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1. INTRODUCTION 

1.1. Purpose 

This document provides instructions on administrative functions regarding the billing and contracts. For 

information on the provider’s end-user billing workflow, see WITS Billing User Guide.  

1.2. Audience 

The intended audience for this User Guide is any state and provider administrator managing a provider 

agency offering billing services. 

2. GETTING STARTED 

2.1. System Requirements 

WITS is a web-based application that is accessible through the most up-to-date versions of the following 

web browsers. 

• Google Chrome 

• Microsoft Edge 

• Apple Safari 

• Mozilla Firefox 

2.2. Pop-Up Blocker 

Certain features in WITS, such as Snapshot and Scheduler, will open in a separate browser window. 

Ensure your browser allows pop-ups for the WITS application to avoid functionality issues.  

For more information on how to disable the pop-up blocker for the web browser, reference the smart 

guide Disable Pop-Up Blocker. 

2.3. URL Links 

2.3.1. Testing/Training Environment 

NOTE:  It is recommended that users bookmark the following links for quick access to the WITS 

environments. 

To access your testing/training environment, use the following link: 

https://al-uat.witsweb.org/ 

As with all training and testing environments, the following rules apply. 

• The user account credentials will match that of their actual role unless otherwise specified. 

• Only fictitious data should be entered into the system. DO NOT use data from an actual client. 

• Keep all entered data professional. 

• If adding an email address to a fictitious account, the domain should be set to @test.com. 
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2.3.2. Production Environment 

To access the production environment, use the following link: 

https://al.witsweb.org/ 

3. BILLING WORKFLOWS 

Several workflows make up the billing process. This document covers many of the behind-the-scenes 

setups that allow the following workflows to execute successfully. 

When an encounter is released to billing:  

• WITS will check for a TPL rate and an active TPL CGE. If these items exist, the claim is created. If 

not…  

• WITS will check for a Medicaid rate and an active Medicaid CGE. If these items exist, the claim is 

created. If not…  

• WITS will check for a contract rate and an active government contract CGE. If these items exist, the 

claim is created. If not…  

• An error will display stating that the encounter cannot be released to billing.   

When the claim is generated, it will be in the Released status. +The type of claim depends on the client’s 

eligibilities.  

• If the client has a third-party liability (TPL), it will be billed as the primary payor. See Third Party 

Liability for more information on this process.  

• If the client does not have a TPL, but does have Medicaid, then the claim will be billed against 

Medicaid first.  

• If the client does not have TPL or Medicaid, but does have eligibility under a government 

contract, then the claim will be billed against that government contract first.  

How the claim is processed at this point depends on the payor type (TPL, Medicaid, or government 

contract).  

3.1. Third Party Liability 

If a client has a third-party liability (TPL) policy, the claim will be billed against the client’s TPL first.  

After the claim is generated, the provider will need to manually complete the following steps:  

• The provider batches the TPL claims together and places the batch in a Billed status.  

• The provider manually sends claims to the appropriate TPL entities.  

• The TPL entity will process the claims and return a remittance stating whether the claim was 

denied and paid (and how much of the claim was paid).  

• Providers will manually enter payments against claims.  

• If a balance remains:  

o A new claim is generated against Medicaid (if the client has Medicaid eligibility).  

https://al.witsweb.org/
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o A new claim is generated against a government contract (if the client does not Medicaid 

but is eligible for a government contract).  

o The provider can generate a statement to be sent to the client for the remaining 

balance.  

3.2. Medicaid 

Medicaid claims are automatically processed in WITS. A claim against Medicaid will generate 

automatically if the client does not have TPL eligibility but does have active Medicaid coverage identified 

in the client’s record.  

• WITS will batch a provider’s Medicaid claims together based on the month of service. For 

example, claims for the service month of May are bundled into the same batch. Claims with a 

service month of June would be bundled into a separate batch. 

• Provider batched claims are then transmitted to the ADMH contracting agency, which is acting 

as a clearing house.  

• At set intervals, WITS will bundle claims with the same service month into a clearing house 

batch and then transmitted to Medicaid.  
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Figure 1: Automated Batching Process - Medicaid 

• Medicaid will process the claims and return an 835 stating whether the claim is denied or paid 

(and how much of the claim was paid).  

• WITS will process the remittances and apply payments against the claims.  

• If a balance remains:  

o In specific instances, a few claims may meet criteria that allows the claim to be rebilled 

against a government contract. In those instances, WITS will generate the new claim.  
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o As an optional step, providers can remove the remaining balance by creating an 

adjustment to the claim.   

3.3. Government Contract 

The processing of claims against a government contract is automated. A claim against a government 

contract will generate automatically if the client does not have TPL or Medicaid eligibility but does have 

government contract eligibility identified in the client record. 

• At set intervals, the provider’s government contract claims will be batched together and sent to 

the ADMH contracting agency for processing.  

• WITS will adjudicate these claims automatically at set intervals.  

• Adjudication rules are set to deny claims. If the claim does not trigger any of the set rules, the 

claim is paid.  

• WITS will apply payment against the claims. 

• As an optional step, providers can remove the remaining balance by creating an adjustment to 

the claim. If a balance remains, the remaining balance will need to be adjusted to remove it 

from the client’s account. 

4. CONTRACTING AGENCY SETUP 

This section covers billing setups that must be performed at the state (contractor) level.  

The setup for the screens below requires the user to have the contracting agency active in WITS.  

1. Navigate to the contracting agency by clicking on the active agency and facility in the top right of 

the WITS header.  

2. The Change Facility screen will display. Change the New Agency and New Facility fields to match the 

contracting agency and facility.  

3. Click Go to switch to the contracting agency.  
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Figure 2: Changing Contractor Agency and Facility 

4.1. Contractor Agency Profile 

There are several fields that must be set in the contracting agency profile for the claim item submission 

feature to function properly.  

1. From the left navigation menu, click Agency.  

2. In the Agency List submenu. Click Agency Profile.  

 

Figure 3: Accessing Contractor Agency Profile 

3. Scroll down the profile to the fields displayed in the screenshot below.  

4. Complete these fields and click Save and Finish.  
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Figure 4: Billing – Contractor Agency Profile Settings 

The highlighted fields above are described in the table below.  

Table 2: Contracting Agency Profile - Billing Fields 

Field Input Fields 

National Provider ID 1699828970 

Federal Tax ID 63-0506021 

Taxonomy Code 251S00000X 
Interchange Receiver ID 300002373 
Application Receiver’s Code 300002373 
Receiver ETIN 300002373 
Receiver Name ADMH 
Payor ID 300002373 

Payor Name ADMH 

 

4.2. Agency EDI Contact 

The billing process for transmitting an 837P file to Medicaid requires that an agency EDI contact be 

created. The contact information is included in Loop 1000A PER, Submitter EDI Contact Information. It 
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may reflect a real or generic contact, and it represents the person or team at ADMH who manages 

Medicaid billing. 

1. From the left navigation menu, click Agency.  

2. Under the submenu Agency Type click Contacts. 

 

Figure 5: Accessing Contractor Agency Contacts 

3.  The Contacts screen will display. Click +Add Contact.  

4. Complete the fields and click Save and Finish.  
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Figure 6: Agency EDI Contact 

How the fields should be completed are detailed in the table below.  

Table 3: Agency EDI Contact 

Field Description 

Staff The person that manages Medicaid billing.  
Contact Type Agency EDI Contact 
Effective Date Use current date 
Status  Active 

 

4.3. Payor Plans 

Payor Plans represent the funding sources used by ADMH and providers to bill/pay claims. Payor Plans 

are further divided into groups. In the case of Third-Party Liability (TPL) and Medicaid there will be a 

single group for each payor plan. However, for a government contract payor plan, there will be multiple 

groups.  
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Figure 7: Payor Plan - Group Relationship 

Before creating a payor plan, verify or change to the contracting (ADMH) agency.  

To access the Payor Plan: 

1. From the left navigation menu, click Agency.  

2. Click on Billing to expand its submenu.  

3. Click on Payor Plan List.  
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Figure 8: Accessing Payor Plan List 

4. The Payor Plan Search screen will display. Under the section Payor Plan List, click +Add New Payor 

Plan.  
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Figure 9: Payor Plan List Screen 

5. The Payor Plan Profile screen will display.  

How the profile is completed varies based on the type of payor plan. The following sections explain how 

to complete the profile based on the plan type selected.  

4.3.1. Third-Party Liability Payor Plan 

Third party liability (TPL) represents any insurance carrier. Providers will bill insurance carriers outside of 

ADMH WITS. TPL claims and batches are created in WITS to represent the claim sent to the TPL and to 

include coordination of benefits (COB) on any subsequent Medicaid claims.  
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Figure 10: Payor Plan Profile - Third Party Liability 

To complete the profile, use the following table.  

Table 4: TPL Payor Plan Profile 

Field Description 

Plan Type Group Insurance 
Plan Name This can be set to Third Party Liability. 
Billing Form  CMS-1500 
Company Name This can be set to TPL or Third-Party Liability 
Agency Leave this field blank. 
Claim Filing Type Commercial Insurance Company 

NOTE: Not a required field but recommended for best 
practices. 

Release to Billing Enabled Yes 
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Is Authorization Required? No 
Effective Date This should be backdated at least a year from go live to 

allow for late claims. 

Expiration Type This is only set if the payor plan will no longer 
used/valid after a set date. 

Reactivated Date This comment box is only used if the payor plan is 
expired and then reactivated. 

Payor Name Assigned by ADMH. 
Payor ID# Assigned by ADMH. 

Once all fields are completed, click Save and then click Next to setup the group.  

4.3.1.1. TPL Group List 

The Group List will display. Click Manage Groups.  

 

Figure 11: Group List – TPL 

Click +Add Group and complete the required fields.  

• Group Name – TPL or Third-Party Liability 

• Group # - This is determined by ADMH and is just an internal tracking ID. 

• Intervention Type – Not used for Medicaid groups.  

Click Save and Finish to create the group. Click Finish to return to the Group List selection screen.  



  
 

WITS Billing Administration User Guide Page 24 
Version 1.0  

 

Figure 12: Add TPL Group 

Click on the group in the Available Groups box to highlight it. Click on the right arrow to move the 

selection to the Associated Groups box.  

 

Figure 13: Selecting TPL Group 

Click Save and Finish. 

4.3.2. Medicaid Payor Plan 

Only one Medicaid payor plan needs to be created within ADMH. WITS will generate an error when 

trying to create more than one payor plans for Medicaid.  
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Figure 14: Payor Plan Profile - Medicaid 

To complete the profile, use the following table.  
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Table 5: Medicaid Payr Plan Profile 

Field Description 

Plan Type Medicaid 
Plan Name This can be set to Alabama Medicaid or just Medicaid 
Billing Form  837 
837 Type – Selected 837 Type 837P needs to be moved to the Selected 837 Type 
Company Name This can be set to Alabama Medicaid or just Medicaid 
Agency Leave this field blank 
Clearing House Agency Set this to the contracting agency (ADMH) 

Claim Filing Type Medicaid 
Client Confidential This field is locked and cannot be set 
Release to Billing Enabled Yes 
270/271 Enabled Yes 
Transaction Type Code Chargeable 
Acknowledgement Requested Yes 

Is Authorization Required? No 
Effective Date This should be backdated at least a year from go live to 

allow for late claims. 
Expiration Type This is only set if the payor plan will no longer be 

used/valid after a set date. 
Reactivated Date This comment box is only used if the payor plan is 

expired and then reactivated. 
Payor Name Assigned by Medicaid. 
Payor ID# Assigned by Medicaid. 
Receiver Name Assigned by Medicaid. 
Receiver ETIN Assigned by Medicaid. 
Application Receiver # Assigned by Medicaid. 
Interchange Receiver # Assigned by Medicaid. 

HIPAA Processing Set Alabama Medicaid (5010) 
Segment Delimiter ~ 
Element Delimiter * 
Composite Delimiter : 

Once all fields are completed, click Save and then click Next to setup the group.  

4.3.2.1. Medicaid Group List 

The Group List will display. Click Manage Groups.  
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Figure 15: Group List – Medicaid 

Click +Add Group and complete the following fields:  

• Group Name – Medicaid 

• Group # - This is determined by ADMH and is just an internal tracking ID. 

• Intervention Type – Leave blank. Not used for Medicaid groups.  

Click Save and Finish to create the group. Click Finish to return to the Group List selection screen.  

 

Figure 16: Add Medicaid Group 

Click on the group in the Available Groups box to highlight it. Click on the right arrow to move the 

selection to the Associated Groups box. Click Save and then click Next.  
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Figure 17: Selecting Medicaid Group 

4.3.2.2. Medicaid Agency Plan Profile 

The Agency Plan Profile for Medicaid will display. All fields need to be completed. The values are 

assigned by Medicaid.  

• Submitter ETIN – Assigned by Medicaid 

• Application Sender # – Assigned by Medicaid 

• Interchange Sender # – Assigned by Medicaid 

 

Figure 18: Agency Plan Profile – Medicaid 

Click Save and Finish once all fields are complete.  

4.3.3. Government Contract Payor Plan 

Depending on funding sources, a state agency may have multiple payor plans set for government 

contracts. For example, one government contract payor plan may cover a block grant, while another is 

set up for state funds.  
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Figure 19: Payor Plan Profile - Government Contract 

To complete the profile, use the following table.  

Table 6: Payor Plan Profile - Government Contract 

Field Description 
Plan Type Government Contract 
Plan Name Use to identify the funding source (block grant, state 

funds, etc.). 

Billing Form  WITS Batch 
Company Name ADMH 
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Agency Leave this field blank. 
Clearing House Agency Leave this field blank. 
Claim Filing Type Leave this field blank.  

Release to Billing Enabled Yes 
Funding Source Choose the funding source from the dropdown options 

(block grant, state funding, SOR, etc.). 
Is Authorization Required? No 
Effective Date This should be backdated a year from go live to allow 

for late claims. 
Expiration Type This is only set if the payor plan will no longer be 

used/valid after a set date. 
Reactivated Date This comment box is only used if the payor plan is 

expired and then reactivated. 

Once all fields are completed, click Save and then click Next to setup the group.  

4.3.3.1. Government Contract Group List 

The Group List will display. Click Manage Groups.  

 

Figure 20: Manage Groups - Government Contracts 

For each population covered under a government contract, a group must be created. A group can only 

belong to one government contract. For example, if a general group needs to be added to a block grant 

and to state funds, then two general groups must be created. One for the block grant group and another 

for the state funds group.  
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Figure 21: Add Group Government Contract 

Click +Add Group and complete the required fields using the table below.  

Click Save and Finish to create the group. Create additional groups as needed. Once all groups covered 

under the government contract have been created, click Finish to return to the Group List selection 

screen.  

Table 7: Group - Government Contract 

Field Description 

Group Name Enter the name to identify the group (Children’s First, 
Special Women’s Group, General, etc.). 

Group #  This is determined by ADMH and is just an internal 
tracking ID. 

Intervention Type Not used 

Covered Population Identify the population covered under the group. 
Age Group Identify the age group (adolescent, adult, all age 

groups, etc.). 
Gender Specific Identify which gender(s) are covered under the group.  

Click on the group in the Available Groups box to highlight it. To select multiple groups, hold down the 

CTRL key and click on the groups being associated with the government contract.  

Click on the right arrow to move the selection to the Associated Groups box. Click Save and then click 

Next. 
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Figure 22: Selecting Government Contract Groups 

5. CONTRACT MANAGEMENT 

A contract establishes a relationship between a provider agency and the state (contractor) agency. 

While all provider agencies may view their contracts, only contractor agencies may set up and edit 

contracts. 

Before contracts can be created for any agency, the state will need to complete some steps in 

preparation for contract creation. 

5.1. Authorization Period 

NOTE: The authorization period must be set under the contractor agency. 

One authorization period is created for each fiscal year.  

To create an authorization period:  

1. From the left Navigation Menu, click Agency. 

2. In the sub-menu, click Contract Management and then click Authorization Period.  
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Figure 23: Accessing Authorization Period 

3. The Authorization Period List displays. 

a. Existing periods will be listed here. 
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Figure 24: Authorization Period 

4. Click +Add New Period. 

5. On the Authorization Period Profile screen, complete the required fields.  

 

Figure 25: Authorization Period Profile 

6. Click Save and Finish. 

5.2. Contract Service Rate 

Contract Service Rates are created for each service that is billable under Government Contract Payor 

Plans/Groups. For information on setting service rates for Medicaid and TPL billable services, see 

Services and Rates.  
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Contract Service Rates are maintained by ADMH since they contain key data elements used for billing 

and reporting. 

Contract Service rates are created for each Payor Plan Group under which the service is payable. For 

example, if the service Case Management – Adolescent is billable under the payor plans Children’s First 

and General, then two service rates will need to be created. One for each payable group. 

To set a Contract Service Rate:  

1. From the left Navigation Menu, click Agency. 

2. Click Contract Management in the sub-menu to expand it and show additional menu items. 

 

Figure 26: Contract Service Rate 

3. Click Contract Service Rate. 

4. The Contract Service Rate Search screen will display.  

a. The user can search for existing rates, which will display in the Contract Service Rate List.  
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Figure 27: Contract Service Rate Search 

5. Under Contract Service Rate List, click +Add New Contract Rate.  
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Figure 28: Contract Service Rate Profile 

6. Complete the required fields and any other relevant fields.  

a. For information on the different fields, see table Contract Service Rate below. 

7. Click Save and Finish.  

Table 8: Contract Service Rate 

Field Description Required 
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Service This links the rate to a specific service. Available 
services are loaded on the backend. 

Yes 

Priority This field displays when Rate Type is set to Standard 
or Contract. 
Used in payor adjudication to determine the priority 
in paying claims. 

Yes 

Rate Type Determines which contracts are affected.  
• Standard applies the rate to all contracts. 

• Contract applies the rate to a specific 
contract. 

• Non-Contracted Service prevents a provider 
from billing for the set service. 

Yes 

Group Associates the rate to the select group.  Yes 

Contract This option links the service rate to a specific 
contract. 

No 

Provider Facility If a contract is selected, the rate can be further 
limited to a particular facility. 

No 

Contractor Automatically set to the state contracting agency. Yes 

Rate Per Unit The dollar amount that will be paid per set unit.  Yes 

Description This field can be used to define the unit. No 

Minimum Billing Units Set if there is a minimum number of units that must 
be billed.  

No 

Minimum Days between Services Set if there is a waiting period before a client can 
receive the service again. 

No 

ASAM The level of care for the service rate can be set here 
if needed. 

No 

This service/rate may only be 
added by the Contractor 

Yes or No. This should always be set to Yes.  Yes 

Duration Type The time unit for the entered duration. This field is 
used if the service is duration based. 

No 

Duration  A numeric value that corresponds with duration type 
to define the length of time for the service.  

No 

Effective Date When the service rate becomes active and available 
for selection.  

Yes 

Expiration Date Does the service rate expire after a specific date? If 
so, then set the date here.  

No 

 

5.3. Cost Reimbursement  

Cost reimbursement is one of two methods the state can setup to process claims from prevention 

provider agencies. Cost reimbursement allows for strategy implementation activities to be invoiced for 

reimbursement from the state.  

5.3.1. Cost Reimbursement Category 

The categories are a grouping of services/activities a provider agency might perform that are not directly 

client related, such as prevention services/activities in the community. 
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To setup a cost reimbursement category:  

1. From the left Navigation Menu, click Agency.  

 

Figure 29: Cost Reimbursement Category 

2. In the sub-menu, click Contract Management and then click Cost Reimbursement Category. 

3. The Cost Reimbursement Category List displays.  

a. Existing categories will be listed here.  
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Figure 30: Cost Reimbursement Category List 

4. Click +Add New to display the Cost Reimbursement Category Profile screen. 

5. Complete the required fields and the Description field as needed. 

a. Two fields that need additional explanation are:  

i. Cost Category – These are associated with the various strategy activities a 

prevention agency might perform.  

ii. Sort Order – Its display ranking in the category list. The lower the number, the 

higher it will display in the list.  
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Figure 31: Cost Reimbursement Category Profile 

6. Click Save and Finish.  

5.3.2. Cost Reimbursement Line Item 

Cost reimbursement categories need to be setup before creating their corresponding line items.  

A line item is a specific service/activity within a category performed by a prevention agency. 

To setup a cost reimbursement line item:  

1. From the left Navigation Menu, click Agency. 
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Figure 32: Cost Reimbursement Line Item 

2. In the sub-menu click Contract Management and then click Cost Reimbursement Line Item.  

3. The Cost Reimbursement Line Item List displays.  

a. Existing line items will display in the list section.  
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Figure 33: Cost Reimbursement Line Item List 

4. Click +Add New to display the Cost Reimbursement Line Item Profile.  

5. Complete the required fields and the Description field as needed. 

a. Two fields that need additional explanation are: 

i. Line Item – This is the specific service or activity being performed by the provider. 

ii. Sort Order - Its display ranking in the category list. The lower the number, the higher 

it will display in the list. 
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Figure 34: Cost Reimbursement Line Item Profile 

6. Click Save and Finish. 

5.4. Contract Creation 

Before a provider can create and submit a prevention plan to the state, the state must add the contract 

to their agency into WITS.  

• One active contract should be created for each provider.  

o If a provider offers more than one domain of service, both can be listed on the same 

contract. 

o Alternately, two contracts can exist for the same provider, as long as the domain is 

different in each. 

• Active contracts cannot overlap for the same provider and domain.  

NOTE: Before creating a contract, the state administrator must access the state (contractor) agency. 

To add a contract to the state agency:  

1. Click Agency from the left Navigation Menu.  
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Figure 35: Contract Management 

2. In the sub-menu, click Contract Management.  

3. The Contract Search screen displays. 

a. The user can search for existing contracts here that will display in the Contract List. 
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Figure 36: Add Contract 

4. Under the Contract List section, click +Add Contract.  
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Figure 37: Contract Profile 

5. Complete the required fields and any other relevant fields. Use the table Contract Management for 

completing the contract.  

Table 9: Contract Management 

Field Description 

Contract # This is an alpha-numeric identifier set by the state 
agency.  

Contract Name The contract name. This can be anything to help the 
contractor and provider agency quickly identify the 
correct contract. 
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Effective Date This should be set to when the contract will go into 
effect. 

Termination Date This only needs to be set if the contract has a definitive 
termination date and will not be renewed. 

Status The status of the contract.  

• Pending – The contract is still being setup and 
not active, yet. In this status, claims and 
invoices cannot be billed. 

• Active – The contract is active in WITS. Claims 
and invoices can be billed. 

• Suspended – The contract has been 
suspended. This status will prevent any new 
billing or payments against the contract.  

• Inactive – Use this status when the contract 
has ended, there are no active authorization 
periods, and the claim filing date has passed.  

Contracting Agency This should auto populate the state contracting 
agency.  

Contracting Agency Contact The contracting agency’s point of contact. 
Contracting Agency Contact Email The contracting agency’s email address. Multiple email 

addresses can be entered here. Separate each with a 
semi-colon (;).  
NOTE: At least one email address must be entered 
here to receive a notification on submitted prevention 
plans. 

Provider Agency The name of the agency receiving the contract.  
Remit Payment To The information in this field will populate the “Remit 

To” section of the Invoice Report. 
Provider Agency Contact  The point of contact for the provider agency.  
Provider Agency Contact Email The point of contact’s email address for the provider 

agency. Multiple email addresses can be entered here. 
Separate each with a semi-colon (;). Contacts listed 
here will receive email notifications when:  

• Prevention plans are approved or rejected. 

• The 999 file is generated. 

Monthly Cap If there is a monthly dollar cap amount on claim 
submissions, enter that information here. Otherwise, 
leave this field blank.  
NOTE: ADMH is not using monthly caps. 

Email to Contractor on Provider Submit If this is set to Yes, the contracting agency will be 
emailed anytime a claim or invoice is submitted by the 
provider. 

Domains The domains this contract covers should be added to 
the Selected Domains field.  

6. Click Save.  

Once the contract has been created, it will need to be configured for Contract Management - Cost 

Reimbursement and/or Contract Management - Fee for Service.  
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5.4.1. Contract Management – Cost Reimbursement 

Once the contract has been created, the following steps will need to be completed before a provider will 

be able to submit invoices for reimbursement. 

1. Return to the provider’s contract.  

a. Agency > Contract Management 

b. Search for the contract. 

2. To the right of the contract, click the vertical ellipsis and then click Profile. 

 

Figure 38: Contract Search 

3. On the Contract Profile screen, locate the Administrative Actions section towards the bottom of the 

profile.  

5.4.1.1. Associate Plans – Cost Reimbursement 

The first action that needs to be taken is associating a payor plan to the contract.  

 

Figure 39: Associated Plans 

1. Under Administrative Action, click Associated Plans. 

2. The Contract-Plan List screen displays.  
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Figure 40: Contract-Plan List 

3. Click +Add Plan. 

4. The Plan dropdown displays. Select the plan(s) to be associated with the contract.  

 

Figure 41: Contract-Plan List 

5. Click Save.  

6. If more than one plan needs to be added, continue adding until all relevant plans are added to the 

contract.  



  
 

WITS Billing Administration User Guide Page 51 
Version 1.0  

7. Each plan then needs to be assigned to a group(s). To the right of the plan, click the vertical ellipsis, 

and then click Groups. 

a. Only existing groups can be assigned to a contract.  

b. Only groups that a provider will be using needs to be added to the contract.   

 

Figure 42: Adding Groups 

8. The Contract-Plan-Group List screen displays.  

9. Move groups from the Available Groups to Associated Groups.  
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Figure 43: Contract-Plan-Group List 

10. Click Save and Finish.  

11. Click Finish to be returned to the Contract Profile. 

5.4.1.2. Associate Authorization Period – Cost Reimbursement 

Each fiscal year, a new authorization period is created in the state contracting agency. This authorization 

period will need to be associated to any active provider contracts and the fund allocation tiers set.  

To associate an authorization period to a contract:  

1. Under Administrative Actions at the bottom of the Contract Profile, click Authorization Period.  

 

Figure 44: Authorization Period 

2. The Contract Authorization Period screen displays.  

a. Any existing periods will display under Authorization Period List.  
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Figure 45: Authorization Period List 

3. Under Authorization Period List, click +Add New Period.  

4. Below the Authorization Period List, Contract Authorization Period Profile becomes editable.  

5. Complete the required fields and provide an Authorization # if needed.  

a. Authorization Period – Any periods that have been created under Authorization Period will 

display here. 

b. Effective Date – For existing provider contracts, this is will be the start date of the 

authorization period. For new provider contracts in the middle of an authorization period, 

this must match the contract’s start date.  

c. Termination Date – This date cannot exceed the Authorization Period’s end date. 

d. Claim Filing Cutoff Date – This is the last day that invoices can be submitted for 

reimbursement.  

e. Fiscal Year Contract ID – An optional field that can be set by the state. 

f. FS Contract ID – This is the funding source contract ID.  
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Figure 46: Contract Authorization Period Profile 

6. Click Save to remain on the screen for next steps. 

 

Figure 47: Authorization Period Tiers 

7. To the right of the new period, click the vertical ellipsis, and then click Tiers.  

8. The Contract Tier Management screen displays.  

a. Existing tiers display in the Tire for Authorization Period section.  
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Figure 48: Add New Tier 

9. Click +Add New Tier.  

10. The Tier Profile section displays under Tier for Authorization Period.  

 

Figure 49: Tier Profile 

11. Complete the required fields.  

a. See table Tier Profile for information on the different fields.  
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Table 10: Tier Profile 

Field Description 

Plan-Group This is the associated plan-group that was setup under 
Associated Plans. 

Initial Authorized Amount This is the amount for use by the provider for the 
designated authorization period. 

Tier Type This should be set to Cost Reimbursement 
Status  The status of the selected tier. This must be set to 

Pending when the tier is first created.  

ASAM This dropdown will list the different levels of care. This 
only needs to be set if the tier is being limited.  
NOTE: This field is not used for Alabama. 

Monthly Cap Choose whether monthly cap is fixed or variable.  
NOTE: For Alabama, this should be set to Variable. 

FFS Equivalent The fee for service equivalent. This is set to No for 
Alabama. 

 

12. Click Save. Once the profile has been created, it will display in the Tier for Authorization Period 

section.  

 

Figure 50: Invoice-Budget 

13. To the right of the created tier, click the vertical ellipsis and then click Invoice-Budget.  

14. The Invoice Template/Budget Profile screen displays.  

15. Set Categorize invoice to Yes, and then click Save.  
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Figure 51: Add Invoice/Budget Line Item 

16. The section Invoice/Budget Line Items displays existing items, as well as allows new line items to be 

created. Click +Add.  

17. The Line Item Budget Profile screen displays.  

18. Complete the required fields. 

a. The displayed line items populate from Cost Reimbursement Line Item. 

b. The total for line items added cannot exceed the Authorized Budget Amount.  
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Figure 52: Line Item Budget Profile 

19. Click Save and Finish.  

20. Repeat steps for adding Invoice/Budget Line Items as needed. 

a. Again, the total for Invoice/Budget Line Items cannot exceed the Authorized Budget 

Amount.  

b. The total amounts for line items should match the Authorized Budget Amount. 

21. Click Save and Finish to return to the Contract Tier Management screen.  

22. Click Finish to return to the Contract Tier Management screen.  
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Figure 53: Tier for Authorization Period Profile 

23. Click the vertical ellipsis to the right of the tier and click Profile. 

24. Change the Status to Active.  

 

Figure 54: Tier Profile Status 

25. Click Save and Finish. 

26. Click Finish to be returned to the Contract Authorization Period screen.  

27. Click Finish again to be returned to the Contract Profile screen.  
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28. Click Save and Finish to finalize all changes and leave the contract.  

5.4.2. Contract Management – Fee for Service 

For treatment providers and prevention providers using fee for service, the following contract 

administrative actions must be completed.  

• Associated Plans 

• Contracted Facilities 

• Authorization Period 

To access the contract’s profile: 

1. From the left navigation menu, click Agency.  

2. In the submenu, click Contract Management.  

3. Search for the contract being in question.  

 

Figure 55: Contract Search 

4. To the right of the contract, click the vertical ellipsis and then click Profile. 

5.4.2.1. Associate Plans – Fee for Service 

The first action that needs to be taken is associating a payor plan to the contract.  

1. Under Administrative Actions, click Associated Plans. 
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Figure 56: Associated Plans 

2. The Contract-Plan List screen displays.  

 

Figure 57: Contract-Plan List 

3. Click +Add Plan. 

4. The Plan dropdown displays. Select the Government Contract plan to be associated with the 

contract.  

a. The plans available in dropdown are setup under Payor Plans.  

b. More than one plan can be added to a contract.  
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Figure 58: Contract-Plan List 

5. Click Save.  

6. If more than one plan needs to be added, continue adding until all relevant plans are added to the 

contract.  

7. Each plan then needs to have group(s) assigned.  

8. To the right of the plan, click the vertical ellipsis, and then click Groups. 
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Figure 59: Adding Groups 

9. The Contract-Plan-Group List screen displays.  

10. Move groups from the Available Groups to Associated Groups.  

a. More than one group can be added to the selected plan. 

 

Figure 60: Contract-Plan-Group List 

11. Click Save and Finish.  
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12. Click Finish to be returned to the Contract Profile. 

5.4.2.2. Contracted Facilities – Fee for Service 

Providers using fee for services must have their facilities linked to the contract.  

1. Under Administrative Actions, click Contracted Facilities.  

 

Figure 61: Contracted Facilities 

2. The Contract-Facility List screen will display for the current Contract #.  

3. Move facilities associated with the contract to the Facilities Covered under Contract section.  

 

Figure 62: Contract Facility 

4. Click Save and Finish to be returned to the Contract Profile screen. 

5.4.2.3. Authorization Period – Fee for Service 

Each fiscal year, a new authorization period is created in the state contracting agency. This authorization 

period will need to be associated to any active provider contracts and the fund allocation tiers set.  
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To associate an authorization period to a contract:  

1. Under Administrative Actions at the bottom of the Contract Profile, click Authorization Period.  

 

Figure 63: Authorization Period 

2. The Contract Authorization Period screen displays.  

a. Any existing periods will display under Authorization Period List.  

 

Figure 64: Authorization Period List 

3. Under Authorization Period List, click +Add New Period.  

4. Below the Authorization Period List, Contract Authorization Period Profile will display.  

5. Complete the required fields and provide an Authorization # if needed.  

a. Authorization Period – Any periods that have been created under Authorization Period will 

display here. 

b. Effective Date – For existing provider contracts, this is will be the start date of the 

authorization period. For new provider contracts in the middle of an authorization period, 

this must match the contract’s start date.   

c. Termination Date – This date cannot exceed the Authorization Period’s end date. 

d. Claim Filing Cutoff Date – This is the last day that claims can be submitted for 

reimbursement.  

e. Fiscal Year Contract ID – This is the state created ID for the provider for the fiscal year. 
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Figure 65: Contract Authorization Period Profile 

6. Click Save. 

 

Figure 66: Authorization Period Tiers 

7. To the right of the new period, click the vertical ellipsis, and then click Tiers.  

8. The Contract Tier Management screen displays.  

a. Existing tiers display in the Tire for Authorization Period section.  
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Figure 67: Add New Tier 

9. Click +Add New Tier.  

10. The Tier Profile section displays under Tier for Authorization Period.  

 

Figure 68: Tier Profile 

11. Complete the required fields.  

a. Tier Type needs to be set to Fee for Service. 

b. See table Tier Profile for information on the different fields.  
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Table 11: Tier Profile 

Field Description 

Plan-Group This is the associated plan-group that was setup under 
Associated Plans. 

Initial Authorized Amount This is the amount for use by the provider for the 
designated authorization period. 

Tier Type This should be set to Fee for Service. 
Status  The status of the selected tier to Active 
ASAM This dropdown will list the different levels of care. This 

only needs to be set if the tier is being limited.  
NOTE: This field is not used for Alabama. 

Monthly Cap Choose whether monthly cap is fixed or variable.  
NOTE: For Alabama, this should be set to Variable. 

FFS Equivalent The fee for service equivalent. This is set to No for 
Alabama. 

12. Click Save and Finish.  

13. Click Finish to be returned to the Contract Authorization Period screen.  

14. Click Finish again to be returned to the Contract Profile screen.  

15. Click Save and Finish to finalize all changes and leave the contract.  

5.5. Financial Summary 

If needed, the state can access a provider’s financial summary for a selected authorization period.  

1. From the left navigation menu, click Agency.  

2. In the submenu, click Contract Management.  
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Figure 69: Accessing Contract Management - Financial Summary 

3. The Contract Search screen will display. Use Search to locate a specific contract.  

4. To the right of the contract, click on the vertical ellipsis and then click Summary.  
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Figure 70: Accessing Financial Summary 

5. The Financial Summary screen will display. Set the Authorization Period and the Financial Summary 

Detail section will update to list associated plans and expenditure amounts.  

6. Click Finish once done adding and reviewing data. 
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Figure 71: Financial Summary Screen 

5.6. Fund Transfer 

If needed, funds can be transferred between tiers in the same contract or between contracts.  

1. Navigate to the Contract List.  

a. Agency > Contract Management 

2. Search for the contract that funds where funds will be removed. 
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Figure 72: Contract Summary 

3. To the right of the contract listing, click the vertical ellipsis and then click Summary.  

4. The Financial Summary screen displays.  

 

Figure 73: Set Authorization Period 

5. Set the Authorization Period.  
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6. The Financial Summary Detail section will update and display summary data. 

 

Figure 74: Fund Transfer 

7. To the right of the associated plan, click the vertical ellipsis and then click Fund Transfer.  

8. The Contract Funding Transfer List screen displays. 

 

Figure 75: Contract Funding Transfer 

9. Click +Add Transfer Transaction. 

10. The Contract Funding Transfer Profile displays.  

a. The originating contract cannot be edited.  

b. Contract – Set the contract the funds are being transferred to. 

c. Plan-Group-ASAM – Set the plan-group the funds are being transferred to. 

i. Options will not display until a contract with associated plans-groups is selected. 

d. Transfer Amount – The amount of money being transferred.  
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Figure 76: Contract Funding Transfer Profile 

Click Save and Finish. 

5.7. Fund Transfer History 

This screen allows the administrator to view fund transfers that have taken place within a contract. 

To view the contract fund transfer history:  

1. From the left Navigation Menu, click Agency.  
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Figure 77: Fund Transfer History 

2. In the sub-menu, click Contract Management and then click Fund Transfer History.  

3. The Contract Fund Transfer History Search screen displays.  

a. The user can search for a particular transfer of funds. 

b. Results display in the Contract List section.  
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Figure 78: Contract Funds Transfer History Search 

5.8. Cross Contract List 

The Cross-Contract List provides a quick way to see the authorized and spent amounts for all providers 

and contract tiers. The list may be filtered by various criteria, including Funding Source and 

Authorization Period. The search results may be exported to Excel. 

1. From the left Navigation Menu, click Agency.  

2. In the sub-menu, click Contract Management.  

3. Under Contract Management menu items, click Cross-Contract List.  

4. The Cross-Contract Search screen appears.  

5. Enter desired criteria and click Search. 

6. To export the data, click the Export button.  
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Figure 79: Cross Contract Search  

5.9. Contract EDI 

For providers that will be uploading their 837’s into WITS, the state will need to create an EDI Profile for 

the provider.  

The EDI contract profile is created under the contracting agency. To create an EDI contract profile:  

4. From the Agency submenu, click Contract Management.  

5. Click Contract EDI.  
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Figure 80: Accessing Contract EDI 

6. The Contract EDI Search screen will display.  

a. Existing contract EDI’s display under Contract EDI List.  

b. Search can be performed to narrow the results listed.  
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Figure 81: Contract EDI 

7. Click +Add Contract EDI.  

8. The Contract EDI Profile screen will display. 

9. Complete the required and relevant fields.  

 

Figure 82: Contract EDI Profile 

10. Click Save and Finish.  
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6. PROVIDER AGENCY SETUP 

This section covers billing setups that must be performed at the provider agency level.  

The setup for the screens below requires the user to have the contracting agency active in WITS.  

1. Navigate to the contracting agency by clicking on the active agency and facility in the top right of 

the WITS header.  

2. The Change Facility screen will display. Change the New Agency and New Facility fields to match the 

contracting agency and facility.  

3. Click Go to switch to the contracting agency.  

 

Figure 83: Change Provider Agency and Facility 

6.1. Provider Agency Profile 

There are several fields that must be set in the contracting agency profile for the claim item submission 

feature to function properly.  

1. From the left navigation menu, click Agency.  

2. In the Agency List submenu. Click Agency Profile.  
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Figure 84: Accessing Provider Agency Profile 

3. Scroll down the profile to the fields displayed in the screenshot below.  

4. Complete these fields and click Save and Finish.  

 

Figure 85: Billing – Provider Agency Profile 

The highlighted fields above are described in the table below.  
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Table 12: Provider Agency Profile - Billing Fields 

Field Description 

National Provider ID Enter the provider’s national provider ID.  
Federal Tax ID Enter the provider’s federal tax ID.  
County Enter the county where the agency resides.  
Taxonomy Code Enter the provider’s taxonomy code.  

 

6.2. Identifiers 

For any identifiers not located in the Agency Profile, they can be recorded on the Identifiers screen.  

This includes the Medicaid Contract Number, which must be entered each fiscal year for any provider 

that bills to Medicaid.  

NOTE: The steps below assume the applicable provider agency is set to the user’s active agency.  

1. From the left navigation menu, click Agency.  

2. Click Agency Profile to expand its menu options and then click Identifiers. 

 

Figure 86: Accessing Identifiers 

3. The Identifiers screen will display. Click +Add Identifier.  
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Figure 87: Identifier Profile 

4. The Identifier Profile section will become editable. Complete the required and relevant fields. Use 

the following table for information on each field.  

Field Description 

Category The category that aligns with the identifier.  

• Medicaid Contract Number is used to identify 
the yearly provider contract with Medicaid. 

Identifier # An alphanumeric field for the identification number, 
such as the Medicaid contract number.  

Type Identifies the type of identifier.  

• Medicaid Contract Number is used to identify 
the yearly provider contract with Medicaid.  

Effective Date When the identifier takes effect. For example, the 
Medicaid contract’s start date. 

Expiration Date When the identifier is no longer valid. For example, the 
Medicaid contract’s end date.  

Comments Text field for entering any additional notes relating to 
the identifier.  

 

5. Click Save and Finish.  
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6.3. Contacts: File Import - Billing  

A contact must be set for each provider agency that is using the Claim Item Submission feature for 

uploading 837P files to WITS. The contact set must have an email address associated with their staff 

account. This contact will receive an email with the billing file could not be uploaded to WITS from the 

SFTP server.  

6. From the left navigation menu, click Agency.  

7. Under the Agency List submenu, click Contacts.  

 

Figure 88: Accessing Provider Contacts 

8. On the Contacts screen, click +Add Contact.  

9. Complete all fields and click Save and Finish.  
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Figure 89: Fill Import - Billing Contact 

How the fields should be completed are detailed in the table below.  

Table 13: File Import - Billing Contact 

Field Description 

Staff A provider staff member with a valid associated email. 
Contact Type File Import – Billing 
Effective Date Use current date. 

Status Active 

 

6.4. TPL Payor Plan – Provider Agency Profile 

The Payor Plan – Agency Profile will need to be set for all agencies that will be processing TPL claims. 

The TPL payor plan will need to be created at the contractor level (see Third-Party Liability Payor Plan) 

before the following steps can be completed.  

1. Navigate to the provider agency by clicking on the active agency and facility in the top right of the 

WITS header.  

2. The Change Facility screen will display. Change the New Agency and New Facility fields to match the 

contracting agency and facility.  

3. Click Go to switch to the contracting agency.  
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Figure 90: Switching to Provider Agency 

4. From the left navigation menu, click Agency.  

5. Scroll down the submenu and click Billing to expand its options.  

6. Click Payor Plan List from the Billing submenu. 
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Figure 91: Accessing Payor List - Provider 

7. The Payor Plan List screen will display. If needed, use Search to locate the third-party liability payor 

plan.  

8. Under the section Payor Plan List, click on the vertical ellipsis to the right of payor plan for Third 

Party Liability and then click Profile.  
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Figure 92: Third Party Liability - Payor Plan 

9. The Payor Plan Profile will display in a read only format.  
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Figure 93: Payor Plan Profile - TPL 

10. Click Next twice to navigate to the Agency Profile screen. 
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Figure 94: Agency Profile - Third Party Liability 

11. Complete the fields with the information from the table below.  

Table 14: Agency Profile - TPL 

Field Description 

Agency Primary Provider # This is a generic identifier determined by ADMH. 
Primary Provider # Type Employer’s Identification Number 
Agency Secondary Provider # This is a generic identifier determined by ADMH. 

Secondary Provider # Type Location Number 

12. Click Save and Finish.  

6.5. Government Contract Payor Plan – Provider Agency Profile 

The Payor Plan – Agency Profile will need to be set for all agencies that will be processing government 

contract claims. The government contract payor plan will need to be created at the contractor level (see 

Government Contract Payor Plan) before the following steps can be completed.  

1. Navigate to the provider agency by clicking on the active agency and facility in the top right of the 

WITS header.  

2. The Change Facility screen will display. Change the New Agency and New Facility fields to match the 

contracting agency and facility.  

3. Click Go to switch to the contracting agency.  
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Figure 95: Switching Agency 

4. From the left navigation menu, click Agency.  

5. Scroll down the submenu and click Billing to expand its options.  

6. Click Payor Plan List from the Billing submenu. 
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Figure 96: Accessing Provider Payor List 

7. The Payor Plan List screen will display. If needed, use Search to locate the government contract 

payor plan.  

8. Under the section Payor Plan List, click on the vertical ellipsis to the right of payor plan for 

government contract and then click Profile.  
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Figure 97: Government Contract - Payor Plan 

9. The Payor Plan Profile will display in a read only format.  
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Figure 98: Payor Plan Profile - Government Contract 

10. Click Next twice to navigate to the Agency Profile screen. 
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Figure 99: Agency Profile - Government Contract 

11. Complete the fields with the information from the table below.  

Table 15: Agency Profile - Government Contract 

Field Description 

Agency Primary Provider # This is a generic identifier determined by ADMH. 
Primary Provider # Type Employer’s Identification Number 
Agency Secondary Provider # This is a generic identifier determined by ADMH. 
Secondary Provider # Type Location Number 

12. Click Save and Finish. 

7. STAFF MANAGEMENT 

Once the agency has been created, staff can be assigned.  

NOTE: Since staff will likely need to be assigned to a facility, it is recommended that a staff account is 

not created until after all facilities have been created. 

7.1.1. Staff Creation 

Before creating a staff member, the admin will access the agency the staff member will be assigned. 

1. From the left Navigation Menu, click Agency. 
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Figure 100: Accessing Staff Members 

2. In the sub-menu, click Staff Members. 

3. The Staff Member Search screen displays.  

a. The user can search for existing users already assigned to the agency.  

b. Staff members will be listed under the search section. 

 

Figure 101: Create Staff Member 

4. In the upper right corner of the screen, click +Create New Staff Member.  

5. The Add Staff Member window appears.  
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Figure 102: Add Staff Member 

6. At a minimum, complete the required fields and click Save.  

7. The screen will refresh, and the user will now be on the Staff Member Workspace.  

a. The workspace is divided into four parts. 

i. Sections of the workspace are listed to the left for quick navigation.  

ii. The main workspace and its sections are used to define a staff member and their 

role.  

iii. Various action buttons that allow the user to manipulate the workspace.  

iv. On the right, are two parts. 

1. Completion Requirements – Displays the minimum tasks that must be 

completed for the staff member’s account.  

2. Additional Items – Navigation actions that can be selected to quickly access 

different parts of the staff member’s workspace. 
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Figure 103: Staff Member Workspace 

8. Resolve the Completion Requirements.  

a. Clicking on a completion requirement will navigate to the associated section of the 

workspace. 

b. Completion Requirements vary depending on state requirements. See table Staff Member 

Required Fields below. 

i. Add Employment Start Date 

ii. Add Staff Member Type 

iii. Add Email Address 

iv. Add Social Security Number 

Table 16: Staff Member Required Fields 

Requirement Workspace Location Description 

Employment Start Date Employment Profile • This is the Employment Date Range.  

• The first box is the start date.  

• The second is the user’s termination date (in 
instances of temporary hires). This can be left 
blank for permanent employees. 

• Has end date should be unchecked for 
permanent employees. 

Staff Member Type Employment Profile The user’s role at the agency.  

Email Address Contact Information The user’s primary email address. It should be their work 
email address.  
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Social Security Number Identifiers The user’s SSN. 

 

9. Complete other sections of the workspace as needed. 

a. See Staff Member Workspace for information on the different sections. 

 

Figure 104: User Account 

10. Under workspace section User Account, click +Add Account. 

a. NOTE: This only needs to be done for users that will need to access WITS. 

b. Enter User ID and click Create Account.  

c. Two emails are generated as discussed in WITS Overview and Basic Navigation. 

11. Roles will now display under the User Account section.  

 

Figure 105: Manage Roles 

12. Click +Manage Roles in the User Account section.  

13. Assign roles to the user’s account as needed. 

a. Search for the role(s) to be assigned. 
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Figure 106: Assigning Roles 

14. Click the + symbol to the right of the Available Role to move it to the Assigned Roles box. 

a. See table below for information on roles and their uses. 

Table 17: Agency Roles 

Role Name Description 

Agency Billing Full access to the Agency Billing screens, other than Encounter, under 
Agency/Billing. 

Agency H835 Management Allows access to the Agency H835 Management screen. 

Agency H999 Management Allows access to the Agency H999 Management screen. 
Agency Invoicing (Full Access) Full access to the Invoicing screens used for Cost Reimbursement and located 

under Agency Billing. 
Agency Invoicing (Read Only) Read-Only access to the Invoicing screens used for Cost Reimbursement and 

located under Agency Billing. 
Billing Encounter List Allow user to access the Encounter List screen under Agency/Billing. 
Contract Management (Full 
Access) 

Full access to all contract screens under Agency/Contract Management. 

Contract Management 
(Read-Only) 

Read-only access to contract management under Agency/Contract Management 
but without access to adjustments of on Contract Management/Contract 
List/Authorization Period/Tiers/Adjust link. 

Create Agency Claim Batch Create Provider Claim Batches by Agency by the Create Batches link on the 
Agency/Billing/Claim Item List screen. 

Create Facility Claim Batches Create Claim Batches by Facility by the Create Batches link on Agency/Billing/Claim 
Item List screen. 

Encounter (Delete) Enable user to delete the encounter under Client List/Activity List. 
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Role Name Description 
Invoice Attestation The role allows user to sign a cost reimbursement invoice and record the 

attestation statement to be displayed on the printed invoice. 

Payor Adjudication Full access to all functionality under Payor Adjudication for their agency. 
Rate (Full Access) Full access to System Administration/Rates. This role allows the user to read, add, 

and edit rates. 
Rate (Read-Only) Read-Only access to Agency Rate Profile on System Administration/Rates screen. 
Release To Billing Allows user to release encounters to Billing by the Release to Billing action link on 

the Encounter Profile screen. 
WITS Billing Administrator Full access to the system wide billing screens including Agency/Billing, System 

Admin/Rate, Billing reports. 

 

15. Click I am done in the top right corner of the window when finished.  

16. From Additional Items list to the right of the workspace, click Add Facility Assignment.  

a. If the user has access to multiple facilities, each one will need to be assigned.  

17. The Facilities window displays.  

a. Click on the facility the user will be accessing.  

b. Set the Effective Date Range. 

i. End date is blank for permanent employees of the facility. 

c. Click Save. 

d. Repeat these steps for each facility the user will be accessing. 

18. Click Done Editing in the top right corner of the Staff Member Workspace to lock fields. 

 

Figure 107: Leaving Staff Member Workspace 

19.  Click < to the left of Staff Member Workspace to leave the record and return to the Staff Member 

Search screen. 

7.1.2. Staff Member Workspace 

Each section of the Staff Member Workspace is explained here to assist admins in completing user 

setups. 

7.1.2.1. Profile 

The user’s name, gender, and date of birth display here if those fields are set.  
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Figure 108: Staff Member Profile 

A photo can also be added to the profile by clicking the pencil icon.  

• Once added, images can be replaced and/or removed. 

 

Figure 109: Profile Image Upload 

The admin will be prompted to choose the image file. 

• The file must be accessible from the user’s computer.  

o Exists on local drives. 

o Exists on accessible server drives. 

7.1.2.2. Employment Profile 

There are two places in this section for managing information regarding the user’s employment at the 

agency. 

 

Figure 110: Employment Profile 

The Pencil icon allows the following information to be edited. 



  
 

WITS Billing Administration User Guide Page 103 
Version 1.0  

 

Figure 111: Employment Profile Edit 

The fields are described below. 

Table 18: Employment Profile 

Field  Description 
Job Title The user’s job title at the agency. 
Include Job Title in Display Name Checking this box will show their title anywhere their 

name displays. 
Staff Member Type The user’s role at the agency. 
Employment Type Identifies the user’s employment type further (intern, 

contractors, volunteers, permanent, etc.) 
Employment Date Range • This is the Employment Date Range.  

• The first box is the start date.  

• The second is the user’s termination date (in 
instances of temporary hires). This can be left 
blank for permanent employees. 

Has end date box can be unchecked for permanent 
employees. 

Full Time Equivalent Denotes whether the employee is full or part time. 
Taxonomy Type • Applicable to healthcare practitioners and 

identifies their healthcare field. 

• If this field is set, then Taxonomy Classification 
becomes a required field. 

Taxonomy Classification • Set Taxonomy Type before setting 
classification. 

• The taxonomy code related to the user’s 
healthcare profession. 

Taxonomy Specialization • Set Taxonomy Classification before setting 
specialization. 

• Specialization code related to the selected 
classification. 
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Click +Add Relationships in the Employment Profile section to identify users that are related in some 

capacity. 

 

Figure 112: Add Relationships 

There are two fields that will need to be entered. 

• Relationship to this Staff Member – The relationship between staff members (wife, husband, 

sister, brother, etc.). 

• Related Staff Member – Identifies the related staff member. 

o The related staff member must have a user account in WITS at the same agency. 

7.1.2.3. User Account 

This is where a user’s account is created to allow them access to WITS. Once the account is created, 

additional fields and options become available.  

• Reset Credentials – Selecting this option will send an email to the user prompting them to reset 

their login credentials. 

• Lock Agency Access – This blocks the user’s access to the WITS application.  

o When selected, the admin will be prompted to enter a Lock Reason. 

• System Roles – Assigned system specific roles display here.  

o These roles can only be assigned by WITS administrators. 

o See System Accounts for more information on assigning system roles to a user.  

• Agency Roles – Assigned agency specific roles display here. 

o +Manage Roles – This is selected to add agency specific roles to the user.  

 

Figure 113: User Account Options 
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7.1.2.4. Contact Information 

Information related to contacting the user is captured here. This section does not display until Add 

Email, Add Phone Number, or Add Address is clicked from the Additional Items list to the right of the 

Staff Member Workspace.  

NOTE: Email address is a required field when creating a staff member.  

 

Figure 114: Contact Information 

Preferred Contact Method – denotes how the user prefers to be contacted. It can be set by selecting the 

Pencil icon. 

+Add Email Address 

• Allows email addresses to be added to the user account.  

• Multiple email addresses can be added.  

• Primary box identifies that email address as the primary account. This is where system emails 

will be sent. 

 

Figure 115: Email Address 

+Add Phone Numbers 

• Allows phone numbers to be added to the user account.  

• Multiple numbers can be added.  

• Type – Denotes the type of number (home, mobile, emergency, etc.) 

• Primary box identifies that phone number as the primary number. 
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Figure 116: Phone Number 

+Add Physical Addresses 

• Allows user’s physical address to be added to their account.  

• Multiple addresses can be added.  

• Type – Denotes the type of address (home, work, current, etc.) 

• Confidential box will hide the address information from showing anywhere in the system. 

• Validate Address – When selected, the address is checked through usps.com for validity.  

 

Figure 117: Physical Address 

7.1.2.5. Domains 

Domains assigned to the user displays here. By default, the domains assigned to the agency are assigned 

to the user.  

• Pencil icon – Allows editing of the assigned domain. 

• Trashcan icon – Removes the assigned domain from the user’s account. 

• +Add Domain – Selected to add additional domains to a user's account.  

o Only domains assigned to the agency can be added. 
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Figure 118: Domains 

7.1.2.6. Facility Assignments 

This must be set for agency users before they are able to access specific agency locations. This section 

does not display until Add Facility Assignment is clicked from the Additional Items list to the right of the 

Staff Member Workspace. 

• Assigned facilities can be edited or deleted by selecting the pencil or trashcan icon, respectively. 

• An assigned facility can then have program assignments added by clicking +Add Program 

Assignment.  

• Additional facilities can be assigned to a user by clicking +Add Facility Assignments. 

 

Figure 119: Facility Assignments 

Program Assignments identifies what programs are assigned to the user at the selected facility.  

NOTE: Setting this is optional.  

• Program – Only programs available for the facility will show in this dropdown. 

• Effective Dates – If effective dates are set, the user will only have program access within the set 

dates.  

• Has end date – Uncheck this if there is no end date for a user’s access to the program. 

• Hours/Week – The number of hours per week the user works within that program.  

o This is only an informational field and has no effect on the user’s access of the WITS 

system.  
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Figure 120: Program Assignments 

+Add Facility Assignments opens the window below.  

• Available facilities will display in the left Facilities column.  

• When selected, the facility moves to the right column. 

• Effective Date – The first field identifies when the user’s access to the facility begins. The second 

field identifies when the user’s access to the facility ends.  

o Uncheck the box Has end date if the user always has access to the facility. 

 

Figure 121: Add Facility Assignment 

7.1.2.7. Professional Qualifications 

This section can be used to capture certifications, degrees, and licenses. This section does not display 

until Add Professional Qualifications is clicked from the Additional Items list to the right of the Staff 

Member Workspace. 
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Figure 122: Professional Qualifications 

Information on the different fields can be found in the table below. 

Table 19: Professional Qualifications 

Field Description 

Category The qualification type (certification, degree, license). 
Type Further defines the qualification (type of degree, 

certification, or license). 
Issuer Name The name of the organization that administered the 

qualification. 
Include in Display Name When checked, the qualification will display wherever 

the user’s name displays. 
Qualification Number If the qualification has an identifier code, enter it here.  

Effective Dates When the qualification was bestowed and when it 
expires (if at all). 

Has end date Uncheck if there is no expiration date for the 
qualification. 

Note Optional notes that can be added. 

 

7.1.2.8. Identifiers 

Various identifiers can be added a user’s accounts as needed. This section does not display until Add 

Identifiers is clicked from the Additional Items list to the right of the Staff Member Workspace. 
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Figure 123: Identifiers 

Information on the different fields is described in the table below. 

Table 20: Identifiers 

Field Description 

Type This is a dropdown of possible identifiers. 
Identifier The alpha numerical identification code for the 

selected identifier type. 
Effective Dates The active dates for the identifier. For example, a 

driver’s license would have an issue and expiration 
date. 

Has end date Uncheck if there is no expiration date for the identifier. 
Note Optional notes that can be added. 

 

7.1.2.9. Languages 

Language fluency can be captured here. This section does not display until Add Language is clicked from 

the Additional Items list to the right of the Staff Member Workspace. 

• Language – Choose the language from the dropdown. 

• Reading – Record the fluency from no proficiency to extremely proficient. 

• Speaking – Record the fluency from no proficiency to extremely proficient. 

• Writing – Record the fluency from no proficiency to extremely proficient. 

 

Figure 124: Languages 

7.1.2.10. Checklist Items 

Checklist Items are used to record tasks throughout a user’s career. Examples of data that can be 

recorded include on boarding, periodic, and separation. This section does not display until Add Checklist 

Item is clicked from the Additional Items list to the right of the Staff Member Workspace. 
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• Category – The type of checklist being captured (on boarding, periodic, separation, etc.). 

• Type – Different kinds of tasks that might be captured during that stage of employment. 

Examples include background checks, policy and procedure reviews, development plans, etc. 

 

Figure 125: Checklist Items 

Once a checklist item has been created, there are additional steps that may be required.  

• Noting whether the task was completed and when. 

• Deleting the task if it is no longer applicable. 

• Adding and answering follow-up questions. 

 

Figure 126: Checklist Follow-up 

7.1.2.11. Training 

This section is used to record training received by the user. This section does not display until Add 

Training is clicked from the Additional Items list to the right of the Staff Member Workspace. 

• Training Course – The name of the course taken. 

• Completed – The date the course was completed. 

 

Figure 127: Training 

7.1.2.12. Notes 

This section is used to capture any notes relevant to the user and/or their account. This section does not 

display until Add Notes is clicked from the Additional Items list to the right of the Staff Member 

Workspace. 
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• When selected, a blank text box displays for the admin to enter information. 

7.1.3. Staff Management Functions 

This section covers information on different functions an administrator might need to perform when 

managing staff accounts. Click on the vertical ellipsis to the right of the of the staff member’s name.  

• Lock Agency Access – Locks the user’s account. The admin will have to provide a reason for 

locking the account. This automatically happens if the user enters the wrong password three 

times. 

• Reset Credentials – Resets the user's login credentials. 

• View Profile – Select this to access the user account. 

 

Figure 128: User Account Actions 

• Release Agency Lock – This unlocks the user account. This is also selected when the user enters 

the wrong password three times.  

 

Figure 129: Release Agency Lock 

8. CLAIM ITEM SUBMISSION 

Providers using an Electronic Health Record (EHR) that is not WITS can be setup to upload their 837P 

claims into WITS. To use this feature, the contracting agency must establish the following for each 

provider:  

• An active contract using fee for service. See Contract Management – Fee for Service.  

o The Contracting Agency Contact Email field must be completed under the Contract 

Profile. 

▪ The contact(s) listed here will receive an email notification when the 999 and 

835 files are generated by WITS.  

• A billing file import contact must be added to the provider agency’s contact list. See Billing File 

Import Contacts.  

• A contract EDI profile must be created for the provider. See Contract EDI.  
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There are two ways to upload an 837P file. The first is through the H837 Management screen in WITS. 

The second is by using an SFTP site. The process for uploading an 837P using either method is covered 

under the Billing End User Guide under the Claim Item Submission section.  

After an 837P is uploaded and successfully processed: 

• An encounter is created under the client record indicated in the 837P file. The encounter will be 

in the released status.  

• A claim is created against the client’s encounter. The claim will be in the released status.  

• A 999 file is generated. A notification is emailed to the email address(es) listed on the 

Contracting Agency Contact Email field in the provider’s contract informing that a 999 was 

generated.  

8.1. SFTP Setup 

Before a provider can use the SFTP site to upload an 837P file, they must have an account created for 

the site and the requisite folders established. ADMH will need to contact the WITS Support team and 

request access for the provider.  

• Send an email to support@witsweb.org 

• In the email, include the name of the provider agency and the email address that will be linked 

to the SFTP account.  

9. MEDICAID CLAIM MANAGEMENT 

The billing process is briefly discussed in the Billing Workflows section. For detailed information on how 

the provider will process claims, see the WITS Billing End User Guide.  

The claim management process here is specific to how the contracting agency (ADMH) will process 

Medicaid and government contract claims.  

9.1. Clearing House 

Alabama is acting as the clearing house for all providers that will be submitting claims for Medicaid. 

Once WITS processes and batches a provider’s claims, the provider’s claim batch will display under the 

ADMH contracting agency on the Clearing House Item menu option.  

The provider batched claims will be in the Released status. From there, a processor will execute and any 

batched claims from providers in a Released status will be batched together in a clearing house batch. 

The clearing house batch will then be transmitted to Medicaid.  

mailto:support@witsweb.org


  
 

WITS Billing Administration User Guide Page 114 
Version 1.0  

 

Figure 130: Clearing House Batch Process 

9.1.1. Clearing House Item 

If needed, provider batches can be reviewed and manually batched by ADMH from the Clearing House 

Item menu option.  

To access these claim batches:  

1. From the left navigation menu, click Agency.  

2. In the submenu, click Billing to expand its options.  

3. Click Clearing House Item.  
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Figure 131: Access Clearing House Item 

4. The Provider Claim Batch Search screen will display. Use Search as needed to locate specific or all 

batched provider claims.  
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Figure 132: Provider Claim Batch Search Screen 

To batch all provider claims in the Released status, click Create CH Batches.  

To review or edit a batched provider claim: 

1. Click on the vertical ellipsis to the right of a batched claim and then click Profile.  

2. The Provider Claim Batch Profile screen will display. NOTE: Administrative actions at the bottom of 

the screen may show the following actions, but no actions need to be taken by the ADMH staff since 

this workflow is automated.  

a. Awaiting Review – Places the claim in a review status. 

b. Hold – Places the claim in a hold status.  

c. Rejected by Clearing House – Rejects the claim.  
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Figure 133: Provider Claim Batch Profile 

3. Click Save and Finish to finalize changes or click Cancel to return to the Provider Claim Batch Search 

screen without making changes to the batched claim.  

9.1.2. Clearing House Batch 

When the batch is created for the clearing house, the batch will be in the Released status.  

To review or make changes to the clearing house batch:  

1. From the left navigation menu, click Agency.  

2. In the submenu, click Billing to expand its options.  

3. Click Clearing House Batch.  
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Figure 134: Accessing Clearing House Batch 

4. The Clearing House Batch Search screen will display. Use Search to locate specific batches.  

5. Click on the vertical ellipsis to the right of the batch to display two options.  

a. Provider Batches – Click this option to display the provider claim batches included in the 

clearing house batch.  

b. Profile – This option displays the Clearing House Batch Profile screen.  
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Figure 135: Clearing House Batch Search Screen 

9.1.2.1. Provider Claim Batch List 

This section populates with the provider batches included in the clearing house batch when Provider 

Batches is clicked.  

If a provider batch needs to be removed, click the check box to the left of the batch, and then click 

Remove from Clearing House Batch.  
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Figure 136: Provider Claim Batch List 

9.1.2.2. Clearing House Batch Profile 

To the right of the batch click the vertical ellipsis and then click Profile. 
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Figure 137: Accessing Clearing House Batch Profile 

 The Clearing House Batch Profile screen will display. 
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Figure 138: Clearing House Batch Profile 

The following Administrative Actions are available.  

• Summary Report – This option provides a summary report of the provider claim batches 

included in the clearing house batch.  

• Awaiting Review – Places the batch in an awaiting review status.  

• Hold – Places the batch on hold.  

• Void – Voids the batch.  

• Bill It – This option changes the Status of the clearing house batch to Billed and H837 Status to 

Queued.  

• Reprocess Batch – This option only displays if the 837 fails to generate due to missing required 

elements.  

 

Figure 139: Clearing House Batch – Billed 

See Processing Medicaid Claims for next steps in this process.  

9.1.2.3. Clearing House Batch Summary Report 

When Summary Report is clicked under Administrative Actions, the Clearing House Summary Report 

screen will display. The report lists all provider claim batches that are included in the clearing house 

batch.  

If needed, the report can be exported by clicking Export. This will allow the user to save the report to 

their computer in an Excel format.  
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Figure 140: Clearing House Batch Summary Report 

9.2. Processing Medicaid Claims 

At set intervals, WITS will generate an 837P file for all clearing house claim batches with an H837 Status 

of Queued on the Clearing House Batch Profile. See Clearing House Batch Profile.  

Once the 837P file is created by WITS, the H837 Status will change to Generated. The file will then 

transmit to Medicaid.  

If the file fails to transmit to Medicaid, WITS will place the batch in one of the following statuses:  

• 837 Generation Errors – No Retry 

• 837 Generation Errors – Auto Retry 

• 837 Transmission Errors – No Retry 

• 837 Transmission Errors – Auto Retry 

The section Errors List will display any 837 Generation errors (for example missing tax DI, NPI, EDI 

contacts, etc.). NOTE: These sorts of errors are resolved during initial setup and testing.  

When any of the above errors occur, contact WITS Production Support for assistance.  

9.2.1. 999 File 

The 999 is an acknowledgement from the receiving entity that the 837P file was accepted. In this case, 

the 999 file will be generated by Medicaid and returned to ADMH with one of two responses.  

If the transmission was successful, and Medicaid accepted the 837P, the H837 Status field will update to 

Transmitted.  

After WITS receives and processes the 999, the Status will change to Accepted by Payor.  
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Figure 141: Clearing House Batch Accepted 

If the transmission was successful but Medicaid rejected the 837P, the Status field will state Rejected by 

Payor instead. NOTE: In these instances, contact WITS Production Support for assistance. 
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Figure 142: Clearing House Batch Rejected 

If needed, the 999 file can be downloaded.  

Note: Only users with the WITS Administrator role can access the 999 files from Medicaid. 

To download the 999 file from Medicaid:  

1. From the left navigation menu, click System Administration.  

2. In the submenu, click H999 Management to display the H999 Management screen.  
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Figure 143: Accessing System Administration - H999 Management 

3. Click on the vertical ellipsis to the right of the file and then click Download.  

 

Figure 144: Medicaid H999 Management 

4. Choose where to save the file and click Save.  
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Figure 145: Download Medicaid 999 

9.2.2. 835 File 

Once Medicaid processes the claim on their end, an 835 file will be generated and transmitted to ADMH. 

The 835 informs on the status of the processed claim: paid or denied.  

NOTE: The 835 from Medicaid can only be viewed by a user with the WITS Administrator role.  

To access and download the 835 from Medicaid:  

1. From the left navigation menu, click System Administration.  

2. In the submenu, click H835 Management.  
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Figure 146: Accessing System Administration - H835 Management 

3. The H835 Management screen will display. Click on the vertical ellipsis to the right of the file and 

then click Download.  
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Figure 147: Medicaid H835 Management 

4. Choose where to save the file and click Save.  

 

Figure 148: Downloading 835 

If needed, a user can manually upload an 835 file from Medicaid on this screen.  

At the bottom of the H835 Management screen, click Browse under the section Upload a New 835.  
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Figure 149: Upload a Medicaid 835 File 

Locate and click on the 835 file to be uploaded, and then click Open.  

 

Figure 150: Locate Medicaid 835 File for Upload 

The file name will display to the left of the Browse button. Click Upload to complete the process.  
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Figure 151: Upload Medicaid 835 File 

835 files received electronically or uploaded manually will be in the Queued status. At set intervals 

(determined by the state) WITS will process the 835 file. Once processed, the status of the file will be 

either:  

• Processed – The file was successfully processed by WITS and the claim remittances within the 

file applied to the client account(s). 

• Failed – The file failed processing in WITS. Contact WITS production support team for resolution.  

835 files successfully processed will have its claim remittances applied to the client account(s).  

NOTE: A claim remittance does not mean that the claim was paid. It means that Medicaid has provided a 

response to the claim.  

Providers can access the Payment List screen to review payments received from TPL, Medicaid, and 

government contracts. See the Billing End User Guide for more information.  

10. PAYOR ADJUDICATION 

The payor adjudication screens are used to manage government contract claims and invoiced claims 

submitted by the providers. The screens accessed under Payor Adjudication depends on type of claim 

being managed.  

10.1. Government Contract 

When claims are generated against a government contract, WITS will process the claims automatically 

using the following workflow.  
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• The claim is created in the Released status.  

• At set intervals, government contract claims for a provider are batched together and sent to the 

state (ADMH) contracting agency.  

• At set intervals, WITS will adjudicate the claims.  

• Payor adjudication occurs under the state (ADMH) contracting agency.  

• The adjudication rules are set to deny the claim.  

• If no rules are triggered during the adjudication process, the claim is approved.  

• An EOB/remittance is sent back to the provider and the claim is paid.  

 

Figure 152: Payor Adjudication Workflow 

Government contract claims that do not trigger an adjudication rule are paid under the highest priority 

tier with available funds. 

The entire process for adjudicating government contract claims is automated, and no action needs to be 

taken by the state billing team.  

10.1.1. Claim Submission 

Government contract claims that have been submitted to the state contracting agency can be accessed 

from the Provider Claim Submission screen. 

To view the government contract claims at the state contracting level:  

1. From the left navigation menu, click Agency.  

2. In the submenu, click Payor Adjudication.  
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Figure 153: Accessing Provider Claim Submission 

3. The Provider Claim Submission screen will display. Use Search to locate specific claims.  

4. Claims will display under the Provider Claim Submission List. Other actions can be taken by clicking 

on the vertical ellipsis to the right of the claim and then clicking Profile.  
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Figure 154: Provider Claim Submission Screen 

5. The Provider Claim Submission Profile screen will display. Under the Administrative Actions, users 

can perform the following functions:  

a. Adjudicate Contract – Used to manually adjudicate a claim.  

i. NOTE: The adjudication process is automatic, and this button does not need to be 

used. 

b. Export Service List – Allows the user to save an Excel file containing data on the services 

included in the claim.  
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Figure 155: Provider Claim Submission Profile 

10.1.2. Adjudication Batch List 

The Adjudication Batch List allows the user to access provider batches instead of individual claims.  

1. From the left navigation menu, click Agency.  

2. In the submenu, click Payor Adjudication to expand its options.  

3. Click Adjudication Batch List.  
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Figure 156: Accessing Adjudication Batch List 

4. The Payor Adjudication Batch screen will display. Use Search to locate specific batches.  

5. To the right of a batch, click the vertical ellipsis to display the following options:  

a. Profile – Accesses the Payor Adjudication Batch Profile screen. 

b. Detail – This option allows the user to download an Excel file containing information on the 

claims included in the batch.  
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Figure 157: Payor Adjudication Batch Screen 

The payor adjudication batch profile displays information on the status of the claims in the batch and 

which groups claims were charged against.  
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Figure 158: Payor Adjudication Batch Profile 

10.1.3. Payor Claim History 

Individual claim lines can be reviewed by using the Payor Claim History menu option.  

1. From the left navigation menu, click Agency.  

2. In the submenu, click Payor Adjudication to expand its options.  

3. Click Payor Claim History.  
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Figure 159: Accessing Payor Claim History 

4. The Claim Line History Search screen will display. Use Search to locate specific claim lines.  

5. The Adjudicated Claim Lines section lists the searched claim lines. To the right of the claim line, click 

the vertical ellipsis and then click Profile.  
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Figure 160: Claim Line History Search Screen 

6. The adjudication information on the claim line will be displayed. Click Finish to exit this screen.  
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Figure 161: Claim Line Adjudication Screen 

10.2. Invoice Management 

Invoices submitted by providers will need to be manually adjudicated.  

To access submitted invoices:  

1. From the left navigation menu, click Agency.  

2. In the submenu, click Payor Adjudication to expand its options.  

3. Click Invoice Submission.  
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Figure 162: Accessing Invoice Submission 

4. The Provider Invoice Submission screen will display. Use Search to display specific invoices.  

a. Processing Status – Awaiting Review will display the most recent invoice submissions that 

need to be adjudicated. 

5. To the right of the invoice, click the vertical ellipsis and then click Profile.  
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Figure 163: Provider Invoice Submission Screen 

6. The Provider Invoice Profile will display. Use the Administrative Actions to begin the adjudication 

process. 

a. Accept – The invoice is accepted, and the adjudication process starts.  

b. Reject – The invoice is rejected before adjudication begins.  

i. This option returns the invoice to the provider to allow for corrections and 

resubmission of the invoice.  

7. Click Accept to begin the adjudication process.  
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Figure 164: Provider Invoice Profile 

8. The Provider Invoice Submission Acceptance Confirmation screen displays. Click Accept.  

a. An email is sent to the provider’s contact email address listed in the provider’s contract 

informing that the reimbursement invoice submission was accepted.  

b. While the invoicing item has been accepted, adjudication has not yet been finalized. 
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Figure 165: Invoice Acceptance Confirmation 

9. Back on the Provider Invoice Profile, new options are available under the Administrative Actions.  

a. Request Information – This option is used if the state has questions or requires additional 

information to adjudicate the invoice.  

i. NOTE: The state will need to contact the provider for the needed information to 

complete adjudication. 

b. Finalize Adjudication – Pays the invoice. 

10. The default state of the invoiced items is Pay. To deny an invoice item, click on the vertical ellipsis to 

the right of the invoiced item and then click Deny.  

a. NOTE: Most invoices will have multiple line items. Deny must be chosen for each line being 

denied payment. 

11. Once adjudication is complete, click Finalize Adjudication.  
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Figure 166: Invoice Adjudication 

12. The profile will update the following fields:  

a. Adjudicated On – The date adjudication was completed for the invoice.  

b. Adjudicated By – Who adjudicated the invoice. 

13. There are two actions that can be taken under Administrative Actions:  

a. Print Invoice – Creates a PDF copy of the invoice that the user can print or save to their 

computer.  

b. Export – Allows the user to save the invoice to their computer as an Excel file.  

14. Click Save and Finish.  
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Figure 167: Adjudicated Invoice 

10.2.1. Paid Invoice History 

The state can review invoices that have been paid by accessing the Paid Invoice History.  

1. From the left navigation menu, click Agency.  

2. In the submenu, click Payor Adjudication to expand its options.  

3. Click Paid Invoice History. 
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Figure 168: Accessing Paid Invoice History 

4. The Invoice Search screen will display. Use Search to display specific invoices.  

5. Click on the vertical ellipsis to the right of an invoice for the following options:  

a. Profile – Accesses the profile for the invoice.  

b. Export – Allows the user to save the invoice to their computer as an Excel file. 

c. Print Invoice – Creates a PDF copy of the invoice that the user can save to their computer. 
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Figure 169: Invoice Search Screen 

11. PAYMENT VOUCHER 

This section covers the setup and functionality of the Payment Voucher feature.  

11.1. Payment Voucher Setup 

Before using payment voucher, each provider agency will need to have the following setups completed.  

11.1.1. Vendor Customer ID 

In the provider agency’s profile, the field Vendor Customer ID must be set. This is a required field when 

setting up an agency.  
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Figure 170: Vendor Customer ID 
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11.1.2. Agency EDI Address 

An electronic data interchange address needs to be created for all provider agencies. This is in addition 

to any other address types that need to be recorded for the agency. When adding the address to the 

agency record, the Address ID field is a required field and must be completed.  

NOTE: Verify the correct provider agency is set in the top left corner before adding the address. 

 

Figure 171: Agency EDI Address ID 

11.1.3. Agency Identifier 

For each provider with payment voucher functionality, an agency identifier must be created containing 

Medicaid contract information. This identifier must be entered for each Medicaid fiscal year. 

NOTE: Verify the correct provider agency is set in the top left corner before adding the agency identifier. 
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1. From the left navigation menu, click Agency. 

2. Under the Agency List submenu, click Agency Profile to expand its options, and then click 

Identifiers. 

 

Figure 172: Accessing Identifiers 

3. On the Identifiers screen, click +Add Identifier to display the Identifier Profile. 

4. Complete all required fields. 

a. Category – Medicaid Contract Number 

b. Type – Medicaid Contract Number 

c. Identifier Date – Medicaid contract number for the fiscal year 

d. Effective Date – Fiscal year start date 

e. Expiration Date – Fiscal year end date 

5. Click Save and Finish. 
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Figure 173: Identifier Profile 

11.1.4. Government Payor Groups 

For government contracts that are included in payment voucher functionality, the following fields must 

be completed for each group that is created for the payor plan. 

• Group # 

• Template ID 

• Program Code 

NOTE: This is done at the contractor (state) agency level.  
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Figure 174: Group #, Template ID, and Program Code 

11.1.5. Authorization Period Tiers 

Providers using fee for service must have the FS Contract ID field set for payment voucher functionality. 

NOTE: This is done at the contractor (state) agency level.  
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Figure 175: FS Contract ID 

11.1.6. Aid Type Code Table 

The Aid Type Code table collects Medicaid federal and state percentages for each fiscal year. When 

adding this information to the code table, the Template IDs and Template Lines must be added to the 

Aid Type code table.  
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Figure 176: Template IDs and Template Lines 

11.2. Payment Voucher Functionality 

At set intervals determined by the state, the payment voucher will be generated and transmitted to 

STAARS, which is responsible for paying for provider services rendered. 

To generate the payment voucher:  

1. Click System Administration from the left navigation menu.  

2. In the submenu, click Payment Voucher. 
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Figure 177: Accessing Payment Voucher 

3. Click +Add Payment Voucher.  
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Figure 178: Add Payment Voucher 

4. Complete all fields and click Save and Finish.  

 

Figure 179: Payment Voucher Profile 

5. The payment voucher is created in the Queued status.  

6. The system processes payment voucher requests on an hourly basis. Once processed, the status of 

the voucher will change to Generated.  

a. NOTE: If the voucher remains in the Queued status for more than an hour, data may be 

incorrect or missing. Contact WITS Production Support for assistance.  

7. The voucher should be downloaded and reviewed to ensure data is accurate.  

a. To view the file in an XML format, hover over the vertical ellipsis to the right of the voucher 

and click Download.  
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b. To view the file in an Excel format, hover over the vertical ellipsis and then click Export to 

Excel.  

c. If the file needs to be deleted, hover over the vertical ellipsis and then click Delete.  

 

Figure 180: Payment Voucher Generated 

8. Once the information in the file has been verified for accuracy, hover over the vertical ellipsis and 

click Finalize.  

Once the payment voucher has been finalized, it will transmit to STAARS SFTP site. This could take an 

hour for the transmission to process. Once complete, the status of the payment will change to 

Transmitted.  

The user should then log into the STAARS SFTP site and verify was accepted and processed in the 

STAARS system.  

12. SYSTEM ADMINISTRATION 

System Administration functions are managed by users with the WITS Administrator role assigned to 

their account. Changes to the screens covered in this section can have a serious impact on your 

instance’s functionality. 

12.1. System Accounts 

Changes to user accounts at a system level are only performed by WITS Administrators. Changes made 

here affect the user account access across the entire WITS instance.  

For example, giving a user access to a screen or module here grants that access across all agencies in the 

WITS instance.  
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1. From the left navigation menu, click System Administration.  

2. In the sub menu, click System Accounts.  

 

Figure 181: Accessing System Accounts 

3. The System Account Search screen will display.  

4. Search for the user record to be modified.  

5. To the right of user, click the vertical ellipsis and then click View Profile.  
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Figure 182: System Account Search Screen 

6. The System Account Workspace will display.  

 

Figure 183: System Account Workspace 

7. Click Edit.  

8. Under the System Account section, click +Manage Roles.  
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Figure 184: System Account - Manage Roles 

9. The Roles screen will display.  

10. Move the desired Available Roles to the Assigned Roles section.  

 

Figure 185: Roles 

11. Click I am done once all desired roles are set.  

12. Click Done Editing to lock the user’s account fields.  
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Figure 186: Done Editing 

12.2. Code Tables 

WITS makes use of code tables to create flexibility within each state’s implementation. There are over 

150 code tables within WITS that can be modified by the WITS Administrator.  

Once data has been added to the code table, the new value will be available to select within the 

associated field(s).  

NOTE: If values for fields on “Workspace” screens (staff profile, screeners, assessments, diagnosis, and 

treatment plan) need to be edited, the WITS Administrator will need to contact WITS Support team 

(support@witsweb.org). 

NOTE: Certain values have a negative ID number (e.g., -101). These are linked to business rules and 

cannot be edited by WITS Administrators. 

1. From the left Navigation Menu, click System Administration.  

2. In the sub-menu, click Code Tables. 
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Figure 187: Accessing Code Tables 

3. Choose the desired code table from the dropdown and then click Go. 

4. The code table for the selection will display.  

 

Figure 188: Code Table Screen 

There are some actions that can be taken here. 

1. Show Search – This action shows search options to identify a specific code within the table. 

2. +New – This option will allow a new code to be added to the table. 

3. Vertical Ellipsis – Clicking this allows the user to review (edit) or delete the code from the table. 

To add a code to a table:  
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1. Click +New.  

2. A section below the table becomes available. 

3. Complete the required and relevant fields.  

a. The fields that are available here vary depending on the table selected. 

4. Click Save.  

 

Figure 189: Example Code Addition 

Code tables that are managed for the billing module are defined in the table Billing Code Tables below. 
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Table 21: Code Tables 
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Code Table WITS Screen WITS Field Description 

Adjustment Reason EOB Transaction  Contains the Claim 
Adjustment Reason Codes 
(CARC) used on the 835. 

Agency Other Identifier 
Category 

Identifiers Category Identifies different 
categories for tracking 
agency identifiers such as 
Medicaid contract 
numbers, certifications, 
accreditations, etc 

Agency Other Identifier 
Type 

Identifiers Type Identifies different types 
for tracking agency 
identifiers such as 
Medicaid contract 
numbers, certifications, 
accreditations, etc. 
Identifier Types must 
refer to an Identifier 
Category. 

Aid Type Billing Transaction  Share – Denotes Federal 
or State. 
Percentage – Denotes 
percentage amount. 

Used to define the 
Federal/State 
percentages for Medicaid 
payments. 

Age Group Specific 
Treatment 

Payor Plan  Age Group Used define the age 
groups covered under 
government contracts. 

Bill Adjustment Reason Billing Transaction 
Adjustment 

Adjustment Reason Provides a list of reasons 
for making an adjustment 
to a client’s bill. 

Claim Item Reject Reason Claim Item List Rejection Reason List of possible reasons 
for rejecting a claim. 

Covered Populations Payor Plan Covered Population Used to define covered 
population groups under 
government contracts.  

Diagnosis Used for the inbound 
837P. Should be synced to 
vocabulary table used on 
the diagnosis screen. 
NOTE: WITS Production 
Support manages the 
vocabulary table.  

None Used to validate the 
diagnosis on inbound 
837P files.  

EOB Adjustment Reason EOB Transaction Adjustment Reason Contains the claim 
adjustment reason codes 
used on the 835.  

Funding Source Multiple Funding Source The source of funds a 
claim is billed against. 

Gender Specific 
Treatment 

Payor Plan Gender Specific Used to define genders 
covered under 
government contracts. 

Modality Approved 
Services 

Encounter Encounter Service This table is used to filter 
the encounter services 
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12.3. Adjudication Rules 

Adjudication rules are used by the ADMH Contractor Agency in the Payor Adjudication process to 

adjudicate claims. The rules determine when to pend or deny the claim. ADMH adjudication rules are set 

to deny since pending is not part of the ADMH workflow. Claims that do not trigger adjudication rules 

are paid. 

NOTE: Adjudication rules may be reviewed, but they should not be updated without confirming 

functionality with FEI.  

If a rule is updated to place a claim in a pending “pend” status, then any claims triggering the rule must 

be manually adjudicated by someone at the ADMH agency. 

To review the adjudication rules:  

1. From the left navigation menu, click System Administration.  

dropdown for the 
selected program 
enrollment.  

Note Type Encounter Note Type Allows a template for the 
selected note type to be 
available when the Add 
Note button is clicked on 
the Encounter’s second 
page. 

Payment Intent Payment Profile Intended For Allows the user to specify 
what a payment is 
intended for.  

Procedure Multiple Procedure Code A code used to identify 
the service performed for 
a client. 

Procedure Modifier Multiple Modifier 1/2/3/4 An identifier that provides 
additional information 
about the medical 
procedure or service 
provided to the client. 

Remittance Advice 
Remarks 

None None Contains the remittance 
advice reason codes used 
on the 835. 

Service Diagnosis 
Category 

System Administration – 
Service Profile 

Diagnosis Category Used to identify all the 
diagnosis that are linked 
to a service for billing 
purposes. 

Service Location Type Encounter Service Location A list of locations where 
client services can be 
performed.  

Service Note Type Encounter  Note Type Used to prepopulate 
encounter notes with a 
template. 
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2. In the submenu, click Adjudication Rule.  

 

Figure 190: Accessing Adjudication Rules 

3. The Adjudication Rule List screen will display.  

4. To review an adjudication rule, click the vertical ellipsis to the right of the rule, and then click 

Profile.  
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Figure 191: Accessing Adjudication Rule Profile 

5. Update fields as necessary. 

a. NOTE: The fields Adjustment Group, Adjustment Reason, and Remark Code are used on 

the outbound 835 and should not be updated without confirming with FEI (WITS 

Product Support).  

6. Click Save and Finish. If no changes were be made, click Cancel.  
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Figure 192: Adjudication Rule Profile 

12.4. Services 
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Services are created for each procedure/modifier combination. Services can also determine required 

fields when creating an encounter. Services are maintained by ADMH since they contain key data 

elements used for contract management, billing, payor adjudication, and reporting.  

The services screen contains the master list of services used across all providers.  

NOTE: Services are linked to procedure codes and modifiers. If a new procedure code needs to be added 

for the service, the code table Procedure must be updated, first. To add a new modifier to a service, the 

modifier must first be added to the Procedure Modifier code table. See Code Tables for information on 

completing this step.  

Once a service is created, it will need to be linked to a rate to be used for billing. For services that are 

not billable do not set a rate.  

To create a service:  

1. From the left navigation menu, click System Administration.  

2. In the submenu, click Services. 
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Figure 193: Accessing Services 

3. On the Service Search screen, click +Add New Service under the Service List section.  



  
 

WITS Billing Administration User Guide Page 174 
Version 1.0  

 

Figure 194: New Service Profile 

4. Use the table below to complete the required and relevant fields. 

Table 22: Service Profile 

Field  Description 

Description Provide a name for the service. 

Effective Date This denotes when the service will become available 
for client encounters.  

Expiration Date This is set if the service is only available for a set 
timeframe or to make the service no longer available 
on client encounters.  

Procedure Code A code used to identify the service performed for a 
client. 
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Modifier 1/2/3/4 An identifier that provides additional information 
about the medical procedure or service provided to the 
client. 

Measure Type Select “Duration” for services billed in time increments 
or “Unit” for services billed once per day (methadone, 
bed units, etc.).  

Rendering Provider Required Select “Yes” to require the rendering provider (staff 
member) on the encounter.  
NOTE: Even if set to “Yes” an encounter created from 
an uploaded 837P file will not populate the Rendering 
Provider field.  

Date Span Allowed Select “Yes” to allow date span on the Encounter (e.g., 
creating one encounter for 30 days of methadone 
treatment). 

Start/End Time Required Select “Yes” to require the start and end time to be 
added on the Encounter. 

Add-On Level Set to None. 

Maximum Billing Units Per Day The maximum billing units allowed for the service in a 
single day. 

GPRA Service If the service is linked to a GPRA service, identify that 
service from the dropdown list.  

Domains Identify which domains this service is available. 

1. Click Save and Finish.  

12.4.1. Updating a Service 

To update and existing service:  

1. From within the Service Search screen, use the search fields to locate a specific service or click 

Search to display all services.  

2. To the right of the service being updated, click the vertical ellipsis and then click Profile.  
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Figure 195: Accessing Service Profile 

3. The Service Profile screen will display. Review and/or make the necessary changes.  
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Figure 196: Updating Service Profile 

4. Click Save and Finish.  

12.5. Rates 

Rates are created for each service that is billable to Medicaid or Third-Party Liability (TPL).  

NOTE: Rates here are used to bill from WITS to external entities, such as Medicaid or a TPL. 

NOTE: When creating or editing a rate for Medicaid, always enter the rate amount Medicaid will pay. 

NOTE: For rates specific to government contract billing and payment, see Contract Service Rate.  

Rates are maintained by ADMH since they contain key data elements used for billing and reporting. 
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To create a service rate:  

1. From the left navigation menu, click System Administration.  

2. In the submenu, click Rates.  

 

Figure 197: Accessing Rates 

3. The Agency Rate Search screen will display.  

4. Under the Agency Rate List section, click +Add Rate.  
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Figure 198: Adding a Service Rate 

5. The Agency Rate Profile screen will display. Complete the required and relevant fields.  
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Figure 199: Agency Rate Profile 

6. Use the table below to complete the required and relevant fields.  

Table 23: Agency Rate Profile 

Field Description 

Rate Per Unit The rate for the service per each unit.  
Service Select the service from the dropdown list. Only services 

that have been created under System Administration – 
Services will display here.  

Description 1 unit = enter a description of what 1 unit means for 
this service rate.  

Effective Date This denotes when the rate will become available for 
the service.  

Expiration Date This is set if the rate is only available for a set time 
frame or to make the rate no longer available for the 
service.  

Duration This field is populated from the service and will 
become locked once a service is selected.  

Rate Type • Agency – Plan Specific is used for agencies 
that have their own rate for a plan’s service 
(Medicaid or TPL). 
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• Agency – Standard sets the rate of a service at 
the agency level regardless of the plan 
(Medicaid or TPL). 

• Plan – Specific applies the rate to all agencies 
under a specific plan (Medicaid or TPL).  

NOTE:  ADMH only used the option Plan – Specific.  
Plan Select the plan the rate applies to Medicaid or TPL. 

2. Click Save and Finish.  

NOTE: Only one service can be associated to a rate. If the same rate information will be used for a group 

of services, use the Clone action to duplicate the rate, and then modify the Service field for the new 

service.  

To clone a rate, click the vertical ellipsis to the right of the service, and then click Clone. 

A cloned rate will still need to be edited to link it to the appropriate service.  

12.5.1. Deprecate a Service Rate 

To make a service rate inactive, it will need to be deprecated. To deprecate an existing service rate:  

1. From within the Agency Rate Search screen, find the rate in question using the search fields and 

clicking Search.  

2. Click on the vertical ellipsis to the right of the rate be updated and then click Profile.  
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Figure 200: Updating a Rate 

3. Scroll to the bottom of the Agency Rate Profile screen and click Deprecate.  
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Figure 201: Agency Rate Profile 

4. A confirmation screen will display. Click Yes to deprecate the service.  
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Figure 202: Confirm Deprecate Rate 

5. Click Save and Finish.  
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Appendix A: Acronyms 

Table 24: Acronyms 

Acronym Literal Translation 

ACN Attachment Control Number 

ADMH Alabama Department of Mental Health 
ASAIS Alabama Substance Abuse Information System 

CGE Client Group Enrollment 

COB Coordination of Benefits 

EDI Electronic Data Interchange 

EHR Electronic Health Record 

EOB Explanation of Benefits (also known as remittance) 
FFS Fee For Service 

MMIS Medicaid Management Information System 

MRN Medical Record Number 

NPI National Provider Identifier 

PV Payment Voucher 
RTB Release (encounter) To Billing 

SAIS Substance Abuse Information System 

SFTP Secure File Transfer Protocol 

SFY State Fiscal Year 

STAARS State of Alabama Accounting and Resource System 

TPL Third Party Liability 
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Appendix B: Glossary 

Table 25: Glossary 

Term Definition 

270 This is an electronic file that is sent to Medicaid verifying a client’s 
Medicaid eligibility. 

271 This is an electronic file returned from Medicaid indicating a 
client’s Medicaid eligibility status. 

837 An electronic claim file.  

835 The electronic claim remittance. 

999 An electronic file acknowledging that a claim file (837) was 
received. 

Adjustment Claim Item WITS term for Replacement Claim Item 

BAP Claim Item Bill Another Payor Claim Item (used with TPL claims) 

Clearing House ADMH will be acting as an intermediary by submitting Medicaid 
claims to Medicaid on the provider’s behalf.  

Clearing House Item Clearing House Item, created in the clearing house agency 
(ADMH) when the provider submits a Medicaid Claim Batch. 

Clearing House Batch A batch of CH Items in the clearing house agency (ADMH). The CH 
batch generates the Medicaid 837P. 

Claim Batch A batch of claim items. 

Claim Item WITS term for the claim service line 

Claim Item Adjustment WITS term for Replacement Claim Item 
Claim Item Reversal WITS term for Void Claim Item 

Contracting Agency This is the state (ADMH).  

Provider Agency The agencies that work with the state to provide treatment 
and/or prevention services.  
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