9/19/2017 Completed
PCPC Summary
S »  Consent (Training Agency 2 912017 9182017 Completed
» Admission & ( 9 Agency 2) e -

Figure 5-2: Snapshot, read-only window
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Print Function

Use your browser's print function to print your screen. Using your mouse, right-click on your screen to open a list of

options, and then click Print.

@ hitps://pa-training.witsweb.org/?stateMachineStateName=PopOut&iBaseSessionThread=F3%edbed-2052-441c-8525-Bcaf2beBd483&istateMachineEventName=PopOut - Google Chrome

@ Secure | httpsy/pa-training.witsweb.org/?stateMachineStateName=PopOut&BaseSessionThread=f39edbe9-2052-441c-8525-8caf2be8d483&stateMachineEventName=PopOut

& Man, Pac | M50002027187650 | 2

Home Page
» Agency
» Group List
Clinical Dashboard
+ Client List
*» Client Profile

Linked Consents

Non-Episede Contact

Intake

Screening Tool

» Assessments
» ASAM

PCPC Summary
» Admission

(]

g
i

%% %N N

% %N %N

This window is a read-only copy.

Activity
Client Information (Profile)

Reload

Encounter Summary Save as...

Intake Transaction Print... @
Cast...

Screening Tool

Translate to English

Qutcome Measures - Client Status {Initia
View page source

Admission Inspect

Consent (Training 01)

Diagnosis Summary

Client Program Enroliment (821 Inpt NonHosp Detox 3A)

Consent (Training Agency 1)

Consent (Training Agency 2)

Created Datev
512017 9142017
s PR 9/16/2017
Ctrl+P hﬂaxzm?
5/2017 9/16/2017
2017 9/16/2017
Crl+U
2017 9/16/2017
/152017 91772017
9/19/2017 9/19/2017
9/16/2017 9/19/2017
9/16/2017 9/19/2017
9112017 91192017

Status
Completed

Completed

Completed

Completed

Completed

Completed

Completed

Not Applicable

Completed

Completed

Completed

Figure 5-3: Right-click to open Internet browsers Print function

In the print preview, notice that the system saves ink by only printing the main section of the screen.

@ https://pa-training.witsweb.

838&stateMachinefventName=Po

Out - Google Chrome -

X

& Secure | httpsy//pa-training.witsweb.or

o

Print

Total: 2 sheets of paper

[ Adabe PDF

Destination

| Change... |

o Al

eg. 1-5, 8 11-13

Portrait

+  More settings

Print using system dialog... (Ctrl+Shift+P)

&

Ctont ety st
Actions Activity ~ Stas
& Chent Informstion (Profée) WIS2017  W42017  Completed
& Encounter Summary o162017  BIE2017  Completed
& Imake Transaction Q182017 GIEZ01T  Completed
& Sersening Toal o1S2017  GIE2017  Completed
& Outcome Measures - Cient Status (Inial) o162017  GEZ017  Completed
& Admission o162017  BE2017  Completed
& Consent (Training 01) o182017 @117 Completed
& Disgnosis Summary O102017 G017 Mot Applicable
4 Cllent Program Envoliment (821 Inpt NonHosp Detox 3A) /162017 8192017 Completed
& Consent(Trairing Agency 1) Q162017 81017 Completed
4 Consent (Trsining Agency 2) 912017 e1a2017  Completed
& Refonal (Trining Agency 2) o1a2017 81017 Completed
& Consent (Training Agency 11) 12017 81017 Completed
& Consent(Trairing Agency 7) o1R017  B1m017  Completed
& Consent (Trairing Agncy 8) w1R017 wwz017  Completed
4 Refena (Training Agency 8) Q1a2017 81017 Completed
& Refemsl (Trining Agency 11) 12017 w1w2017  Completed
4 Feferal (Training Agency 7) o182017 8182017 Completed
' Consent (Trairing Agancy 16) w1R017 wwz017  Completed
#  Consent (Trairing Agency 24) IR0 w1217 Completed
#  Consent (Trairing Agency 4) o1R017  B1m017  Completed
& Consent (Trairing Agency 10) 192017 @1M2017  Completed
& Refemsl (Training Agency 10) o1a2017 8017 Completed
& Refenl (Trining Agency 16) 12017 w1w2017  Completed
& Referl (Traning Agency 4} 102017 B1W2017  Completed
& Consent (Training Agncy 3) o1a2017  w1w2017  Completed
& Refenal (Training Agency 3) 102017 B1W2017  Completed
Referral (Training Agency 11] BH?/EDW QME‘ZOW Completed

i

il

25-8caf2beBd483&stateMachineEventName=PopOut

& Man pac | usnonEnzTTES |2

@

Figure 5-4: Print Preview
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Part 6: Frequently Asked Questions & Troubleshooting
Logging In
1. Question: How many log in attempts do I have?
a. Answer: Each user has three (3) attempts to log in with their correct password and pin.

b. Tip: If you are having trouble remembering your login information, click the “Forgot Password?” link to enter
your User ID and answer your security question.

P
wirs STANDARD WITS

. Web Infrastructure for Treatment Services

Login

You have the following errors:

» Account 'ajones' Password or/and PIN are invalid.

UserID

ajones

Password

Password

PIN
PIN

Forgot Passworg?
Powered by c

2. Question: Will the system automatically log me out?

a. Answer: If you are logged in, but have not interacted with the site for a certain amount of time, the system
will display a message on screen notifying that you are about to be logged out. If you are still using the

system, select the option on the message screen to keep your session active. This inactivity duration may
vary based on your system settings.

Searching and Entering Information

1. Question: Can I use my browser’s "back” button?

a. Answer: No. To return to the prior screen, use the left navigation menu and/or left arrow button on screen.

{0 Home Page X

@ C | & Secure | https://standar

wirs STANDARD WITS

1828

2. Question: I just typed in answers for the fields displayed on screen, but when I clicked “Go”, the information I just

entered is not displayed in the list. What happened?

a. Answer: If you are trying to add new information to the system (e.g., add a new client record, note, etc.), you
may have been filling out fields on the Search screen instead of a Profile screen.
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Pop-up Blocker Settings

If using both Training and Production sites, pop-ups will need to be allowed from both sites.

The following wikiHow article provides step-by-step instructions for allowing pop-ups from Google Chrome, Internet
Explorer, Firefox, and Safari web browsers: https://www.wikihow.com/Allow-Pop%E2%80%93ups.

Article Reference: (How to Allow Pop-ups, 2017)

Update Internet Options

Add WITS sites to your browsers Trusted Sites list.

Internet Explorer:

1

2.

4,

Open Internet Explore and then type the URL of your WITS system.

Click the Tool button. A drop-down menu will appear.

e@ O https:/inc-trainingw O ~ @ &

‘File Edit View Favorites Tools Help

Figure 6-1: Internet Explorer' Tool icon.

O nc-training.witsweb.org

Click Internet Options. The Internet Options window will open.

Print *
File »
Zoom (100%) ¥
Safety »

Add site to Apps

View downloads Ctrl+J
Manage add-ons

F12 Developer Tools

Go to pinned sites

Compatibility View settings

Internet options b
About Internet Explorer

Figure 6-2: Tool's drop-down menu, click Internet Options

Select the Security tab, click Trusted Sites, and then click the Sites button. The Trusted Sites window will open.
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' B’

General | Security |F‘ri'u'z-.|::!,|I I Content I Connections I Programs I hduanced|

Select a zone to view or change security settings.

@ & v O

Internet Local intranet  Trusted sites  Restricted
sites

/ i
This zone contains websites that you
trust not to damage your computer or {!3

your files,
You have websites in this zone,

Security level for this zone
Allowed levels for this zone: All

Medium
- Prompts before downloading potentially unsafe
content
- Unsigned ActiveX controls will not be downloaded

Figure 6-3: Internet Options window, Security tab

On the Trusted Sites dialog box, click the Add button and then click Close.

EEER

You can add and remove websites from this zone, All websites in
this zone will use the zone's security settings.

Add this website to the zone:

https://nc-ga.witsweb.org

| Add I
Websites: {3
I

https: /fnc, witsweb.org

https: /fnc-sts. witsweb.org

https: /fnc-training. witsweb. arg D
https: /fnc-training-sts. witsweb. org

| B Sy} PR PR WUy F RS I

-

Require server verification (https:) for all sites in this zone

Figure 6-4: Trusted Sites window
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