Idaho WITS 

User Set Up Checklist
The following Checklist and forms are used to set up individual users in Idaho WITS. There is a separate Checklist and forms used to set up an Agency
	· 
	WITS User Information Form

· Agency Administrators will complete one WITS User Information Form per user.  

· For Network Treatment Providers—The BPA billing number is the provider number that goes on the invoice to BPA.

	· 
	WITS User Agreement

· Agency Administrators will submit a signed WITS User for each user being set-up.

	· 
	GAIN ABS User Information

· Agency Administrators will complete one GAIN ABS User Information form per user. Only staff that are Certified GAIN-I Site Interviewers, Certified GAIN-I Administrators, or Local Trainers shall have read/write access to the GAIN production site.

· For Treatment Providers—Only staff that meet the criteria for QP or QP Trainee per IDAPA 16.06.03 and who are Certified GAIN-I Site Interviewers, Certified GAIN-I Administrators, or Local Trainers shall have read/write access to the GAIN production site.

	· 
	GAIN Usage Agreement for Non-GAIN Certified Staff  

· Non-GAIN-I Certified staff will fill in ‘Trainees’ Signature & Print lines.

· Agency Administrators will fill in ‘GAIN Certified Trainer’ Signature & Print lines.

	Removing Access

Agency Administrators are responsible to notify DHW of any termination of employment so that timely termination of access to the WITS system can be completed.  Agency Administrators will need to complete the top portion of the WITS User Information form indicating “Revoke Permissions” and submit to DHW as soon as possible for any employee that has access to WITS who leaves the agency’s employment.

	Problem Solving

Agency Administrators - Direct questions to the following persons based on the content of the question.

· Questions regarding forms, the status of submitted paperwork or technical problems and password resets may be directed to the Substance Use Disorders Program WITS IT Coordinator, Denise Williams at 208-334-4940 or  williamsd@dhw.idaho.gov
· Questions regarding other issues related to Idaho WITS may be directed to Substance Use Disorders WITS Project Lead, Treena Clark at 208-334-6611 or clarkt@dhw.idaho.gov
· Questions regarding issues related to QP or QP Trainee or GAIN Administration or Certification may be directed to the Substance Use Disorders GAIN Lead, John Kirsch at 208-334-6680 or kirschj@dhw.idaho.gov


Forms may be submitted via Fax or Mail. Submit completed User forms to:

IDHW, Substance Use Disorders Program

450 West State Street, 3rd Floor

PO Box 83720

Boise, ID  83720-0036

Attn: WITS Coordinator

Or Fax to: 208-332-7305 Attn: WITS Coordinator
