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1. INTRODUCTION
1.1.Purpose

This documenprovides instructions on administrative functions regarding Tneatmentworkflow. For
AYTF2NNYI GAZ2Y 2 y-usérRrEatmeMBo@&ifolr SeIESTréayhBntUser Guide
1.2. Audience

The intended audience for thUser Guidés any state and provider administrator managing a provider
agency offeringreatment services

2. GETTING STARTED

2.1. System Requirements

WITS is a webased application that is accessible through the mostatdate versions of the following
web browsers

Google Chrome
Microsoft Edge
Apple Safari
Mozilla Firefox

2.2.PopUp Blocker

Certain features in WITS, such as Snapshot and Scheduler, will open in a separate browser window.
Ensurethe browser allows posups for the WITS application to avoid functionality issues.

=A =4 =4 4

For more information on how to disable the pop blocker foithe web browser, reference the smart
guideDisable PofJp Blocker

2.3.URL Links

2.3.1.Testing/Training Environment

NOTE:It is recommended thathe userbookmark the following links for quick access to the WITS
environments.

To accesthe testing/training environment, use the following link:
<Insert testing/trainingenvironmentlink>

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

1 Theuser account credentials will match thattbieir actual role unless otherwise specified.

1 Only fictitious data should be entered into the system. DO NOT use data from an actual client.
1 Keep all entered data professional.

9 If adding an email address to a fictitious account, the domain should be set to @test.com.

WITS Treatment Administration User Guide Pagel
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2.3.2.Production Environment

To access the production environment, use the following link:

https://al.witsweb.org/

3. TREATMENT WORKFLOW

When a client comes into a treatment facility and requests services, themmaltéle steps that must
be completed and data that must be captured. To help facilitate step completion and accurate data
collection,there is a workflowor navigating the WITS Treatment module.

Alabama-WITS Data Collection Workflow

Intake & Screening Admission Level of Care Changes Discharge

UMNCOPE/CRAFFT
Screener

Adult/Adolesce nt
Placeme nt
Assessment
(Collect State /TEDS/
ASAM Data and
Diagnosis)

Initial Outcome
Measure
[Collect/Prepopulate
TEDS Data)

Client Program
Enrollment

Adult/ Adolescent
Update Assessment
(Collect State/TEDS/

ASAM Data and
Diagnosis)

Update Outcome
Measure
[Collect/Prepopulate

Client Program
Dienrollment

Client Program
Enrollment

Update Outcome
Mea sure
[Collect/Prepopulate
TEDS Data)

Client Program
Disenrollment

A

Figurel: Treatment Workflow
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This document covers the functiopsocesseshat will need to be completed by the state and agency
administrators.

As the different screens are navigated in WITS, the user will have the opportunity to capture various
data. Some data fields are required and are indicated by the yellow or yellow striped bar on the left side
of the field. Fields without these bars are aptal to completing the form or workflow. However, it is
recommended that the user capture as much data as necessary for complete and accurate reporting.

First Name Middle Name
«—— Required Optional

Figure2: Required Field vs Optiokéld

4. STATE ADMINISTRATION

A state administrator will need to create the provider agency in WITS before a provider can begin
managing their agency and associated facilities.

4.1. Agency Management

An agency is the provider or contractor organization that will be providing services on behalf of the
state.

NOTEAII functions regarding provider management and task execution require an agency be created
for the provider.

4.1.1.Agency Creation

To create an agency:

1. From the left Navigation Menu, clidgency

.@ Agency

Home Page

+ Agency List

> Agency Profile

Aliases

[=]]
== Contacts
Group List

> Governance

S
Clinical > Relationships
Dashboard

Announcements
[Um}
Inpatient Unit > Referrals
Dashboard

Removed Consents
Iy

Inpatient Unit Deleted Clients
Magmt

Figure3: Agency

WITS Treatment Administration User Guide Page3
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2. The Agency Search screen will display.

a. The user can perform a search for agencies that belong to the selected Domain.
b. Agencies will display in the Agency List section.

Agency Search

Domain

-~

Agency List

-+ Add New Agency Record

Showing 1- 50 of 159

Name

k.

« ()2

Display Name

Showing 1- 50 of 159

Description

1@2

Figure4: Add Agency Record

3. To add a new agency, clitRkdd New Agency Record

WITS Treatment Administration User Guide
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Agency Profile

Agency Name

Display Name DBA
Agency Type Start Date
| Substance Use Treatment A d | =

Govt Organization
Qves Ono

Parent Agency

Agency Features

Funding

Reporting

Contract Management
Service Provider

Comments

National Provider ID

State Business ID

Senate Dist House Dist
-

County

Geo Code

Taxonemy Code

Domaing
Prevention

Next >

Consumer Rep Met

Qves Ono

URL

Selected Agency Features

(~1 ]

Caontract Role

| Provider

Federal Tax ID

Contractor/Locator

Cong Dist

- -

Selected Domaing

Treatment

o
o

E Save and Finish x Cancel

Figure5: Agency Profile

4. The required fields must be completed.

a. See tableAgencyProfileor more information on fields.
5. Other fields can be completed if the information is available.
LIN2E GARSNRD& FRYAYA&UGNF G2NJ

a. ¢KS
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Table2: Agency Profile

Field Description

Agency Name
Display Name

DBA

Agency Type

Start Date

Inactive Date

Govt Organization
Consumer Rep Met

Parent Agency

URL
Agency Feature§ Selected Agency Features

Comments
Contract Role
NationalProvider ID
Federal Tax ID

Vendor #
Contractor/Locator

Senate Dist/House Dist/Cong Dist

County

Geo Code
Taxonomy Code

DomainsA Selected Domains

The name of the Agency

This is the shortened name that will display in
dropdowns on other screens.

Doing Business AsThis field is populated if the agen|
is doing business under another name than the legg
agency name.

The type of service that agency will be performing. F
Treatment thiswill usually be set to Substance Use
Treatment

NOTEAlerts are linked to agency typ®o, if other
types are used, the alerts will need to be credtad
each type used.

When the agency organization was established.
This is set when the agency is no longer is operatiol
Denotes whether the agency is a government
organization or not.
CanbesetF G KS
the state agency

If the agency is a child of another agency, select the
parent agency.

If the agency has a URL, it can be listed here.

Any services offered by the agency can be selected
here.

Any text not included in other fields on this screen ¢
be recorded here.

This should always be set to Provider. Only state
agencies would be set to Contractor.

A 10digit identifier for healthcare providers that
should be provided by the provider.

Federal tax identification code assigned to an
organization.

The vendor number used for STAARS

An information only fieltb identifyany contracttype
ID.

The senate, house, and congressional districts whel
the agency is located. If the agency has multiple
locations, then select the county where the home
office resides.

The county where is agency is located. If the agenc)
has multiple locations, then select the county where
the home office resides.

Geographicallata linked tahe selected county.
¢KA& RSaAdylriSa Iy 2NHI
specialization.

Any service domains the provider offers should be
moved over to Selected Domains. Featment
agenciesJreatmentmust be moved over.

LINE @ fatRé&waRriet byl
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6. ClickNext

Addresses

~+ Add Address

Currently, there are no results to display for Addresses,

Figure6: AddAddress

< Back m save and Finish x Cancel Enable Search

7. On the Addresses screen, cliekdd Address
8. At minimum, complete the required fields.

Address Information

Address Type

Address Line 1

Address Line 2

County

City Gtate

Confidential

O ‘fes @ No

Zip

Phone Numbers

-+ Add Phone

Currently, there are no results to display for Phone Numbers

Save and Finish % Cancel

Figure7: Address Information

9. Under Phone Numbers section, cliekdd Phone

WITS Treatment Administration User Guide

Version 1.0

Pager



§\.F/FEI Systems

Address

Address Type Confidential
[ Oves @ o

Address Line 1

Address Line 2

City State Zip

Phone

Type Phone Ext.

-

Save and Finish x Cancel

Figure8: Phone Information

10. Enter the phone information and cliGave and Finish

11. The user is returned to the Address Information screen.
a. To edit a phone number, click tivertical ellipsisto the right of the phone number.
b. ClickReviewto make the phone fields editable.
c. ClickDeleteto remove the phone number.

Phone Numbers
-+ Add Phone

Type Number

work E
Review
Delete
‘Save and Finish x Cancel

Figure9: Edit Phone Number

12. If more than one phone number needs to be recorded, ctisBld Phoneand repeat steps until all
numbers are entered.

13. On the Address Information screen, clig&ve and Finish

14. The user is returned to the Addresses screen.

To edit an address, click tivertical ellipsisto the right of the address.

ClickReviewto return to the Address Information screen.

ClickDeleteto remove the Address.

Enable Search This function is not enabled for Alabama.

oo oW

WITS Treatment Administration User Guide Page8
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Addresses
+ Add Address

Address Type Address Phone Updated

FigurelO: Edit Addresses

15. If more than one address needs to be recorded, ctiBld Addressand repeat steps until all
addresses are entered.
a. Each address added will need to have at least one phone number.
16. Once all addresses and phone numbers have been enteredSelickand Finish

The user is returned to the Agency Search screen. However, there are some items to note.

f ' YRSNJ 0KS dzaSNRa yIYS Ay (GKS (2L NAIKG O2NYSNE
 Ifthe user clickégency Profile G KS F3SyOeQa LINRPFAES gAftt | dzi2Y!
to be selected from the Agency Search screen.

Scott Wilson

sw Baxter Foundation

@ Agency
Agency Profile
Home Page .
~ Agency List
Agency Name
~ Agency Profile
Baxter Foundation
Agency
Addresses.
Display Name DBA
00
== Allases Baxter Fdn
Group List
Contacts Agency Type Start Date Inactive Date
2
Clinical > Governance v o} ol
Dashboard
> Relationships Govt Organization Consumer Rep Met
E Ovws O Ovws Omwo

Announcemen...

Client List

Figurell: Set Agency
4.1.2.Agency Navigation
To make changes to an agency and its associated screens, the agency record must be active.

1. From the left Navigation Menu, clidgency
2. The Agency Search screen displays.
3. Locate the agency under Agency List.

WITS Treatment Administration User Guide Paged
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Agency Search

Domain

s N

Agency List

- Add New Agency Record

Showing 1- 50 of 159 L | E] 2 3 4 »

Name Display Name Description

= O

Showing 1-50 of 159 4 2 3 4 »

\. A

Figurel2: Accessing an Agency

4. To the right of the agency, click thertical ellipsisand then clickReview
5. The Agency Profile displays.
6. Other submenu items related to agency are now available.

@ Agency

Home Page _
v Agency List
~ Agency Profile
Agency
Addresses/Phone
00 )
== Aliases
Group List
Contacts
2
Clinical » Governance

Dashboard

» Relationships

E

. ) Announcements
Client List

Figurel3: Agency SuMenu Items
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4.1.3.Contacts

This process assumes the user had accessed the agency record. Follow the steps below to add a contact
to an agency record.

AnElectronic Data Interchang&D) contact will need to be added for thélabama Department of
Mental Health(ADMHagency.

For provider agencies, a contact will need todaeledfor eachof the following:

91 Providesthat upload client records to WITS.
91 Provides that upload337s toWITS.

NOTEA contact cannot be added until at least one staff member has been created for the agency and
facility.

1. Under Agency > Agency List, clRntacts

') Agency Contacts for Baxter Foundation

Home Page
~ Agency List

> Agency Profile

Agency Contact List

Aliases
00 Add Contact
-
Group List
> Governance Currently, there are no results to display for the Agency Contact List.
vl
=
Clinical > Relationships
Dashboard
Announcemen...
B Agency Contact Profile
. > Referrals
Client List
{g} Removed Con... Staff Contact Type
System Deleted Clients
Administration
Effective Date Status

Grant Manageme..

D

GPRA Discharge

E-| GPRA Follow-up ...
Lt

Support Ticket GPRA Follow-up ...

Figurel4: Contacts

2. The screen Contacts for <Agency Name> will display.
3. Click+Add Contact
4. Complete all required fields in the Agency Contact Profile.

WITS Treatment Administration User Guide Pagell
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Contacts for Baxter Foundation

4 ™

Agency Contact List

-+ Add Contact

Currently, there are no results to display for the Agency Contact List.

A vy
Agency Contact Profile

Staff Contact Type

Effective Date Status

12/13/2023 [5) -

m Save and Finish x Cancel

Figurel5: Add Contact

5. ClickSave and Finish

4.1.4. Announcements
Announcementscanbeset®A A LJX @ Ay (GKS ! yy2dyAanePHy ia aSOGA2Y

January

26 Hello, Scott

\

ra
Announcements

You have no announcements.

Alert List

Q, searchin Agency Q) Search Supervisee Alerts

Scheduler

Q_ search Calendar -} Edit/Add Schedule

Start Date Eno Date
1/26/2024 [ = C Refresh

You have no appointments.

Figurel6: Home Page
To create an announcement:

1. From the left Navigation Menu, clidgency
2. Inthe submenu, clickgency Lisand then clickAnnouncements

WITS Treatment Administration User Guide Pagel?2
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Agency

Home Page

~ Agency List

> Agency Profile

Aliases

Contacts

» Governance

00
_ > Relationships
Group List
- Announcements
1%
Clinical > Referrals

Dashboard
Remaoved Consents

Deleted Clients

Grant Management Dashboard

GPRA Discharge Due

Figurel7: Accessingnnouncements

3. The Announcement List screen will display.
a. Previously created Announcements will be listed

' N

Announcement List

-+ Add New Announcement

Currently, there are no results to display for the Announcement List.

L vy

Figurel8: Add Announcement

4. Click+Add New Announcement
5. Complete all required and relevant fields.
a. See tablébelow for field descriptions.

WITS Treatment Administration User Guide
Version 1.0
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Announcements
A Hide Context Information

Created By Created Date

Summary

Details

Priority
Agency

Administrative Agency
Agency Type

User Rale

Domains
Prevention
Treatment

Sort Order

m Save and Finish x Cancel

(A1)

Updated By Updated Date

Start Date End Date

Selected Domains

Figurel9: Announcements
6. ClickSave and Finish

Table3: Announcements

Field Description

Summary This is what displays on the Home Pagean be a
summary of the actuainnouncement recorded in the
Details field.

Details The detailed announcement message (This may no
needed if the summary is enough to convey the
message).

Priority This will identify the announcement as normal or hig
on the Home Page.

Start Date The first day the announcement will display.

End Date This is the last day the announcement digplay.

WITS Treatment Administration User Guide Pagel4
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Field Description

Agency
Agency Type
User Role
Domains

Sort Order

Set this if theannouncement only applies to a specifi
agency.

Set this if the announcement applies to a specific
agency type.

Set this if the announcement applies to a specific us
role.

Set this if the announcement applies tepgecific
domain (more than one domain can be selected).
Entering a number here will determittee order the
announcement display# this isleft blank, then the
announcement will displeat the top of the list).

7. The announcement will display on the Home Pdgeng the set date range for the specified users.

Announcements

1/26/2024 3:00 pm
Offices will be closed in observance of President's Day.

Start: 1/1/2024

~

HIGH PRIORITY >

Figure20: Home Page Announcements

8. To the right of the announcement is anrow. Clicking thisvill display tts | yy 2 dzy OSY Sy (i

[axtN
Q
QX

Announcements

Summary
Offices will be closed in observance of President's Day.

Details

Created By
Wilson, Scott

% Cancel

Start Date
1/1/2024

Figure21: Announcement Details

9. ClickCancelo return to the Home Page.

If needed, existingnnouncements can be managed from the Announcement List screen. To the right of

the announcement, click theertical e

llipsis

1 Editg This option allowshe user to modify an existing announcement.

WITS Treatment Administration User Guide
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9 Deleteg This option will delete the announcement.

e N
Announcement List

~+ Add New Announcement

Summary Sort Order Pricrity
Offices will be closed in observance of President's Day. 2 H D
Review
Offices will be closed in Observance of Memorial Day. 1 H
Delete
. -/

Figure22: Modify Announcements

4.1.5.GPRA Agency Screens

Managing thgGovernment Performareand Results AcGPRAberformance managemerdt the state
level can be accomplished using the following screens in WITS. To access the slickéggncyand
then click the desired screen.

@ Agency

Home Page

> Agency List

E:é Grant Management Dashboard

State Waitlist
GPRA Discharge Due

GPRA Follow-up Due Summary
Agency

GPRA Follow-up Due Detail

00
== Overdose Reversal Kits
Group List
- > Facility List
S
Clinical Staff Members

Das

E

Client List  [RSCLALLY

> Tx Team Groups

> Contract Management

Syctam

Administration Clinical File Management

Figure23: Accessing GPRA Management Screens

4.1.5.1.Grant Management Dashboard
TheGrant Management Dashboard displays various data regarding the GPRA.

WITS Treatment Administration User Guide Pagel6
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Grant Management Dashboard

GPRA By Gender Identity

O = Filter

@Female @Ml @MISSINGDATA @Refused

GPRA By Race

O = Filter

@asian

@Black of Afican Ame.

@Native Hawaiian

GPRA Follow-Up Compliance

GPRA Follow-Up Due

@ = Fiter FFilter
Complance Rate 0%
@Missed @ Non Compliant - B =
Unicue Clent Kumser Clint Name S Dus Date
M61926711769100 Missed 03/19/2019
M65905442649100 Missed 11/02/2028
M009040AB719111 Nen Gompliant 02/06/2020
F38083518427120 Missed 03/06/2020
. . »
Grant Episode Details «
=Filter
- = =
Ul e Fookytome v Golmenpeiog v ST
ME5905442649100 Asm"‘“"awe Production Administrative Unit  05/03/2023- Active U
0090404719111 ﬁ;g:‘iz;“m“"e Produetion Administrative Unit  08/06/2019- Closed
M009040AB719171  Adinistrative Production Administrative Unit  08/06/2019- Closed
MoOso40AB719TT]  Administiative Production Administrative Unit  08/06/2015- Closed
0273168VF753544 Administrative Production Administrative Unit 0002/ 2022 Active

Figure24: GPRA Management Dashboard

In the GPRA FolleWwp Due, clicking tharrow to the right of a client record will acceshe record.

4.1.5.2.GPRA Discharge Due

Thisoption will open the GPRA Discharge Due Search screen. The user must enter search criteria to

before clickingSearch

GPRA Discharge Due Search

Agency
ALL

First Name

Intake Interview date

m * clear

Grant

ISORHI

Last Name

Last Activity Date

GPRA Discharge Due List

/> Export
Client ID GlientName +/ Intake Interview Agency Imake Date \/ Intake Interview Date Last Activity Date Modality
747 24279, 24279 Administrative Production Agency 6/5/2015 5/4/2023

=Y

Figure25: GPRA Discharge Due
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To the right of aearch result, click theertical ellipsisand then click/iewto accesshe GPRA

Assessment screen.

4.1.5.3.GPRA-ollowup Due Summary

This screemprovides compliance information regarding the GR&lw-up interview.Searchcriteria

mustbe entered before results will display.

GPRA Follow-up Interview Due Summary Search

Agency Type Grant
Intake hd SORN hd
Agency Facility
ALL hd
Search % Clear

GPRA Follow-up Interview Due Summary List
/> Export

Status Distinct GPRA Count
Missed

Compliance Rate @

0%

[

Figure26: GPRA Follewp Due Summary

To the right of the status, the user can click thegtical ellipsisand then clickViewto access th&PRA

Followup DueDetail screen.

4.1.5.4.GPRA Followp Due Detail

This screen provides detailetientinformation regarding the GPRA follawp interview.Searchcriteria

must be entered before results will display.

GPRA Follow-up Interview Due Detail Search

Agency Type Gram
Intake - SOR Il -

Agency Faciity
ALL - -
First Name LastName

GPRA Intake Date Due Date

Stawus Unique Client Number

GPRA Follow-up Interview Due Detail List
/> Export

Unique Client Number client Name Agency Name Facility Name Staus GPRA Intake Date DueDate

M65905442649100 Missed 5/4/2023 1412023

Followup Open Date

10/4/2023

Follonup Close Date

I

Figure27: GPRA Follewp Due Detail
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To the right of the client, the user can click ¥ertical ellipsisand then click/iewto access the GPRA

Assessmenscreen.

4.1.6.0verdose Reversal Kits

Agencies can manage record datatheir overdose reversal kits. This screen allowsdaording the

administration, distribution, and purchase Niloxone.
To record one of these events:

1. From the left navigationclick Agency.
2. Inthe Agency submenu, cliCkverdose Reversal Kits.

.@ Agency

Home Fage

> Agency List
E‘; Grant Management Dashboard
State Waitlist
GPRA Discharge Due
GPRA Follow-up Due Summary

GPRA Follow-up Due Detail

00
Overdose Reversal Kits
Group List
o » Facility List
=
Clinical Staff Members

Dashboard

G

Client List  [Raell]

> Tx Team Groups

%\} » Contract Management

System

ST e Clinical File Management

|D Alerts Configuration

(&

Support Ticket

Figure28: Accessing Overdose Reversal Kits

3. The Overdose Reversal Kit EvBeairch screen will display.
a. Any previously created events will display here.

b. A search can be performead narrow the results displayed.

WITS Treatment Administration User Guide
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Overdose Reversal Kit Event Search ~+ Create New Overdose Reversal Kit Event

Search Advanced Search
e ™
Showing 1-10f 1 4 E] » Select Columns | Il + Selectview B | = /> Export
Event Type Date Number Of Kits Agency Name Facility Name

1D

\

Figure29: Create Overdose Reversal Kit Event

4. In the top right of the screen, cligkCreate New Overdose Reversal Kit Event
5. The Add Overdose Reversal Kit Event will open.

Add Overdose Reversal Kit X
Event

Agency
Titans Treatment x w

Facility

Titans Treatment x w

Event Type

Naloxone Administration x w

Date
1/29/2024 (8

E] Not Agency Staff

Administered By

Wilson, Scott x v

Figure30: Add Overdose Reversal Kit Event Window

6. Complete all fields anthen clickSave
7. The corresponding workspace will display.
a. The different sections of the workspace are listed on the left.
b. The workspace will display different fieldspending on the event chosen.

WITS Treatment Administration User Guide Page20
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v Event
Kits Detail
Address

About the person who
overdosed

< Administration Event Workspace

w Event
Agency
Titans Treatment

Facility
Titans Treatment

Event Type
Naloxone Administration

Date
01/29/2024

Administered By
Wilson, Scott

Funding Source
Sector

Location

Zip Code of Use
Location Setting
Outcome

Comments

Created By
Wilson, Scott

Created Date
01/29/2024

~ Kits Detail
Total # of Kits Administered

No Items

-+ Add Kits Detail

v Address

Street 1
Street 2
City
State

Postal Code

~ About the person who overdosed

Gender
Race

Age

o] 5 ® 8 ©

Figure31: Overdose Reversal Kit Workspace

8. Hover over each section to display the pencil (gditn. Click on theencil iconto edit the fields.
a. These sections wilhow required fields.
b. Completerequired and relevant fields.
c. ClickSave

WITS Treatment Administration User Guide
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Facility
Titans Treatment

Event Type
Naloxone Administration

Date

1/29/2024 ()

D Not Agency Staff

Administered By

Wilson, Scott

Funding Source
Sector

Coalitions
Criminal Justice
Family Member
Fire Fighters

Law Enforcemen t

Military
Ftnar

Location
Zip Code of Use

Location Setting

At private residence

Outcome

Overdose reversal

Comments

Created By
Wilson, Scott

Created Date
1/29/2024 (5

E < Cancel

I

Emergency Medical Staff

Figure32: Workspace Section

9. Completeeachsection,as necessary
10. ClickDone Editingonce finished.

4.2. Facility Management

Be aware of the following regarding facilities and their management

1 The agency must be created before any facility management can be performed.
1 Facilities are the physical location for the agency.
1 There may be more than one facility assigned to an agency.

4.2.1.Facility Creation

CKS F2ft2pAy3

To create a facility:

1. Access the agency profile.
I 3 S-piéd@, Clidkradilitizdist

2. CNE2Y

aiasLa

3. The Facility List screen displays.
a. Any existing facilities will display here.

Y dza

0S O02YLJX SGSR T2NJ SII OK 27

WITS Treatment Administration User Guide

Version 1.0

Page??2



1

SF FEI Systems

@ Agency - ~

Home Page X ys .
> Agency List Facility List
Grant Manageme.. -+ Add New Facility Record
Agency
GPRA Discharge ..

e Currently, there are no results to display for the Facility List.

[==] GPRA Follow-up ...
Group List . S

GPRA Follow-up ...

2
Clinical Overdose Revers...
Dashboard

> Health Informatio...

&

Client List |  Facility List

{g} » Facility Profile

System Contacts
Administration

Figure33: Facility List

4. Click+Add New Facility Record

WITS Treatment Administration User Guide Page23
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Facility Profile
# Hide Context Information

Agency Name Federal Tax ID State Business ID Contractor/Locator
Watchtower

Facility Name Display Mame
SA-BHS # Agency's Primary Site
Service Location

Operations Start Date End Date Reports Start Date End Date
12/15/2023 () o] ] ]

Contact Alternate Contact

Facility ID Senate Dist House Dist Cong Dist

v - A4

URL

Facility Description

County

Geo Code

Approaches Selected Approaches

12-step
Cognitive/Behavioral
Family

Humanistic/Existential

Medication

ALV

Languages Selected Languages
American Sign Language O
Arabic 0
Chinese

English o

French and French Creole (Including Cajun)

Next » m Save and Finish » Cancel

Figure34: Facility Profile

5. At the very least, the required fields must be completed.
a. Ifinformation is known, the appropriate fields should be completed as well.
b. See table~acility Profildor information on fields not covered undé&gency Profile

WITS Treatment Administration User Guide Page24
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Table4: Facility Profile

Field Description

SAIBHS # Substance abuse inventory of behavioral health

services number

' 3SyoeQa tNARYFNEB {AGS This is used if the agenisya child of another agency.
Service Location The location type where theervices are administered

hLJISNI GA2yQa {GF NI 51 &S  The start and end dates of the facility.

Reports Start Date / Reports End Date This can be set to track when TEDS or other

federal/state reporting startetbr the facility.

Contact / Alternate Contact Points of contact for the facility. These must first be

under Agency > Contacts

Facility ID

Facility Description
Approache#y Selected Approaches

Languages, Selected Languages

This is a generic field that the state can use to ident
facilities.

Comment box to allow the provider to enter a
description for the facility.

The behavioral health approaches offered by the
facility.

The languages supported at the facility.

6. ClickSaveand then clickNext.

~
Addresses

-+ Add Address

Currently, there are no results to display for Addresses.

< Back m Save and Finish x Cancel

Figure35: Facility Address

7. The Addresses screen will display. Cliskdd Address
8. At minimum, complete the required fields.

WITS Treatment Administration User Guide
Version 1.0
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Address Information

Address Type Confidential

v o Yes @ No
Address Line 1
Address Line 2

County

City State Zip

p
Phone Numbers

-+ Add Phone

Currently, there are no results to display for Phone Numbers.

(.

Save and Finish x Cancel

Figure36: Facility Address Information

9. Under Phone Numbers section, cliekdd Phone

Address

Address Type Confidential

Qves @ no

Address Line 1
Address Line 2

City State Zip

Phone

Type Prone Ext.

Save and Finish x Cancel

Figure37: Facility Phone Information

WITS Treatment Administration User Guide
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10. Enter the phone information and cli@d&ave and Finish

11. The user is returned to the Address Information screen.
a. To edit a phone number, click thertical ellipsisto the right of the phone number.
b. ClickReviewto make the phone fields editable.
c. ClickDeleteto remove the phone number.

Ve

Phone Numbers
-|-Add Phone

Type Number

WOrK m
Review

Delete

A

Save and Finish x Cancel

Figure38: Edit Facility Phone Number

12. If more than one phone number needs to be recorded, ctisBdld Phoneand repeat steps until all
numbers are entered.
13. On the Address Information screen, cli8kve and Finish
14. The user is returned to the Addresses screen.
a. To edit an address, click tiertical ellipsisto the right of the address.
b. ClickReviewto return to the Address Information screen.
c. ClickDeleteto remove the Address.

-

Addresses
—+ Add Address

Phone Updated

work m
Review

Delete

Address Type Address

< Back E Save and Finish x Cancel Enable Search

Figure39: Edit Facility Addresses

15. If more than one address needs to be recorded, cliskld Addressand repeat steps until all

addresses are entered.
a. Each address added will need to have at least one phone number.

16. Once all addresses and phone numbers have been enteredSelickand Finish
The user is returned to the Facility List screen. However, there are some items to note.

f ' YRSNJ 0KS dzaSNRa yIYS Ay (GKS (2L NAIKG O2NYSNE
the facility just created.
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1 If the user click&acilityProfilex
to be selected from thé&acility List screen.

T RBLISIG GKS adSLii

F2NJ CIFOAf AL

GKS FLOAtAGRQA

w

e

LINEFAES At | dzi:

I NBF A2y TFT2NJ St OF

sw Scott Wilson -
| Baxter Foundation, Baxter Foundation |

Facility Profile

@. Agency
Home Page
» Agency List

A Hide Context Information

Grant Manageme.
Agency
GPRA Discharge Agency Name Federal Tax ID
Baxter Foundation
00
== GPRA Follow-up
Group List
GPRA Follow-up
© Faciity Name
=
Clinical Overdose Revers... Baxter Foundation
Dashboard
> Health Informatio... SA -BHS #
T ~ Facility List
+ Facility Profile Service Location
& -
yste Addresses
Administration
contact Operations StartDate  End Date
ontacts
1] 12/13/2023 () 2
Special Servic.. Contact
£ Programs v
Support Ticket Addiction Serv... Fagility ID

Operating Hou,

State Business ID Contractor/Locator

Display Name

Baxter Fdn

Agency's Primary Site

Reports Start Date End Date
o} o]

Altemate Contact

National Provider ID

Figure40: Set Facility

4.2.2.Facility Navigation

NOTEBefore a facility record can be accessed, the user must access the parent agency record. See
Agency Navigatiofor instructions on accessing an agency record.

To make changes to a facility and its associated screens, the facility record has to be active.

1. From the left Navigation Menu, clidgency

2. The Agency Search screen displays.
3. Locate the agency under Agency List.

WITS Treatment Administration User Guide
Version 1.0
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Agency Search

Domain

) Clear

s N

Agency List

-+ Add New Agency Record

Showing 1- 50 of 159 4 E] 2 3 4 »

Name Display Name Description

=] B

Showing 1- 50 of 159 4 2 3 4 »

p S

Figure4l: Facility Navigation

4. To the right of the agency, click tiertical ellipsisand then clickReview
5. The Agency Profile displays.
6. CNRY | 3 Syiede, clisk FacitinpList.

Facility List
+ Add New Facility Record

Facility Name

Baxter Foundation B
Profile
o

Figure42: Facility Menu Options

7. To the right of the facility, click theertical ellipsisand then click the desired option.
8. Once any of the options are selected, the subnu options for facility will be available.

WITS Treatment Administration User Guide Page29
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@ Agency

Home Page

> Agency List

Grant Management Dashboard
Agency
GPRA Discharge Due

00
[==] GPRA Follow-up Due Summary

Group List
GPRA Follow-up Due Detail
=4
Clinical Overdose Reversal Kits
Dashboard

&

Client List

> Health Information Mgmt

 Facility List

@ ~ Facility Profile

System Addresses
Administration

]

Contacts
Special Services

E-| Programs

e

Support Ticket Addiction Services
Operating Hours
Primary Staff Set Up
Inpatient Unit

Regional Team

Figure43: Facility SutdMenu

4.2.3.Programs

Programgepresent thedifferent levelk of careprovided in the facilityProgramsmay beeither
Treatment Episode Data S@EDPreportable or not. FEI recommend®MH maintaingorograms since
the programscontain key data elements used for contract management and reporting

If a new program needs to be added to a facility, complete the following process.

1. Navigate to the facility profile (seeacility Navigation

WITS Treatment Administration User Guide Page30
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@ Agency

Home Page
Sl gency List
E‘; Grant Management Dashboard

State Waitlist
GPRA Discharge Due

GPRA Follow-up Due Summary
Agency
GPRA Follow-up Due Detail

00
== Overdose Reversal Kits

~ Facility List

Group List

18
Clinical » Facility Profile
Dashboard

Contacts

&

Client List

{g} | Programs

Systemn
Administration

Special Services

Addiction Services

|_D Operating Hours

Reports Primary Staff Set Up

Figure44: Programs

2. From the submenu, clickPrograms
3. The Program List screen displays.

Program List

| - Add New Program Record

Program Mame Modality #5lots Current Enrolled Residence Gender Specific Term

Prevention Prevention 0 0 12/18/2023 -

Figure45: Add Program Record

4. Click+Add New Program Record
5. Complete all required and relevant fields on the Program Setup screen.
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Program Setup
A Hide Context Information
Agency Name Facility Name Current Enrolled Program Type
Baxter Foundation Baxter Foundation
Program Name Display Mame
Domain Program Start Date End Date
Substance Use - ] ]
Method of Treatment (Modality)
Treatment Specifier (Modality)
Level of care
Grant Residence
Report 1o State Report 1o TEDS
@ ves (Omo O ves (O o
Available Reporting Guidelines Selected Reporting Guidelines
Example Reporting Guideline #1
©
<)
Age Group Gender Specific
Waitlist Availability Type
Available Evidence-Based Practices Selected Evidence-Based Practices
None
Motivational Interviewing o
Relapse Prevention
Other o
Capacity List
Currently, there are no results to display for the Capacity List.
Figure46:. Program Setup
6. ClickSave
7. If capacity needs to be set, clithddNew Capacityunder the Capacity List section.
a. Each program must have at leasteocapacity record.
8. Complete all required and relevant fields.
WITS Treatment Administration User Guide Page32
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Program Capacity Details

Capacity Type
Daily Capacity
Start Date

End Date

m Save and Finish X Cancel

Figure47:. Program Capacity Details

9. ClickSave and Finisto be returned to the Program Setup screen.
10. ClickSave and Finisto complete setup.

If changes ever need to be made to the programeludingavailable capacity, click on thertical
ellipsisto the right of the program and then cliékeview

Program List

-} Add New Program Record

Program Mame Madality #Slots Current Enrolled Residence Gender Specific Term

Prevention Prevention 1] 0 12/18/2023 - D

Figure48: Edit Program
4.3. Staff Management
Once the agency has been created, staff can be assigned.

NOTESince staff will likely need to be assigned to a facility, it is recommended that a staff account is
not created until afterll facilities have been created.

4.3.1.Staff Creation

Before creating a staff member, the admifll accesshe agency the staff member will be assigned.

1. From the left Navigation Menu, clidgency
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Agency

» Agency List

Grant Manageme...

GPRA Discharge ..
00
(== GPRA Follow-up ...
Group List
GPRA Follow-up ...
v
X
Clinical Overdose Revers...
Dashboard
> Health Informatio...
ClerfLlst > Facility List
@ DIRECT Setup
System staff Members

Administration

D

Document Storag...

e

Billing

Figure49: Staff Member Navigation

2. In the submenu, clickStaff 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.

Staff Member Search + Create New Staff Member
Search Advanced Search
Showing 1-0 of 0 4 E] » Select Columns | Il ~ Select view| B | = /> Export
First Name Last Name Agency Status Email Identifier Start Date Termination Date
<O

Figure50: Create Staff Member

4. In the upper right corner of the screen, clie€reate New Staff Member
5. The Add Staff Member window appears.
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Prefix

First

Preferred

Middle

Last

Suffix

Gender

x Cancel

Add Staff Member

Figure51: Add Staff Member

6. Ata minimum, complete the required fields and clgkve
7. The screen willefresh,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.
The main workspace and its secti@rs used to define a staff member and their

role.

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

iv. On the right, are two parts.
1. Completion RequirementsDisplays the minimum tasks that must be
O2YLX SGSR F2NJ GKS adl¥¥ YSYyoSNna 002d
2. Additional Iltems; Navigation actions that can be selected to quickly access
RATFSNBY(O LI NGA 2F GKS adlFF YSYOoSNDa
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< Staff Member Workspace ©

M v Profile

| /‘;:‘

~ Employment Profile

Employment Profile

E-Prescribing Setup

User Account GORDON, Barbara

Domains Female

Date of Birth

Job Title: Staff Member Type

Full Time Equivalent

Relationships

No Items

=+ Add Relationships

v User Account

+ Add Account

~ Domains

Treatment Domain Model
Prevention

+ Add Domains

+ E-Prescribing Setup

User Type
Role Type

Description

Employment Type

el ~ Done Editing =) =] @

Completion Requirements v

Ada Employment Start Date

Add Staff Member Type

Additional ltems

Define Employment Profile

Employment Date Range

Tazonomy Specialization

Figure52: 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. See3able
i. Add Employment Start Date

i. Add Staff Member Type
iii. Add Email Address

iv. Add Social Security Number

Table5: Required Fields

Requirement Workspace Location  Description
Employment Start Date | Employment Profile 1 This is the Employment Date Range.

9 The first box is the start date.

T ¢KS aSO2yR A& (KS dza
instances of temporary hires)his can be left
blank for permanent employees.

1 Hasend datecan be unchecked for permanent
employees.

Staff Member Type Employment Profile ¢KS dzaSNRa NeBfS i GKS |

Email Address Contact Information ¢KS dza SNR& LINAYI NE SYI A
email address.

Social Security Number = Identifiers ¢KS dzaSNna {{bo
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9. Complete other sections of the workspace as needed.
a. SeeStaff Member Workspacfer information on the different sections.

v User Account

ser ID:

x Cancel

Figure53: User Account

10. Under workspace section User Account, chékdd Account

a. NOTEThis only needs to be done for users that will need to access WITS.

b. Enter User ID and cli¢kreate Account

c. Two emails are generated as discusseWiiS Overview and Basic Navigation

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

< Staff Member Workspace <

~ Done Editing (S B0

Agency Roles

Figure54: Manage Roles

12. Click+Manage Roles the User Account section.
13.1 aaA3dy NRfSa G2 (GKS dzaSNna O
a. Search for the role(s) to be assigned.

O

2 dzy @

Ia YSSRSR®
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r
Agency Roles
& GORDON, Barbara
Available Roles [ ide Inherited Roles Show description Assigned Roles Show description
Search.. | Search.
‘Agency Administrator Task Group o
View included roles
Agency Billing Task Group o
Full access 1o the Agency Billing screens, other than Encounter, under Agency/Billing View included roles
Agency H835 Management Task Group o
Allows access 1o the Agency H835 Man reen. View included roles
Agency H999 Management Task Group o
Allows access to the Agency H999 Management screen View included roles
Agency Invoicing (Full Access) Task Group o
Full access to the Invoicing screens used for Cost Reimbursement and located under Agency Billing View included roles
Agency Invoicing (Read-Only) Task Group o
Read-Only access to the Invoicing screens used for Cost Reimbursement and located under Agency  View included roles
Billing
Task Group o —_—
ide reports under the Reports. This role also gives access to the Unfinished  View included roles
ist by Program report.
ASAM Delete Task Group o
This role will provide the user the ability to delete ASAM records from the Summary List View included roles
ASAM List Access Task Group o
Grants access to the ASAM List screen. View included roles
ASAM Profile (Full Access) Task Group o
Grants full access to the ASAM Profile screen. View included roles
Assessments (Full Access) Task Group o
Full access to all options under Client List/Activity List/Assessments View included roles
Assessments (Read-Only) Task Group o
Read-Only access to all options under Client List/Activity List/Assessments. View included roles
Assessments Delete Task Group o
Ability to delete certain assessments (DENS and ADAD) under Client List/Acitivity list/Assessments. View included roles
Audit Report Task Group n
L

Figure55: Assigning Roles

14. Click thet 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.

Table6: Agency Roles

Role Name Description |
Agency Reporting Allows the user to run agency wide reports.

Assessments (Full Access) = This roleallowsthe userto access andreateassessments.

Assessments (Read Only) = This role allows the user tgew assessments for a client.

ClientDiagnosis (Full Access Grants access to diagnosis feetth all screens with these fields.

Client Diagnosis (Read Only ¢ KA & NRtS ff2¢a GKS dzZaASNI (G2 2yfe |
Client Profile (Full Access) @ The user can access, create, amadify client records.

Client Profile (Read Only) | The user can only view client profiles.

Clinical (Full Access) Grants access to all clinical options under Client and Activity.

Clinical (Read Only) The user can access but not modiipical screens/fields under Client and Activi

Clinical Dashboard Oversigl Allows the user to query all staff on the Clinical Dashbaaddallows to user to
see all client cases associated with a staff member.

Clinical Supervisor This role allows the user to managleaspects of client consein and out of the
agency. The user can akign off on TX reviews on behalf of other TX review te
members.

Consent (Delete) The user cadelete unsigned client consents.

Consent (Full Access) This role allows the user to create consents for a client.

Consent (Read Only) This role allows the user to only view consents generated for a client.

Create Scheduler Encountel The user can view and create encounters for scheduled appointments from th
Appointment Search screen.
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Role Name Description |
CrossAgency Waitlist This role allows the user t@ew, create, and edit waitlisecords.
ManagementFull Access)

CrossAgency Witlist The user can only view waitlist records.

Management (Read Only)

Discharge (Full Access) Grants the user the ability to accedboptions under the Discharge screen.
Drug TesResult{Full The user caaccess all options under the Drug Test Results screen.

Access)

Drug Test Results (Read Or The user can only view drug test results on the Drug Test Results screen.
Group Notes (FullAccess) 9yl 6f Sa (KS onlthe Broup Nid sizien. f A v |

Intake (Full Access) Grants the user access to all options under Intake.

Intake (Read Only) The user can view only intake records.

Link Consents This role allows the user to link clients on trked Consents screen.

Manage Treatment Team | This role gives the user access to the TX @aup menu item under Agency. It

Groups allows the user to create treatment team groups and add staff members to th¢

NonTreatment Team Acces: Grants the user accescasesvithouto SAy3 | YSYOSNJ 27F
team.

Notes (Full Access) Grants the user access to all options under the Notes screen.

Notes (Read Only) The user can only viemotes on the Notes screen.

Outcomes (Full Access) Grants the user access to all options undatcomes Measures.

Outcomes (Read Only) The user can only viemformation records under Outcome Measures.

Referrals (Full Access) Grant the user access to all options under the Referrals screen.

Referrals (Read Only) Grants theuser view only access to the Refersaigeen.

Reports Access Grants the user access to the Reports module in WITS.

Screening (Full Access) Grants the user access to all options under Screening menu.

Screening (Read Only) This role allows the user to vieareenings recorded for a client.

Sign Off and Finalize Only users with this role can finalize and siffion a treatment plan.

Treatment Plan

Sign Off Treatment Plan Allows the user to sign off on a treatment plan.

Tx Encounter (Full Access) Grants the user access to all options under Client, Activity, and Encounter.
Tx EncountefRead Only) Grants the user read only access to Client, Activity, and Encounter.

Tx Medications (Full Access Grants the user accessall options under the Medication screen.

Tx Medications (Read Only) Grants the user read only access to the Medications screen.

View Consented Clients This role allows the user to view consartsorded for a client.

View Treatment Plan CtKAa NRtS lfft2ga (GKS dzaSNJ 2 @OASs |
Vital Signs (Full Access) Grants the user access to all options urtierVital Signs screen.

Vital Signs (Read Only) This role allows the user to only view recorded vitals for a client.

15. Clickl am donein the top right corner of the window when finished.
16. From Additional Items on the right, cligldd Facility Assignment

a. If the user will haveccess 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. ClickDone Editingn the top right corner of the Staff Member Workspace to lock fields.
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taff Member Workspace © + Done Editing | G =N6)

Figure56: 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.

4.3.2.Staff Member Workspace

Eachsection ofthe Staff Member Workspads explained here to assist admins in completing user
setups.

4.3.2.1.Profile
¢ KS dzd SN &, ayid dxt&Sd birth SisplRperdfthose fields are set.

v Profile

GORDON, Barbara

Female

Date of Birth

Figure57: Staff Member Profile

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

Select an image from your computer

Choose File fNo file chosen

Figure58: Profile Image Upload

The admin will be prompted tohoose the image file.
T ¢KS FTAES Ydzald 0SS | O00SaaArofsS FTNRY GKS dzasSNna Oz
o0 Exists on local drives.
o Exists on accessible server drives.

4.3.2.2.Employment Profile
CKSNB INB G2 LIIFOSa Ay (KA& aSOliemploymentNdthél y I A Y 3
agency.
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v Employment Profile
Job Title Staff Member Type
Full Time Eguivalent Taxonomy Type

Relationships

No ltems

=+ Add Relationships

Employment Type Employment Date Range

Taxonomy Classification Taxcnomy Specialization

Figure59: Employment Profile

ThePencilicon allows the following information to be edited.

Job Title

D Include Job Title in Display Name

Staff Member Type
Employment Type
Employment Date Range

M- [ Has end date
Full Time Equivalent
Taxonomy Type

Taxenomy Classification

Taxonomy Specialization

E  Cancel

Figure60: Employment Profile Edit
The fields are described below.

Table7: Employment Profile

Field Description

Job Title
Include Job Title in Display Name

Staff Member Type

¢KS dzaSNRa 220 0GAGES
Checking this box will show their title anywhere thei
name displays.

¢KS dzaSNagenti® f S i GKS

Employment Type

Employment Date Range

LRSYGAFASa (GKS dzaSNDna S
contractors, volunteers, permanergtc.)

1 This is the Employment Date Range.

1 The first box is the start date.

1 ¢KS aSO2yR Aa (GKS dz
instances of temporary hires)his can be left
blank for permanent employees.

Hasend datefield can be unchecked for permanent
employees.
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Field Description

Full Time Equivalent Denotes whether the employee is full or part time.

Taxonomy Type 1 Related to healthcare practitioners and
identifies their healthcare field.

1 If this field is set, then Taxonomy Classifical
becomes a required field.

1 Taxonomy Type must be set first.

1 The taxonomy codeelated to their

healthcare profession.

Taxonomy Classification must be set first.

Specialization code related to the selected

classification.

Taxonomy Classification

Taxonomy Specialization i
1

Click+Add Relationshipg the Employment Profile section to identify users that are related in some
capacity.

Relationship to this Staff Member

Related Staff Member

Save x Cancel

Figure6l: Add Relationships
There are two fields that will need to be entered.

1 Relationship to this Staff MemberThe relationship betweestaff members (wife, husband,
sister, brother, etg.
1 Related Staff Membeg Identifies the related staff member.
0 Therelatedstaff membemust havea user account in WITS at the same agency.

4.3.2.3.User Account
tKAa Aada oKSNB | dzaSNRa | 002dzyi Aa ONBIFGSR G2 Fif2
additional fields and options become available.
1 Reset Credentials Selecting this option will send an email to the user prompting them to reset
the login credentials.
f Lock AgencyAccess KA & o0f201a (GKS dzaSNna | 00Saa G2 GKS
0 When selected, the admin will be prompted to enter a Lock Reason.
1 System Roles Assigned system specific roles display here.
0 These roles can only be assigned by WITS administrators.

1 Agency Roles Assigned agency specific roles display here.
o0 +Manage Roles This is selected to add agency specific roles to the user.

WITS Treatment Administration User Guide Page4?2
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~ User Account

UseriD:  bgordon1
Reset Credentials
AL-WITS QA
Lock Agency Access

System Roles

+ Manage Roles

Agency Roles

Figure62: User Account Options

4.3.2.4.Contact Information

Information related to contacting the user is captured here. This section does not displadahtil
Email Add Phone Numberor Add Addresss clicked from the Additional Items list to the right of the
Staff Member Workspace.

+ Contact Information
Preferred Method Of Contact

(] No ltems

<+ Add Email Addresses

A No ltems

+ Add Phone Numbers

@ No ltems

+ Add Physical Addresses

Figure63: 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

1 Allows email addresses to be added to the user account.
1 Multiple emailaddresses can be added.
1 Primary box identifies that email address as the primary account. This is where system emails

will be sent.
mail Address
Save X Cancel

Figure64: Email Address
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+Add Phone Numbers

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

Multiple numbers can be added.

Typeg Denotes the type of number (home, mobile, emergency,)etc
Primary box identifies that phone number as the primary number.

| ]

=A =4 =4

Save x Cancel

Figure65: Phone Number

+Add Physical Addresses

T 1fft26a dzaSNRa LKeEaAOlIf FRRNBaa G2 oS FRRSR (2
Multiple addresses can be added.

Typecg Denotes the type of address (home, work, current,)etc

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

Validate Addresg When selected, the address is checked through usps.com for validity.

= =4 =4 4

I vI |E] -Conﬂdewtiall

City State Postal Code

Validate Address

County

Save x Cancel

http:/ www.usps.com/

Figure66: Physical Address

4.3.2.5.Domains

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

WITS Treatment Administration User Guide Paged4
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1 Pencil icorg Allows editing of the assigned domain.
 TrashcanicoawSY2 @#Sa (GKS FdaA3dySR R2YIFIAY FTNRY (KS dzi!
T +Add Domairg Selected to add additional domains to a user's account.

o Only domainsssigned to the agency can be added.

v Domains

Treatment Domain Model Va m
Prevention

Figure67. Domains

4.3.2.6.Facility Assignments

This must be set for agency users before they are able to access specific agency locations. This section
does not display untihdd Facility Assignmenis clicked from the Additional Items list to the right of the
Staff Member Workspace.

1 Assigned facilities can be edited or deleted by selecting the pencil or trashcan icon, respectively.
1 An assigned facility can then have program assignments added by cliéiddgProgram

Assignment
9 Additional facilities can be assigned to a user by clickixdd Facility Assignments

v Facility Assignments

Watchtower

12/18/2023 -

Program Assignments

No ltems

-+ Add Program Assignments

+ Add Facility Assignments

Figure68: Facility Assignments
Program Assignments identifies what programs are assigned to the user at the selected facility.
NOTESetting this is optional.

1 Programg Only programs available for the facility will show in this dropdown.
1 Effective Dateg If effective dates are sethe user will only have program accesishin the set
dates.
f Hasenddatg! yOKSO|1 GKAa&a AT GKSNB Aad y2 SYR RIFIGS F2N
1 Hours/Weekg The number of hours per week the user works within that program.
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m- [} Hasenddate

X Cancel

Figure69: Program Assignments
+Add Facility Assignmentspens the window below.

1 Available facilities will display in the first Facilities column.
1 When selected, the facility moves to the second column.
9 Effective Date; Denotes when the user gains and loses access to the facility.
0 Has end date can be unchecked if the ussould always have access to the facility.

Effective
A |- ) Has end date

X Cancel

Figure70: Add Facility Assignment

4.3.2.7.Professional Qualifications

This section can be used to capture certifications, degrees, and licenses. This section does not display
until Add Professional Qualificationis clicked from the Additional Items list to the right of the Staff
Member Workspace.

[ include in Display Name

Qualification Number

Effective

B - 3] Has end date

X Cancel

Figure71: Professional Qualifications
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Information on the different fields can be found in the table below.

Table8: Professional Qualifications

Field Description

Category
Type

Issuer Name
Include in Display Name

Quialification Number
Effective Dates

Has end date

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

The name of therganization that administered the
qualification.

When checked, the qualification will display whereve
0KS dzaSNDa yFryYS RAALX @
If the qualification has an identifier code, enter it her
When the qualification was bestowed and when it
expires (if at all).

Uncheck if there is no expiration date for the
qualification.

Note

Optional notes that can be added.

4.3.2.8.l1dentifiers
+ | NA 2 dza

ARSYGATASNE OFy 0S8 FRRSR I

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

A - B EHasenddate

Save * Cancel

Figure72: Identifiers

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

Table9: Identifiers

Field Description

Type
Identifier

Effective Dates

Has end date

This is a dropdown of possible identifiers

The alpha numerical identification code for the
selected identifier type.

The active datesfatr KS A RSY GA FA SNJ
would have an issue and expiration date).

Uncheck if there is no expiration date for the identifi(

Note

Optional notes that can be added.

WITS Treatment Administration User Guide
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4.3.2.9.Languages

Language fluency can be captured here. This section does not displafdditianguages clicked from
the Additional Items list to the right of the Staff Member Workspace.

1 Language; Choose the language from the dropdown.

1 Reading; Record the fluency from no proficiency to extremely proficient.
1 Speaking; Record the fluency from no proficiency to extremely proficient.
1 Writing ¢ Record the fluency from no proficiency to extremely proficient.

Lenguage

Spanish and Spanish Creole x v

Reading Speaking Writing
d Not at all Proficient d Moderately Proficient d Extremely Proficient

E  Cancel

Figure73: Languages

4.3.2.10.Checklist Items

/| KSOlfAad LGSYAa IINB dzaSR (2 NBO2NR (lFalia OGKNRdIZAK2
recorded include on boarding, periodic, and separation. This section does not displaddar@ihecklist

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

9 Category The type of checklist being captured (on boarding, periodic, separatios, etc
1 Typeg Different kinds of tasks that might be captured during that stage of employment.
Examples include background checks, policy and procedure redleweppment plans, etc.

% Cancel

Figure74: Checklist Items
Once a checklist item has been created, there are additional shegppsnay be required.

1 Noting whether the task was completed and when.
1 Deleting the task if it is no longer applicable.
1 Adding and answering followp questions.
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w Check List ltems

0On Boarding

Background Check ] i

+ Add Check List Item

Figure75: Checklist Followp

4.3.2.11.Training

This section is used to record training received by the user. This section does not displagdintil
Trainingis clicked from the Additional Items list to the right of the Staff Member Workspace.

9 Training Course The name of the course taken.
1 Completed; The date the course was completed.

% Cancel

Figure76: Training

4.3.2.12.Notes

This section is used to capture any notes relevant to the user and/or their account. This section does not
display untilAdd Notesis clicked from the Additional Items list to the right of the Staff Member
Workspace.

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

4.3.3.Staff Management Functions

This section covers information on different functions an administrator might need to perform when
managing staff accounts. Click on tretical ellipsisi 2 G KS NAIKG 2F (GKS 2F GKS 3

 Lock AgencyAcces§ 201 a GKS dzaSNRa | 002dzyi® ¢KS FFRYAY &
locking the account.

1 Reset Credentials Resets the user's login credentials.

1 View Profilec Select this to access the user account.
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Barbara Gordon Watchtower Active scott.wilson@feisystems.com bgordon1
e Lock Agency Access

Reset Credentials

4 D ] View Profile

Figure77: User Account Actions

1 Release Agency LogK his unlocks the user account. This is also selected when the user enters
the wrong password three times.

Figure78. Release Agency Lock

4.4.Billing Management

For contracts to be fully established fotraatmentagency, there is a setup in billing administration that
must be completed first. Chances are that the proceeding steps will have already been performed.
However, they are provided in the event a new payor plan needs to be added.

4.4.1.Payor Plan
The state will need to create payor planshe ADMH agendipr the following:

1 Medicaid
9 Third Party Liability
 Government Contracts

To create a payor plan:

1. From the left navigation menu, cliddgency
2. In the submenu, clicBilling.
3. Under Billing, clickRayorPlanList
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Agency
» Agency List
Grant Management Dashboard

GPRA Discharge Due

GPRA Follow-up Due Summary

GPRA Follow-up Due Detail

Overdose Reversal Kits

Group List
> Facility List
v
=
Clinical Staff Members
Dashboard
» Tx Team Groups
Client List ~ Billing
{g} Invoicing

System

Administration Claim tem List

I_D Claim Batch List
Encounter List

EOB Transaction List
(&

Support Ticket

-

Payment List

Billing Transaction List
Client Balance
Clearing House ltem

Clearing House Batch

Cost Center

~ Payor Plan List

Payor Plan Profile

Group List

Figure79: Accessing Payor Plan List

4. The Payor Plan Search screen will display.
a. Any existing payor plans will be listed under the Payor Plan List section.
b. If needed, a search can be performed to narrow the results.

5. Click+Add New Payor Plan
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Payor Plan Search

Flan Name Payar Company
Plan Type CH Agency
- -
Billing Form Plan Status
v (®) acive () mactive
x Cancel m X Clear
Payor Plan List
-+ Add New Payor Plan
Company Plan Name CH Agency Plan Type HIPAA Payor ID Billing Form Status
ADMH SOR I Government Contract WITS Batch Active
ADMH Block Grant Government Contract WITS Batch Active
Alabama Medicaid Alabama Medicaid Alabama Department of Mental Health Medicaid 12233 837 Active

Figure80: Add Payor Plan

6. The Payor Plan Profile screen will display.

a. The fields are readnly until a Plan Type is selected from the dropdown.

Payor Plan Profile

Plan Type

Billing Form

Agency

Claim Filing Type

Release To Billing Enabled

@ Yes O No

Expiration Date

al

Plan Name

Company Name

Clearing House Agency

Client Confidential

Effective Date
1/23/2024 [5)

Reactivated Date

HIPAA EDI Information

Payor Name

Receiver Name

Application Receiver 2

HIPAA Processing Set

Elemern Delimiter

Payor D2

Receiver ETIN

Interchange Receiver #

Segment Delimiter

Composite Delimiter

Next > m Save and Finish x Cancel

Figure81: Payor Plan Profile
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7. Set thePlan Typeo make the fields on the screen editable.

8. Complete all required and relevant fields.

Flan Type
Other

Billing Form
Invoice

Agency

Claim Filing Type

Release To Billing Enabled

@ Yes O No

Effective Date
1/23/2024 [0

Reactivated Date

Payor Plan Profile

Plan Name

Prevention Payor

Company Name

Baxter

Clearing House Agency

Client Confidentia

@ Yes O No

|s Authorization Required?

o Yes @ No

Expiration Date

o

Payor Name

Receiver Name

HIPAA EDI Information

Application Receiver #

HIPAA Processing Set

Element Delimiter

Payor ID#

Receiver ETIN

Interchange Receiver #

Segment Delimiter

Composite Delimiter

Next >

m Save and Finish x Cancel

Figure82: Payor Plan ProfiePlan Type Set

9. ClickSaveand thenNext
10. The Group List for <Plan Name> will display.
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Group List for Prevention Payor

Flan Type
Other

Available Groups Associated Groups

©
(<]

Manage Groups

< Back Next > m Save and Finish x Cancel

Figure83: Group List

11. ClickManage Groupgo create groups to associate with the payor plan.
12. The Group List for <Plan Name> will display.

R
Group List for Prevention Payor
Currently, there are no results to display for the Group List for Prevention Payor.
J

Group Name Agency

Group # Intervention Type
Last Updated Last Updated By
Plan Type Covered Population
Age Group Gender Specific

Figure84: Group List for Plan

13. Click+Add Group
14. Some of the reagnly fields will become active based on the Plan Type.
15. Complete the required and relevant fields.
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Group List for Prevention Payor

-+ Add Group

Currently, there are no results to display for the Group List for Prevention Payor

Group Name
Group #
Last Updated
Plan Type

Other

Age Group

m Save and Finish x Cancel

Agency

Intervention Type

Last Updated By

Covered Population

Gender Specific

Figure85: Group List Editable

16. ClickSave

17. Repeat steps if another group needs to be created. Otherwise,Filegh

18. Back on the Group List for <Plan Name> screen, rAgadable Groupgo Associated Groups

Plan Type
Other

Available Groups
Group 1

Group List for Prevention Payor

Associated Groups

Manage Groups

A (V]

< Back Next » m Save and Finish x Cancel

Figure86: Associating Groups

19. ClickSaveand then clickNext.

20. The Agency Profile for <Plan Name> screen will display.
21. Complete the required and relevant fields.
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Agency Profile for Prevention Payor

Billing Form
Invoice
Agency Primary Provider # Primary Provider # Type
w
Agency Secondary Provider # Secondary Provider # Type

HIPAA EDI Information

Submitter ETIN Application Sender # Interchange Sender #

< Back E Save and Finish » Cancel

Figure87:Agency Profile for Plan

22. ClickSaveand then clickNext.
23. The Facility Profile for <Plan Name> screen will display.
24. Complete all fields.

Facility Profile for Prevention Payor

Billing Form
Invoice
Facility Primary Provider # Primary Frovider # Type
v
Facility Secondary Provider # Secondary Provider # Type

< Back m Save and Finish » Cancel

Figure88: Facility Profile for Plan

25. ClickSave and Finish

4.5. 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.

The following workflow applies tiveatment agencies. Fgoreventionadministration seaVITS
PreventionAdministration
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4.5.1.Authorization Period

Before contracts can be created for any agency, the state will need to create an authorization period.
To create an authorization period:

1. From the left Navigation Menu, clidgency

@ Agency

Home Page

> Agency List

F::é Grant Management Dashboard
State Waitlist
GPRA Discharge Due

GPRA Follow-up Due Summary
Agency

GPRA Follow-up Due Detail

00
== Overdose Reversal Kits
Group List
> Facility List
(v ]
X
Clinical Staff Members
Dashboard
> Billing

B

NTIaal | - Contract Management

@ Contract List

System

Administration Contract Service Rate

|_D Cost Reimbursement Category

Cost Reimbursement Line Item

Authorization Period
= W

Support Ticket Fund Transfer History

Cross Contract List
Authorization List
Contract EDI

Prevention Plans

Figure89: Accessing Authorization Period

2. In the submenu, clickContract Managemenand then clickAuthorization Period
3. The Authorization Period List displays.
a. Existing periods will be listed here.
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4 A
Authorization Period List
—+ Add New Period
Period # MName Effective Date Termination Date
3 FY 2020 10/1/2019 9/30/2020 }
4 FY 2021 10/1/2020 9/30/2021 }
3 FY 2022 10/1/2021 9/30/2022 }
9 FY 2023 10/1/2022 9/30/2023 }
10 FY 2024 10/1/2023 9/30/2024 }
13 Anusha Test 8/18/2023 8/31/2023 }
15 test auth period 9/1/2023 12/31/2023 }
b J

Figure90: Authorization Period

4. Click+Add New Period

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

Authorization Period Profile

# Hide Context Information

Name

E Save and Finish x Cancel

Created By Created Date

Updated By

Effective Date

o

Termination Date

Updated Date

o

Figure91: Authorization Period Profile

6. ClickSave and Finish

4.5.2.Contract Creation

Contrad creation is essentiallhe state will need to complete the following stepihin the state

(contractor) agency for each provider offering services to clients.

NOTEBefore creating a contract, the state administrator must be accessing the state (contractor)

agency.
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To add a contract to the state agency:

1. ClickAgencyfrom the left Navigation Menu.

.@ Agency

Home Page

> Agency List

E‘; Grant Management Dashboard
State Waitlist
GPRA Discharge Due

GPRA Follow-up Due Summary
Agency

GPRA Follow-up Due Detail

o))

(== Overdose Reversal Kits
Group List

© » Facility List
X
Clinical Staff Members
Dashboard
> Billing

B

AR |- Contract Management

{g} Contract List

System

Administration Contract Service Rate

|_D Cost Reimbursement Category

Cost Reimbursement Line Item
E‘é} Authorization Period

ST NE Fund Transfer Histary

Cross Contract List

Authorization List

Contract EDI

Prevention Plans

Figure92: Contract Management

2. In the submenu, clickContract Management
3. The Contract Search screen displays.
a. The user can search for existing contracts that will display in the Contract List.
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Contract Search

Contract #

Provider Agency

Contract Name

Administering Agency

Contracting Agency

ADMH

Status

v Active -
Effective Date Termination Date
m x Clear
<
Contract List
-+ Add Contract | > Export
Currently, there are no results to display for the Contract List
S
Figure93: Add Contract
4. Under the Contract List section, cliekdd Contract
5. Complete the required fields and any other relevant fields.
a. Domains should includ&reatment
b. / 2y GNI OGAy3 1 3SyOe gAftf RAALX & GKS adrdasSaa
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Contract Profile

A Hide Context Information

Contract ID Contract Type Administering Agency
Government Contract
Created By Created Date Updated By Updated Date
Contract # Contract Name Effective Date Termination Date
ol o]
Status
-
Contracting Agency Contracting Agency Contact Contracting Agency Contact Email
Provider Agency Remit Payment Te Provider Agency Contact
b

Provider Agency Contact Email

Monthly Cap Email to Contractor on Provider Submit

Qo @ or
Domains Selected Domains
Prevention

Treatment 0
(<

m Save and Finish x Cancel

Administrative Actions

Associated Plans Contracted Facilities Authorization Period Menthly Cap

Figure94: Contract Profile

6. ClickSave

4.5.3.Contract Management

NOTEThis section needs to be complettat all treatment providers

Once the contract has been created, therext steps need to be completed before a provider will be
able to submitclaimsfor reimbursement.

1. wSGdzNy (G2 GKS LINPGJARSNRA O2y (NI Ol o
a. Agency>Contract Management
b. Search for the contract.
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Contract Search

Contract # Contract Name Contracting Agency
ADMH
Provider Agency Administering Agency Status
Watchtower - - Active -
Effective Date Termination Date
m X Clear
| Profile |
s N
Contract List Summary
=+ Add Contract /> Export Clone
Contract ID Contract # Contract Name Contractor Provider Administrator Effective Date AdJUdicate
36 97529741 Watchtower Prevention ADMH Watchtower ADMH 12/1/2023 B
\ v,
Figure9d5: Contract Search
2. To the right of the contract, click theertical ellipsisand then clickProfile.
3. The first action that needs to be taken is associating a payor plan to the contract.
Administrative Actions
Associated Plans Contracted Facilities Authorization Period Monthly Cap
Figure96: Associated Plans
4. Under Administrative Actions at the bottom of the Contract Profile, diskociated Plans
5. The ContracPlan List screen displays.
Contract-Plan List for Contract # 97529741
A Hide Context Information
Contract Contract Type
Watchtower Prevention Government Contract
-
Contract-Plan List
o
Plan Groups Created by Created On
Figure97. ContractPlan List
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Version 1.0



\ﬂ.}’/FEI Systems

6. Click+Add Plan

7. The Plan dropdown displays. Select Gevernment Contragblan to be associated with the
contract.

a. The plans availabli@ dropdownare setup undePayor Plan
b. More than one plan can be added to a contract.

Contract-Plan List for Contract # 1968514

A Hide Context Information

Contract Contract Type
Baxter FDN Contract Government Contract

p
Contract-Plan List

< AddPlan /> Export

Block Grant ./

Prevention
SOR
State Funds

Block Grant -

E Save and Finish X Cancel

Figure98: ContractPlan List

8. ClickSave

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

10. Each plan then needs tmavegroup(s)assigned
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Contract-Plan List for Contract # 1968514
v Hide Context Information
Contract Contract Type
Baxter FDN Contract Government Contract
~ A
Contract-Plan List
-+ AddPlan /> Export
Plan Groups Created by Created On
Block Grant Wilson, Scott 12/18/2023 B
. -/
Figure99: Adding Groups
11. To the right of the plan, click theertical ellipsis and then cliciGroups
12. The ContracPlanGroup List screen displays.
Contract-Plan-Group List for Contract # 16584731
v Show Context Information
Available Groups Associated Groups
Adult
Children First
Drug Court >
General
Prevention
Special Womens
©
o
Figurel0Q ContractPlanGroup List
13. Move groups from the Available Groups to Associated Groups.
a. More than one group can be added to the selected plan.
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14. ClickSave and Finish
15. ClickFinishto be returned to the Contract Profile.
16. Under Administrative Actions, cli€ontracted Facilities

Administrative Actions

Associated Plans Contracted Facilities Authorization Period Maonthly Cap

FigurelOL Contracted Facilities

17. The ContracfacilityList screen will display for the current Contract #.
18. Move facilities associated with the contract to tRacilities Covered under Contraséction.

Contract-Facility List for Contract # 16584731

A Hide Context Information

Contract Contract Type

Titan's Treatment Government Contract

Created By Created Date Updated By Updated Date
Available Facilities Facilities Covered Under Contract

Titan Treatment

m Save and Finish x Cancel

Figurel02 Contract Facility

19. ClickSave and Finish
20. Under Administrative Actions at the bottom of the Contract Profile, digthorization Period

Administrative Actions

Associated Plans Contracted Facilities Authorization Period Monthly Cap

Figurel03 Authorization Period
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21. The Contract Authorization Period screen displays.
a. Any existing periods will display under Authorization Period List.

Contract Authorization Period for Contract # 97529741
A Hide Context Information

Effective Date
12/1/2023

Provider Termination Date

Watchtower

Contract
Watchtower Prevention

Authorization Period List for Watchtower Prevention

+ Add New Period| /> Export

Period # Fiscal Year Contract ID Period Name Effective Date Termination Date Claim Filing Cutoff Date

31 9887 FY 2024 12/1/2023 9/30/2024 10/31/2024

Figurel04 Authorization Period List

22. Under Authorization Period List, clitlAdd New Period

23. Below the Authorization Period List, Contract Authorization Period Preililelisplay

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

a. Authorization Period; Any periods that have been created underthorization Perioawill

display here.

b. Effective Date; ThismustY I 4§ OK G KS O2y (iN) OG Qa

A N v oA A o~

o

Termination Dateg ¢ K A &

REGS OFyy2i

SEOSSR

N

aul
GdKS

NI RIFIGSo
l dz K2 NA T

d. Claim Filing Cutoff DateThis is the last day thalaimscan be submitted for
reimbursement.
e. Fiscal Year Contract {Pr'he state created ID for the provider for the fiscal year.
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Contract Authorization Period for Contract # 1068410

4 Hide Context Information

Thans Treatment Titans Tromnt

Contract Provider Effective Date Termination Date
1/1/2024

Authorization Period List for Titans Treatment
-+ Add New Period  A> Export
Period 3 Fiscal Year Contract ID Period Name

33 13544 FY 2024

Effective Date

1/1/2024

Termination Date Claim Filing Cutoff Date

9/30/2024 10/30/2024

Contract Authorization Period Profile

Authorization Period Effective Date Termination Date
- o] ]
Claim Filing Cutoff Date  Fiscal Year Contract ID Authorization #
o]
Created By Crezted Date
Updated By Updated Date

Figurel05 Contract Authorization Period Profile

25. ClickSave

Contract Authorization Period for Contract # 97529741

A Hide Context Information

Contract Provider Effective Date
Watchtower Prevention Watchtower 12/1/2023

Termination Date

e N
Authorization Period List for Watchtower Prevention
+ Add New Period /> Export
Period # Fiscal Year Contract ID Period Name Effective Date Termination Date Claim Filing Cutoff Date
31 9887 FY 2024 12/1/2023 9/30/2024 10/31/2024 H
Profile
~ —/

| Tiers |

Figurel06:. Authorization Period Tiers

26. To the right of the new period, click thwertical ellipsis and then clickiers
27. The Contract Tier Management screen displays.
a. Existing tiers display in the Tire for Authorization Period section.

WITS Treatment Administration User Guide
Version 1.0

Page67



\ﬁ.F/FEI Systems

Contract Tier Management for Contract # 97529741

A Hide Context Information

Contract Provider Total Authorized Effective Date
Watchtower Prevention Watchtower $25,000.00 12/01/2023
End Date Claim Filing Cutoff
09/30/2024 10/31/2024
s N
Tier for Authorization Period FY 2024
—
Tier # Plan-Group Tier Type ASAM Eu%g;fﬂ?s&:{ Spent Amount Status
66 Prevention-Prevention Cost Reimbursement $25,000.00 $100.00 Active
. J
Figurel07. Add New Tier
28. Click+Add New Tier
29. The Tier Profile section displays under Tier for Authorization Period.
30. Complete the required fields.
a. Tier Type needs to be set to Fee fengce.
b. See table Tier Profile for information on the different fields.
Tier Profile
Plan-Group
v
Initial Authorized Amount Tier Type
Fee for Service hd
Status ASAM
w v
Monthly Cap FFS Equivalent
Created By Created Date
Updated By Updated Date
Figurel08 Tier Profile
31. ClickSaveand Finish
WITS Treatment Administration User Guide Page68
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TablelO: Tier Profile

Field Description

PlanGroup

Initial Authorized Amount

This is the associated pkgnoup that was setup under
Associated Plans.

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

Tier Type This should be set téee for Service.

Status The status of the selected titr Active

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

Monthly Cap Is the monthly cap a fixed or variable amount. For

Alabama, this should be set to Variable.

FFS Equivalent

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

32. ClickFinishto be returned to the Contract Authorization Period screen.
33. ClickFinishagain to be returned to the Contract Profile screen.
34. ClickSave and Finisto finalize all changes and leave the contract.

4.5.4.Contract Service Rate

Contract Service rate allows the statertmdify or remowe a service ratéor aparticularprovider.

To set a contract service rate:

1. From the left Navigation Menu, clidgency

2. ClickContract Managemenin the submenu to expand it and show additional menu items.
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@ Agency

Home Page .
> Agency List
E‘; Grant Management Dashboard

State Waitlist
GPRA Discharge Due

GPRA Follow-up Due Summary
Agency

GPRA Follow-up Due Detail

[o]]
[==1

Group List

Overdose Reversal Kits

o > Facility List
=
Clinical Staff Members
Dashboard
> Billing

&

Client List I ~ Contract Management

@ Contract List

System

Administration Contract Service Rate

|_D Cost Reimbursement Category
Cost Reimbursement Line Item
E‘é} Authorization Period
SRS Fund Transfer History
Cross Contract List
Authorization List

Contract EDI

Prevention Plans

Figurel09 Contract Service Rate

3. ClickContract Service Rate
4. The Contract Service Rate Search scredirdisplay
a. The user can search for existing rates, which will display in the Contract Service Rate List.
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Contract Service Rate Search

Service Provider Facility

Group Contract

v v

Contractor Deprecated

Alabama Department of Mental Health (Contractor) O Yes @ No

Rate Type Effective Date

h 4
Expiration Date Contract #
ASAM Contract Status
v Active v
m x Clear
s ™
Contract Service Rate List
—+ Add New Contract Rate| /~> Export
Currently, there are no results to display for the Contract Service Rate List.

. J
FigurellQ Contract Service Rate Search
5. Under Contract Service Rate List, ck&ddd New Contract Rate
6. Complete the required fields and any other relevant fields.

a. For information on the different fields, see talmntract Service Rateelow.
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Contract Service Rate Profile

Service

Rate Type

Group

Contract

Provider Facility

Contractor

Rate Per Unit

Description

1 unit =

Minimum Billing Units

Iinimum Days between Services
0

ASAM

This service/rate may only be added by the Contractor

O Yes @ No

ﬂ Save and Finish * Cancel

Duration Type

Duration

Effective Date

Expiration Date

Created Date

Created By

Updated Date

Updated By

o

B

Figurelll Contract Service Rate Profile

7. ClickSave and Finish

WITS Treatment Administration User Guide
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Tablell: Contract Service Rate

Field Description Required

Service This links the rate to a specific service. Available = Yes
services are loaded on the backend.

Rate Type Determines whicleontracts are affected. Yes
1 Standard applies the rate to abintracts.
1 Contract applies the rate to a specific
contract.
1 NoncContracted Service prevents a provid
from billing for the set service.

Group Associates the rate to the select group. Yes

Contract This option links the service rate to a specific No
contract.

Provider Facility If a contract is selected, the rate can be further No
limited to a particular facility.

Contractor

Rate Pelnit 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 mus No

be billed.
Minimum Days between Service Set if there is a waiting period before a client can  No
receive the service again.

ASAM The level of care for the service rate can be set he No
if needed.

This service/rate may only be Yes or NoThis should alwayslset to Yes. Yes

added by the Contractor

Duration Type The time unit for the entered duratiohis field is = No
used if the service uration based.

Duration A numeric value that corresponds with duration ty] No
to define the length of time for the service.

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

Expiration Date Does the service rate expire after a specific date? No

so, then set the date here.

4.5.5.Fund Transfer

If funds ever need to be transferred from on contract to another, complete the following steps.

1. Navigate to the Contract List.
a. Agency > Contract Management
2. Search for the contract that funds where funds will be removed.

WITS Treatment Administration User Guide Page’3
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Contract Search

Contract # Contract Name Contracting Agency
ADMH
Provider Agency Administering Agency Status
Watchtower v v Active -
Effective Date Termination Date

m B C‘ear

Profile
e N
Contract List
=+ Add Contract /&> Export Clone
) - ) Adjudicate
Contract ID Contract # Contract Name Contractor Provider Administrator Effective Date
36 97529741 Watchtower Prevention ADMH Watchtower ADMH 12/1/2023 E
h /
Figurell2 Contract Summary
3. To the right of the contract listing, click tiertical ellipsisand then clicKSummary
4. The Financial Summary screen displays.
Financial Summary for Watchtower Prevention
Authorization Period Contract ID
36
Contract Type Contract #
Government Contract 97529741
Contracting Agency Effective Date
ADMH 12/1/2023
Provider Agency Termination Date
Watchtower
Administering Agency Pre Paid Balance
ADMH $0.00
Financial Summary Detail
/~> Export
Currently, there are no results to display for Financial Summary Detail.
X Cancel
Figurell3 Set Authorization Period
5. Set the Authorization Period.
6. The Financial Summary Detail section will update and display summary data.
WITS Treatment Administration User Guide Pager4
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~
Financial Summary Detail

/> Export

Associated
Plan

Prevention Co;l Prevention $25,000.00
Reimbursement

Tier Type Group ASAM Authorized/Budgeted Encumbered

$100.00

Expended

$0.00

Total
Spent

$100.00

FFS Amount
Equivalent Available

Fund Transfer E

Status

[

N

/

Figurell4 Fund Transfer

7. To the right of the associated plan, click trextical ellipsisand then clickeund Transfer
8. The Contract Funding Transfer List screen displays.

Contract Funding Transfer List

Transfer Funds From

97529741

Transfer Date

12/18/2023 5:04 PM

Transferred By

Wilson, Scott

Available Balance

$24,900.00

Contract

Watchtower Prevention

Plan

Prevention

Group

Prevention

ASAM

Contract Fund Transfer List

+ Add Transfer Transaction| /> Export

Currently, there are no results to display for the Contract Fund Transfer List.

Total Transferred

Save and Finish X Cancel

Figurell5 Contract Funding Transfer

9. Click+Add Transfer Transaction

10. The Contract Funding Transfer Profile displays.
a. The originating contract cannot be edited.
b. Contract¢ Sdec the contract the funds are being transferred to.
c. PlanGroupASAMc Sded the plangroup the funds are being transferred to.
i. Options will not display until a contract with associated plgrsups is selected.
d. Transfer Amount The amount of money being transferred.

WITS Treatment Administration User Guide
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Contract Funding Transfer Profile

Transfer Funds From

97529741
Contract

Watchtower Prevention

Plan

Prevention

Group

Prevention

ASAM

Transfer Funds To

Contract

Transfer Amt

Save and Finish x Cancel

Transfer Date

12/18/2023 5:10 F

Transferred By

Wilson, Scott

Available Balance

$24,900.00

Plan-Group-ASAM

Figurell6 Contract Funding Transfer Profile

11. ClickSave and Finish

4.5.6.Fund Transfer History

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

To view the contract fund transfer history:

1. From the left Navigation Menu, clidgency
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@ Agency

Home Page .
> Agency List
E‘; Grant Management Dashboard

State Waitlist
GPRA Discharge Due

GPRA Follow-up Due Summary
Agency

GPRA Follow-up Due Detail

[o])

== Overdose Reversal Kits
Group List

o > Facility List
XS
Clinical Staff Members
Dashboard
> Billing

&

Client List Iv Contract Management

@ Contract List

System

Administration Contract Service Rate

|_D Cost Reimbursement Category

Cost Reimbursement Line Item

Authorization Period
(3

SRS Fund Transfer History

Cross Contract List

Authorization List

Contract EDI

Prevention Plans

Figurell?: Fund Transfer History

2. In the submenu, clickContract Managemenand then clickund Transfer History
3. The Contract Fund Transfer History Search scnékbidisplay.
a. Search can be used fitter data in the Contract List

WITS Treatment Administration User Guide Pager7
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Contract Fund Transfer History Search

- | - V -
m X Clear
Contract List
/> Export
1 Community Contract Block Grant Children's First -$100.00 5/30/2023 FY 2021 carroll, Tim
1 Community Contract Block Grant General $100.00 5/30/2023 Fy 2021 carroll, Tim
2 Community Contract Block Grant Detox Hospital -$1,000.00 5/30/2023 Fy 2021 Carroll, Tim
2 Community Contract Block Grant Children's First $1,000.00 5/30/2023 FY 2021 Carroll, Tim
3 Montgomery Metro Treatment Center Block Grant General -$10,000.00 10/31/2023 FY 2024 Carroll, Tim
Figurel18 Contract Funds Transfer History Search
4.5.7.Cross Contract List
This function allows the state to viea¥ tiers on all contractto be informed on how funds are being
allocated and spent.
1. From the left Navigation Menu, clidgency
2. In the submenu, clickContract Management
3. Under Contract Management menu items, cligdlossContract List
4. The Cros€ontract Search screen appears.
Cross-Contract Search
Funding Source Contracting Agency Population Provider Agency
v ADMH < MMTC v
Authorization Period Administering Agency % Available ASAM Level of Care
FY 2024 v v
Search X Clear
e N
Contract Tier
/> Export
ConItDract Eogtact Contract Name Plan Group ASAM iLrJrl\rt' SE;T FY
16 1111-11 g‘r‘;f: Children's First $5000.00  $0.00 2\624
16 1111-11 Prevention Prevention $75,000.00 $0.00 ;\624
\ )
Figurel19 Cross Contract Search
5. Enter desired criteria and cli@earch
WITS Treatment Administration User Guide Page’8
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4.6. Alerts Configuration

Alerts can be creatednd configured tdrigger for a specific agency or agency tyyaesed on
determinedconditionsandalert type.

NOTE! t SNIia RAALI & 2y G(GKS dz&adSNRa 12YS t1 38 dzy RSNJI ¢

NOTEConfirm the agency is actiyeior to creatingalerts.
To setupalerts

1. From the left navigation menu, cliddgency
2. In the submenu list, clicklerts Configuration

@ Agency

Home Page

> Agency List

Eé Grant Management Dashboard
State Waitlist
GPRA Discharge Due

GPRA Follow-up Due Summary

GPRA Follow-up Due Detail

o0
[ - |

Group List

Overdose Reversal Kits

> Facility List

12

Clinical Staff Members
Dashboard

&

Client List  [RaCLAL

» Tx Team Groups

» Contract Management

Clinical File Management

Alerts Configuration

> Prevention

Support Ticket

Figurel2Q0 Accessing Alerts Configuration

3. The Alert Configuration Search screen will display.
a. Existing alerts are listed the List section.
b. Search can be performed to narrow the results.
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Alert Configuration Search

Alert Category

Assigned to Staff Type

Alert Type

Alert Name

Alert Configuration List

—+ Add New Alert

Currently, there are no results to display for the Alert Configuration List.

Figurel21: Alert Configuration Screen

4. Click+Add New Alert

5. TheAgency Alert Configuration Profile screen will display.

6. Complete all required and relevant fields.

WITS Treatment Administration User Guide
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Agency Alert Configuration Profile

Caonfiguration Type
Alert Name

Trigger Point

Alert Description

What message should appear to users?

When is the next activity due (days after the trigger point)?
How many days prior to the due date should this alert show up?

Which staff should receive the message?

w

Should message turn red when overdug?

@ Yes O No

Alert should stop being displayed this many days after it is generated:

Effective Date

B

E Save and Finish x Cancel

Agency Type

Alert Type

Alert Category

Expiration Date

B

Figurel22 Agency Alert Configuration Profile

7. ClickSave and Finish

WITS Treatment Administration User Guide
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Tablel2: Agency Alert Configuration

Field Description

Configuration Type This will either be set to agency or agency type.
Agency Type 1 This field is readnly if Agency was selected
under Configuration Type.
1 This field isequired if Agency Type is select
underConfiguration Type.
1 Select thetype of ageng (prevention or
substancaise)this alert is designed for.

Alert Name This is the alert name that displays on the search
screen.

Alert Type This is the alert evenype that determines when the
alert is triggered.

Trigger Point This is a readnly field that auto populates when the
alert is triggered based on the set Alert Type.

Alert Category This is a readnly field that is auto populatdaased on
the Alert Type selected. This field will either be ager
or client.

Alert Description This a reagbnly field that isauto populated based on
the Alert Type selected. It provides a description for
the alert.

What message should appear to users? This is the message users will see when the alert is
triggered.

When is the next activitgue (days after the trigger = The days remaining until thext activity against the

point)? alert type is due.

How many days prior to the due date should this ale This is the alert trigger threshali days Forexample,

show up? if set to 45, then 45 days before the next activity

against the alert type wue, this alert will trigger
RAALX FeAy3d 2y (KS dzaSND

Which staff should receive thisessage? Designate the staff member type thettould see the
alert when triggered.
Should message turn red when overdue? If set to Yes, then the alert will display in red in the

Alerts section of the Home Paii¢he alert is not
resolved by thaext activity due date.

Which facilities follow this rule? This field only displays if Configuration Type is set (
Agency. The user will select which facilities under th
agency can receivthis alert.

Alert should stop being displayed this many daysafl ¢ KS | f SNI ¢Aff RNRLI 2F°F

it isgenerated set number of days.
Effective Date This is when the aledan begin to start triggering.
Expirations Date The alert is no longer active and will not trigger after

the set date.

5. PROVIDER ADMINISTRATION

The following information provides instruction to the provider administrator for the management of
their agency.

WITS Treatment Administration User Guide Paged2
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5.1. Agency Management

While the provider administrator is not responsible for creating their agency in WITS, they may need to
edit the profilefor updates or complete information not entered by the state administrator.

5.1.1.Agency Profile
¢2 Y2RATE (UKS LINPOARSNDRA | 3SyOé LINRBFAESET O2YLX SGS

1. From the left Navigation Menu, clidgency

@ Agency
Home P:
ome Fege ~ Agency List
E:é ~ Agency Profile

State Waitlist
Addresses/Phone

Aliases
Contacts
> Governance

Group List
> Relationships

=4
Clinical Annocuncements
Dashboard

Figurel23 Agency Profile Navigation

2. In the submenu, clickAgency Profile
3. The Agency Profile screen displays.
a. At a minimum, the required fields will already be completed.
4. Complete the optional fields as needed.
5. ClickSave and Finish

5.1.2.Addresses/Phone

Addresses and phone numbers are added/updated in a subsection of the agency profile. Furthermore, a
dzZaSNJ Ydzad 0SS 6AGKAY |y |3Syd0eqQa FRRNBaa (2 | RR 2NJ

Follow the steps belovio addor updateaddresses or phone numbers

1. From the left Navigation Menu, clidgency
2. Inthe submenu, clickAgency Profileand then clickAddresses/Phone

WITS Treatment Administration User Guide Page83
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Addresses

=+ Add Address

Address Type Address Phone Updated

Agency Admin. Office 1 Watchtower Ln, Birmingham, AL 35217 12/14/2023 E
€ Back E Save and Finish % Cancel Enable Search

Figurel24 Add/UpdateAddress

Delete

3. To update an existing address, click on teetical ellipsisto the right of the address and then click
Review
4. Otherwise, click-Add Address
5. At a minimum, complete the required fields.
a. Always complete as much information as possible if known.

Address Information

Address Type Confidential

Agency Admin. Office v O Yes @ No

Address Line 1

1 Watchtower Ln

Address Line 2

County

City State Zip
Birmingham AL hd 35217

Phone Numbers

== Add Phone

Type Number

office (888) 951-8866
Review
Delete
Save and Finish % Cancel

Figurel25 Adding Address Information

6. To update an existing phone number, click on veetical ellipsisto the right of the number and
then clickReview

To add a phone number, clietddd Phone

8. Answer fields as required or applicable.

~

WITS Treatment Administration User Guide PageB4
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Address

Address Type

Confidential

[Agency Admin. Office

O Yes @ No

Address Line 1
1 Watchtower Ln

Address Line 2

City

Birmingham

Phone

Type Phone

Save and Finish X Cancel

State Zip

Alabama 35217

Ext.

Figurel26. Adding Phone Number

9. ClickSave and Finisto save phone information and then again to save address information.

5.1.3.Aliases

If the provider agency has changed names, the previous names will be listed here.

5.1.4.Contacts

See sectiomgencyc Contactsfor adding contacts to an agency record.

5.1.5.Govenance

If the agency has a governance structure in place, it can be recorded here.

NOTE: The agencydnestion will need to be active.

1. From theAgencysubmenu, clickGovernance

WITS Treatment Administration User Guide
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Agency

~ Agency List

=

State Waitlist

> Agency Profile
Aliases

Contacts

| ~ Governance

Governance Profile

Group List
> Relationships
<
IS
Clinical Announcements

Dashboard

E > Referrals
Client List Removed Consents

{g} Deleted Clients

System

Administration Grant Management Dashboard

|_D GPRA Discharge Due
GPRA Follow-up Due Summary
E‘é} GPRA Follow-up Due Detail

Sl Overdose Reversal Kits

Figurel27. Accessing Governance

2. The Governance List screen will display.
a. Existingecords will be listed here.

=
Governance List

-|— Add New Govemnance Record

Currently, there are no results to display for the Governance List.

.

Figurel28 Add Governandeecord

3. Click+Add New Governance Recard

4. The Governance Profile screen will display.

5. Complete all required and relevant fields.

WITS Treatment Administration User Guide
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Governance Profile

Agency Name First Name

Titans Treatment

MI Last Name

Gender Title

Role Eoard Member Type

Federal Tax ID Start Date

Email End Date

Address List

-+ Add Address

Currently, there are no results to display for the Address List.

Figurel29 Governance Profile

6. ClickSave
7. Click+Add Address
8. Completeall required and relevant fields.

WITS Treatment Administration User Guide Page37
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Address Information

Address Type Confidential
v Qs @
Address Line 1
Address Line 2
County
-
City State Zip

Phone Numbers

-+ Add Phone

Currently, there are no results to display for Phone Numbers.

Save and Finish x Cancel

Figurel30 GovernanceAdd Address

9. Click+Add Phone
10. Complete all required and relevant fields.

Phone

Type FPhone Ext.

Save and Finish x Cancel

Figurel31l Governance Add Phone

11. ClickSave and Finish

5.1.6.Relationships

Clicking on the Relationships submeaacesses the Relationship scresmich will appear blankClick

Collaborativeor Disclosureto proceed.

WITS Treatment Administration User Guide
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@ Agency
Home Page
~ Agency List

F::é > Agency Profile
State Waitlist
Aliases

Contacts

> Governance

00
== v Relationships
Group List

Collaborative

1+ 4
Clinical Disclosure
Dashboard

Announcements

5]

Client List > Referrals

Figurel32 Accessing Relationships

5.1.6.1.Collaborative

If an agencys a child/parent of another agency, that collaboration will disgaythis screen.

NOTEADMH does not currently esparent agencies.

Collaborative Agency

4 N\
Agency List

Agency Name

l Titans Treatment v

Currently, there are no results to display for the Agency List.

p vy

Figurel33 Collaborative Agency List

5.1.6.2.Discbsure

The disclosure allowsaagency to create a template used when clieahsentsare generatedA
general disclosure can be created for use wittpedlviders or a disclosure can be created for each
provider the agency collaborates with.

1. From theAgencysubmenu, clicRelationshipsand then clickDisclosure

WITS Treatment Administration User Guide PageB9
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@ Agency

Home Page )
« Agency List
E‘; > Agency Profile
State Waitlist
Aliases
Contacts

» Governance

(o]e]
=

_ ~ Relationships
Group List

Collaborative

4
Clinical Disclosure
Dashboard

Announcements
Client List > Referrals
Removed Consents

Deleted Clients

Administration

Figurel34 Accessing Disclosure

2. The Agency Disclosure Domain List screen will display.
a. Existing disclosures will be listed here.

s N
Agency Disclosure Domain List
Agency Name
-|— Add Agency Disclosure Domain Record Titans Treatment -
Consents Granted By Consents Granted To
Titans Treatment All Other Agencies
\ J

Figurel35 Agency Disclosure Domain List

3. Click+Add Agency Disclosure Domain Record
4. The Agency Disclosure Domain screen will display.
5. Complete all required and relevant fields.
a. Consent Options allows the agency to set what client information is shared with other

providers.
b. Expiration Type allows the agency to set when information is no longer avditedtether
provider.
WITS Treatment Administration User Guide Paged0
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Agency Disclosure Domain

Disclosing Agency
I |

Receiving Agency

Global Policy or Non Sys... -

Receiving Entity(Non System Agency)

Global Policy? (Available To All Agencies)

@®ves Qo

Always Verify Consent?

O Yes O No

Disclosure Domain Selection

Client Information To Be Consented

Expiration Type

*Expiration type is required for disclosure activities.

Consent Options Selected Options
ADMH Placement Assessmero

ADMH Update Assessment o

Admission

ANSA Assessment o

ASAM

Comments

m Save and Finish % Cancel

Figurel36: Agency Disclosure Domain
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6. ClickSave and Finish

5.1.7.Referrals

There are two screens in this section that an agency can use to manageefbeied clients.

5.1.7.1.Referrals In

This screen will list all clients that have been referred to the agency.

1. Fom the Agencysubmenu, cliciReferralsand then clickReferrals In

@ Agency

Home Page .
~ Agency List
E‘; » Agency Profile
State Waitlist
Aliases
Contacts

> Governance

Q0
_ » Relationships
Group List
o Announcements
=
Clinical + Referrals
Dashboard
@ |vReferraIs|n
Client List Referrals Out
{g} Removed Consents

System
Administration

Deleted Clients

Figurel37. Accessing Referral In

2. The Referrals In Search screen will display.
3. Inputsearch criteria and then clickearchto list results in the Referrals for <Agency Narseetion.
a. dicking Searclithout anycriteriawill display all referrals into the agency.

WITS Treatment Administration User Guide Paged?2
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Referrals In Search

Referral Status Codes
Placed/Accepted
Referral Created/Pending
Referral Terminated
Refused Treatment
Rejected by Program
Wait List

Unigue Client Number First Name

Created Date Referred Date

m  Clear

Search Criteria

(-1}

Last Name

Referrals for Administrative Unit
/> Export

Unique Client # Client Name Do8 Created Date

Q663636HE252544  Adult, Robert 2/2/1982  1/16/2024

0Q6540301V034644 Reyes, Jaime 2/1/2006  1/16/2024

Referring Agency/Facility

Birmingham Recovery Center/DEMO AGENCY

Titans Treatment/Titans Treatment

Referred To Modality Referral Status
Ambulatory- Non-intensive Outpatient

Ambulatory- Nonntensive Outpatient  Placed/Accepted

Ref to Facillty

Referral Created/Pending ~ Administrative Unit

Administrative Unit

Referral Comments

[ 0

Figurel38 Referrals In Search

No gk

Iy

LI AYGYSy i

To the right of the referral, click theertical ellipsisand then clickReview
The Referral screen will display.
Here the user cahlB O 2 NR

The user can alsthange the referral status.

RI

VS

Ly

a. To accept a clienthoosePlaced/Acceptedn the Referral Status dropdown.

R
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Referral

Referred By

Agency

Birmingham Recovery Center

Facility
DEMO AGENCY

Staff Member
Carroll, Tim

Program
State Reporting Category

Reason

No capacity

If Other

Is Consent Verification Required?

() e

Is Consent Verified?

®) V-
Continue This Episode of Care?

() e

Comments

Referral Status

Placed/Accepted

Projected End Date

o

Created Date
1/16/2024 3:52 PM

Save and Finish x Cancel

DEMO AGENCY/Intensive Outpatient : 1/1/2024 -

Referred To

Signed Consents

Administrative Agency

Agency

Administrative Agency

Facility
Administrative Unit

Staff Member

Program

SUD Outpatient Treatment Program (-202)

State Reporting Category

Adolescent/Family outpatient

MNon-System Agency
Non-System Modality
Mon-System Specifier

Appt Date
[ | § Undetermined =

Qogsen}ggralltiega I

ANSA Assessment (DS, 4/15/2024)

ASAM (DS, 4/15/2024)

ATR Eligibility Screen (DS, 4/15/2024)
Behavioral Health Assessment (DS, 4/15/2024)
CAGE-AID Screening (DS, 4/15/2024)

Client Information (Profile) (DS, 4/15/2024)
Client Screening (DS, 4/15/2024)

Figurel39 Client Referral Screen

8. ClickSave and Finish

5.1.7.2.Referrals Out

Referrals out displays clients that the agency has referred to other providers for service.

1. From theAgencysubmenu, cliciReferralsand then clickReferralsOut.
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@ Agency

Home Page .
~ Agency List
E:é > Agency Profile
State Waitlist
Aliases
Contacts

Agency

> Governance
00
== > Relationships
Group List

Announcements

« Referrals

c

Dashboard

> Referrals In

E

Client List Referrals Out

Removed Consents
Deleted Clients
Grant Management Dashboard

GPRA Discharge Due

Figureld4Q Accessing Referrals Out

2. The Referrals Out Search screen will display.
3. Set search criteria and then cliSlearchto list results in the Referrals for <Agency Name> section.
a. Not setting any search fields and clicking Searchisilay all referrals into the agency.

Referrals Out Search

Referral Status Codes Searc Criteria
Placed/Accepted
Referral Created,/Pending
Referral Terminated
Refused Treatment
Rejected by Program
Wait List

Q0

Unique Client Number FirstName Last Name

Created Date Referred Date

Referrals from Titans Treatment
/> Export

Name Created Date Referal Status Referred To Agency Referred To Facility Non System Agency Referred To Modalty Referral Comments

Reyes, Jaime 1/16/2024 Placed/Accepted Administrative Agency Administrative Unit Ambulatory- Non-ntensive Outpatient m
Review

Reyes, Jaime 1/24/2024 Referral Created/Pending Administrative Agency Barbour County Ambulatory-Intensive-Outpatient

Figurel4l Referrals Out Search Screen

4. To the right of the referral, click theertical ellipsisand then clickReview
5. The Referral screen will display.
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6. Here the user can review theferral butmake no changes.

Referral
Referred By Referred To
Agency Signed Consents
Titans Treatment Administrative Agency
Facility Agency
Titans Treatment Administrative Agency
Staff Member Facility
Wilson, Scott Administrative Unit
Program Staff Member
Titans Treatment/Treatment : 1/10/2024 - hd
State Reporting Category Program
SUD Outpatient Treatment Program (-202)
Reason State Reporting Category
No capacity Adolescent/Family outpatient
If Other Non-System Agency
Is Consent Verification Reguired? Non-System Modality
()

Is Consent Verified? Non-System Specifier

()

Appt Dat:
Continue This Episode of Care? pot Date

* Undetermined

Caonsents Granted

Encounter Detail (DS, 4/15/2024)
Treatment Plan (DS, 4/15/2024)
UNCOPE (DS, 4/15/2024)

Client Information (Profile) (UD, +45)
Client Screening (UD, +45)

Consent (UD, +45)

Comments

Referral Status

Placed/Accepted

Projected End Date

Created Date
1/16/2024 418 PM

Save and Finish x Cancel

Figurel42 Referral

7. ClickSave and Finistwvhen done.

5.1.8.RemovedConsents

If consent for a clienis removed, the client will display on this scre@fickRemoved Conseninder the
Agency Lissubmenu.

WITS Treatment Administration User Guide Paged6
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@ Agency

~ Agency List
> Agency Profile
State Waitlist

Aliases

Contacts

Agency

> Governance

00
= » Relationships
Group List
Announcements
> Referrals

Removed Consents

Deleted Clients
Grant Management Dashboard
GPRA Discharge Due
GPRA Follow-up Due Summary

GPRA Follow-up Due Detail

Figurel43 Accessing RemovednSents
The Removed Consented Client Search screen will display.

9 Search can be used to filter results.
9 Search results display in the Removed Consented Client List section.
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Removed Consented Client Search

Consented From Agency Client 1D

First Mame Last Mame

Removed Consented Client List

Currently, there are no results to display for the Removed Consented Client List.

Figurel44. Removed Consent Screen
5.1.9.Deleted Clients
Any deleted client records will display here.

1. From theAgencysubmenu, clicloeleted Clients

WITS Treatment Administration User Guide Paged8
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@ Agency

Home Page .
~ Agency List

> Agency Profile

Aliases

Contacts

Agency

» Governance

00
[

) > Relationships
Group List

Announcements

Y
Clinical > Referrals
Dashboard

Removed Consents

E

Client List Deleted Clients

Grant Management Dashboard
GPRA Discharge Due

GPRA Follow-up Due Summary

GPRA Follow-up Due Detail

Figurel45 Accessing Deleted Clients

2. TheDeleted Client screen will display.
a. The Cleanup History Detail List will show all data.
b. Results can be filtered using Search.

3. This is just &iew onlylist. Data cannot bemanipulaed.

Deleted Clients

Start Date End Date
x Clear m
- N
Cleanup History Detail List
Agency Note Created By Created Date
Administrative Agency Medehal, Praneeth 10/12/2023
Administrative Agency Medehal, Praneeth 11/1/2023
Administrative Agency Medehal, Praneeth 12/11/2023
N v

Figurel46 Deleted Clients

5.2. Facility Management

The following applies to facilities and themanagement

WITS Treatment Administration User Guide Paged9
Version 1.0



1

SF FEI Systems

1 The agency must be created before any facility management can be performed.
91 Facilities are the physical location for the agency.
1 There may be more than one facility assigned to an agency.

5.2.1.Facility Creation

See sectiorstatec Facility Creatiorfor information on how to manage a facility record.

5.2.2.Facility Navigation

See sectiorbtatec Facility Navigatiorfor information on navigating to a facility record.

5.2.3.Contacts

This process assumes the user has navigated to a facility record. Follow the steps below to add a contact
to a facility record.

NOTE:Only existing staff members in WITS can be set as a contact. Their staff member account must be
created first.

1. Under Agency > Facility List, ckdntacts

@ Agency

Home Page

» Agency List

E‘é Grant Management Dashboard
State Waitlist
GPRA Discharge Due
GPRA Follow-up Due Summary
GPRA Follow-up Due Detail

Overdose Reversal Kits

Group List

4

Clinical » Facility Profile
Dashboard

5|

Client List

Contacts

Special Services

{g} Programs

System
Administration

Addiction Services

|_D Operating Hours

Primary Staff Set Up

Figureld7. Facility Contact

2. The screen Contacts for <Facility Name> will display.
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Contacts for Watchtower

Contacts List

-+ Add contact

Currently, there are no results to display for the Contacts List.

Contact Profile
Staff Contact Type
Effective Date Status

Manager Name

Figurel48 Add Facility Contact

3. Click+Add Contact
4. Complete all required fields in the Facility Contact Profile.

Contacts for Watchtower

Contacts List

-}~ Add Contact

Currently, there are no results to display for the Contacts List.

Contact Profile
Staff Contact Type
b -
Effective Date Status
12/20/2023 [ -

Manager Name

m Save and Finish X Cancel

Figurel49 Facility Contact Profile

5. ClickSave and Finish
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5.2.4.Special Services

This screen allows an agency to identify special services offered by the facility.

This process assumes the user has navigated to a facility record. Follow the steps below to add a contact
to a facility record.

1. Under Agency > Facility List, clgecial Services

.@ Agency
Home Page > Agency List
E‘g Grant Management Dashboard

State Waitlist
GPRA Discharge Due

GPRA Follow-up Due Summary

GPRA Follow-up Due Detail

00
Overdose Reversal Kits

~ Facility List

Group List

4
Clinical » Facility Profile
Dashboard

Contacts

Client List | Special Services I

{g} Programs

System

N v Addiction Services
Administration

|_D Operating Hours

Primary Staff Set Up

Figurel50 Special Services

2. The Special Services screen displays.
a. Special Populations Services can be identified here by moving the service to Special
Populations Served.
b. ClickSave

WITS Treatment Administration User Guide Pagel02
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Special Services

Agency Name Facility Name

[Watchtower l Watchtower

Special Population Services ) Special Populations Served
Assistance for Illiterate Clients
Family Services ) 0
Food Services - Kosher,Vegetarian,Special Diets o

Interpreter Services >
Manage Actively Psychotic Clients

m Save and Finish X Cancel

General Information

-+ Add New Information Item

Currently, there are no results to display for General Information.

Figurel51 Special Populations

3. To create a General Information item, cliekdd New Information Item
4. Complete all required and relevant fields.

Facility Service
Facility Supported Services
v O Yes O No
Provide Detail
Figurel52 Facility Supported Services
5. ClickSave and Finish
Information entered on this screen will displdgy R S NJ | & {Fhcilit$ Defailssareeh.i £ A & G

Navigae to the Facilities Detailscreen:

1. From the left navigation menu, cli®ate Waitlist
2. The State Waitlist Search screen will display.
3. Searchfor the agencyn question.
a. Results will display in the State Waitlist List section.
4. Click thevertical ellipsisto the right of theagency.
5. ClickFacility Details

WITS Treatment Administration User Guide Pagel03
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@ State Waitlist .
- State Waitlist Search
sl My Programs
‘Agency Name Facility Name
B My Clients
o Titans Treatment v A d
State Waitlist
Program Name
Agency
Modality
Yy
22 -
Group List
o Facility GeoCode Beds/Slots Available
| =4 -
Clinical
Dashboard
‘Age Group Gender Specific
Client List
@ Search X Clear
Actions
Manage My Program Lists. Manage My Client Lists
State Waitlist List
; ) Available #on
AgencyjFacility Facility City Program Modality Program Slets Wailist Age/Gender
Titans Treatment,/ Titans Treatment Birmingham Treatment Ambulatory-Intensive-Outpatient 9 0 Nony E
Review List
Titans Treatment,/ Titans Treatment Birmingham Substance Use  Ambulatory- Non-Intensive Outpatient 20 0 Nony H
Facility Details

Figurel53 Accessing Facility Details

6. The screen will displashowing Special Services and any General Information recorded.

Special Services

Agency Name Faciity Name

Titans Treatment Titans Treatment

General Information

Does the Facility Have Staff Credentials Available On-site?

\

Figurel54: Facility Details

5.2.5.Addiction Services

Addiction Services can be identified here for a facility.
NOTEThe steps below assume the user has fenglity active.

1. From theAgencysubmenu, cliclacility Listand then clickAddiction Services

WITS Treatment Administration User Guide
Version 1.0
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Agency
Home Page .
> Agency List
Grant Management Dashboard

GPRA Discharge Due

GPRA Follow-up Due Summary
Agency

GPRA Follow-up Due Detail

[o]e)
[e

Overdose Reversal Kits
Group List

~ Facility List

> Facility Profile
Contacts

Special Services

Programs

Addiction Services

Operating Hours

Primary Staff Set Up

Figurel55 Accessing Addiction Services

2. The Addiction Services screen will display.

Addiction Services

. Hide Context Information

Agency Name Facility Name
Titans Treatment Titans Treatment
Addiction Service Selected Addiction Service
Alcohol fi
Barbiturates

Benzodiazepines
Cocaine/Crack

Herain

Inhalants
Marijuana/Hashish/THC

©
Methamphetamine —6

Non-Prescription Methadone

Other

Other Amphetamines

Other Hallucinogens

Other Non-Barbiturates Sedatives or /Hypnotics
Other Non-BenzodiazepineTranquilzers

Other Opiates and Synthetics

m Save and Finish x Cancel

Figurel56: Addiction Services

3. Addiction services offered can be moved to Belected Addiction Servicgection.
4. ClickSave and Finistvhen done.
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5.2.6.0perating Hours
¢tKA&d aSOlA2z2y A& dzaSR G2 aSi GKS FILrOAtAGe&Qa 2LISNI 0.
navigated to the appropriate facility record.

1. Under Agency > Facility List, cli@kerating Hours

@ Agency
Home Page
Hrsths » Agency List
E% Grant Management Dashboard

State Waitlist

GPRA Discharge Due

GPRA Follow-up Due Summary

GPRA Follow-up Due Detail

00
== Overdose Reversal Kits
Group List
~ Facility List
E
=
Clinical » Facility Profile
Dashboard
Contacts
Client List Special Services
{g} Programs
| Addiction Services
Administration
|_D | Operating Hours
Primary Staff Set Up
Regional Team
G §

Support Ticket Staff Members

Figurel57:. Operating Hours

2. The FacilityOperating Hours screen displays.

3. Set the operation times for each day.
a. Multiple time ranges can be sétthe facility is closed at certain times throughout the day.
b. ClickSet Tuesday to Friday same as Mondaymake those dgsmatch Monday.

4. Set the Months of Operation.

WITS Treatment Administration User Guide Pagel06
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Facility Operating Hours
Please enter times below in hh:mm format followed by "AM” or "PM” (ex: 08:30 AM).
You can create multiple ranges within one day, like 9:00 AM - 11:00 AM, then 1:00 PM - 3:00 PM.
Set Tuesday to Friday same as Monday
Day Range 1 Range 2 Range 3
Mecnday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday
Months of Operation Months of Operation (selected)
January
February [] o
March
April 0
May
m Save and Finish x Cancel

Figurel58 Facility Operating Hours
5. ClickSave and Finish

5.2.7.Primary Staff Setup

Staff setup here will show on the Clinical Dashboard when filterindPbynary Staff in th®isplay
Results Fofield.

To setup the primary staff:

1. From the Agency submenu, cligécility List and then click Primary Staff Set Up.

WITS Treatment Administration User Guide Pagel07
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@ Agency

Home Page .
> Agency List

Grant Management Dashhoard

GPRA Discharge Due

GPRA Follow-up Due Summary
Agency

GPRA Follow-up Due Detail

00
== Overdose Reversal Kits
Group List
~ Facility List
] > Facility Profile
Dashboard
Contacts
Client List Special Services
Programs

Administration Addiction Services

Operating Hours

Primary Staff Set Up

Staff Members

Support Ticket

» Tx Team Groups

Figurel59 Accessing Primary Staff Set Up

2. The Primary Staff Set Up screen will display.

a. Set valuess necessary

Primary Staff Set Up

Primary Value

v
Secondary Value

w
Tertiary Value

b

m Save and Finish x Cancel

Figurel6Q Primary Staff Set Up

3. ClickSave and Finish

WITS Treatment Administration User Guide
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5.3. Staff Management

SeeSate ¢ Saff Managemenfor information on creating and managing staff members.

5.4. Contract Management

Contract Management menus are only reaaly for provider administrators.

[@=N
=N
(V)
<

¢2 QOASE UKS F3SyoOeqa O2yuNYOG 4AGK GKS af

1. From the left Navigation Menu, clidgency

@ Agency
Home Page
mEth s » Agency List
P= Grant Management Dashboard

State Waitlist
GPRA Discharge Due

GPRA Follow-up Due Summary

GPRA Follow-up Due Detail

Overdose Reversal Kits

Group List
» Facility List
L
=
Clinical Staff Members
Dashboard
» Billing
Client List ~ Contract Management
@ Contract List

System
Administration

Contract Service Rate
|_D Cost Reimbursement Category

Cost Reimbursement Line ltem

Figurel6l Contract Management Navigation

2. ClickContract Managementn the submenu.
3. The Contract Search screen displays.
a. Provider Agency field will already be populated.

4. ClickSearchi 2 RAAaLIX & | 3SyOeQa O2ydiNrOGoav Ay GKS [ 2yl
WITS Treatment Administration User Guide Pagel09

Version 1.0



\ﬂ.}’/FEI Systems

Contract Search
Contract #
Provider Agency

Watchtower

Effective Date

ﬁ X o

Contract Name Contracting Agency

Administering Agency Status.

~ | Active

Termination Date

Contract List
=+ Add Contract /> Export
Contract D Contract =

36 97529741

Contract Name Contractor

Watchtower Prevention ADMH

Provider

Watchtower

Administator Effective Date Term Date

ADMH 12/1/2023

Summary
Figurel62 Contract Search
5. To review the contract, click theertical ellipsisand then clickProfile.
Contract Profile
4 Hide Context Information
Contract ID Contract Type Administering Agency
36 Government Contract
Created By Created Date Updated By Updated Date
wilson, Scott 12/14/2023 4:26 PM wilson, Scott 12/15/2023 12:33 PM
Contract # Contract Name Effective Date Termination Date
97529741 Watchtower Prevention 12/1/2023
Status
Active

Contracting Agency

Provider Agency

Watchtower

Provider Agency Contact Email

Contracting Agency Contact

Remit Payment To

Contracting Agency Contact Email

Provider Agency Contact

Monthly Cap Email to Contractor on Provider Submit
off
Domains Selected Domains
0 Prevention
Administrative Actions
Associated Plans Contracted Facilities Authorization Period Monthly Cap Prevention Plans

Figurel63 Locked Contract Profile
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6. All fields on thiscreen and those under Administrative Actions can be viewed but will be locked.
7. ClickFinishto exit the profile.

5.5. Treatment Teams
If desired a agencycan establish treatment teams.

1. From theAgencysubmenu, click'x Team Groups

@ Agency

Home Page

» Agency List

E::’: Grant Management Dashboard
State Waitlist
GPRA Discharge Due

GPRA Follow-up Due Summary
Agency

GPRA Follow-up Due Detail

00
[ e

Group List

Overdose Reversal Kits

» Facility List

2
Clinical Staff Members
Dashboard

v Tx Team Groups

&

Client List > Group Profile

» Billing

» Contract Management
Clinical File Management

Alerts Configuration

Figurel64: Accessing Tx Team Groups

2. The Treatment Team Group List screen will display.
a. Existing teams will be listed here.

4 ™
Treatment Team Group List

-+ Add New Treatment Team Group Record

Group Name Start Date End Date

Treatment Team 1 12/1/2023 :

A vy

Figurel65 Treatment Team Group

3. Click+Add New TreatmenfTeam Group Record
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4. The Treatment Team Group Profile screen will display.
5. Complete the required and relevant fields.
a. Group End Date only needs to be set if the team is no longer active and available after a

certain date.

Treatment Team Group Profile

Group Name Group Start Date Group End Date

o o

E Save and Finish x Cancel

Treatment Team Staff List

-+ Add Staff To Group

Currently, there are no results to display for the Treatment Team Staff List

Figurel66. Treatment Team Group Profile

6. ClickSave

7. Click+Add Staff to Group

8. TheTreatment Team Group Staff screen will display.
a. Treatment team members do not have to beftat the agency.
b. Collateral contacts can also be assigned.

9. Set therequired fields and clickave

Treatment Team Group Staff

Treatment Team Group Staff List

-+ Add staff To Group

Currently, there are no results to display for the Treatment Team Group Staff List.

Treatment Team Group Staff Profile

Name Role

E Save and Finish x Cancel

Figurel67: AddingMembersto Team Group

10. As needed, clickAdd Staff to Groupo add more members to the treatment team.
a. ClickSaveafter every addition.

11. Once all changes have been made dhicksh

12. ClickSave and Finisbn the Treatment Team Group Profile screen.
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6. SYSTEM ADMINISTRATION

6.1.Code Tables

2L ¢{ YI1848 dzasS 2F O2RS Gl otSa G2 ONBIFIGS TFtSEAOGAL A
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).

NOTEIf values for fields olVorkspacescreens need to be edited, the WITS Administrator will need to
contact WITSupport teamgupport@witsweb.org).

NOTECertain values have a negative ID number (e1@1). These are linked to business rules and
cannot be edited by WITS Administrators.

1. From the left Navigation Menu, click System Administration.
2. Inthe submenu, click Code Tables.

Figurel68 Code Table Selection

3. Choose the desired code table from the dropdown and then Giak
4. The code table for the selection will display.
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