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Overview

The Division of Behavioral Health is transitioning to an electronic client management record system.  An electronic client management system will allow the State of Idaho and its licensed treatment providers to administer, manage and provide cost efficient and quality substance abuse assessment and treatment services. The WITS system is an Internet-based client management system that is being implemented for use by community substance use disorders treatment providers.  

This Guidance document covers the Idaho WITS Core Clinical Modules with an emphasis on modules within WITS that are used to collect TEDS/NOMs and other State data on substance use disorders clients who receive treatment in any certified substance use disorders treatment agency.  The modules included in this document are:

· Client Profile

· Client Intake

· Program Enrollment

· GAIN Assessment*
· Admission

· Treatment Plan

· Progress Notes

· Discharge

Please note that this is a draft of the training document for clinical modules developed for Idaho WITS. We expect that there will be fixes needed, things not working as expected and changes recommended and will continue to update and make changes to this document as needed. 
* The GAIN Assessment is not a WITS module. Through funding from the Idaho Office of Drug Policy, an interface between WITS and Chestnut Health Systems (the company that produces the GAIN tools) was built specifically for Idaho. The interface allows users to access Chestnut’s website through WITS to conduct GAIN Assessments. GAIN Assessments administered through WITS are hosted and maintained on the Chestnut website.
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general information

Logging into WITS

Browser: WITS requires Internet Explorer 5.0 and higher.  To access WITS type in the URL for the training or production site in the Address Line of your browser and hit the enter key.
Training:
http://idaho-training.witsweb.org
Production:
http://idaho.mountain-witsweb.org
(Put all live client information here)

Production:
http://idaho.pacific-witsweb.org

(Put all live client information here)

Please note that 
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Agency and Facility Setting

Once you have successfully logged into WITS, you’ll be directed to the “Change Facility” screen. Most users will be associated with one Agency, but may be associated with many Facilities.
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Use the drop down box to choose the Facility you wish to be working in.  The drop down includes only those facilities to which you have been given access. Everything you do with a client record will be within the limits of the facility that you select.  The exception is the client search because clients are within the higher context of an agency. Once you have selected your Agency, click Go.

Note:  If you have access to one facility only then this screen will not appear.  You will go immediately to the Home Page.
You can change your facility setting at any time by clicking on My Settings. 

Home Page
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You will see any announcements from the system or agency administrator on your Home Page.  Click Review  to view the Details of the Announcement.
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NOTE: Throughout WITS, you will see the following buttons:
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Clears all information entered and returns to the previous screen
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Takes you to the previous screen
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Takes you to the next the screen
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Saves the information on the current screen
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Searching/Adding New Clients

Starting on the Home Page
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Click on Client List
This will take you to the Client Search screen
NOTE:  Client Profile and Intake may be completed by non-clinical staff.

 Before entering a new client in the system, always search for an existing record. 
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Searching for an Existing Record:

· WITS allows you to search for all acceptable records without inputting any criteria (just click on the green GO button).

· You can narrow your search by inputting known items.  Enter the items and click GO to begin search.  NOTE: The more information you enter, the narrower you make the search (the less likely you are to find the client).
· Client aliases (other names) may also be used in the name search fields.
· You can perform a wild card search to broaden your search.  For instance, if you want all individuals with a last name beginning with Sm, enter Sm* in the last name field.
Click Go

If the client record is found based on the search criteria skip to instructions for Creating an Episode of Care (Intake).
If no records are found based on the search criteria a message will appear and you will need to add the client.
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To add the client, click on Add Client.
This will take you to the Client Profile screen

 CLIENT PROFILE
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Complete the following using the information from the BPA Screening Summary: 

NOTE: The dark yellow fields are mandatory to complete the client profile.  Dark yellow fields indicate you cannot go to the next page without completing.
· Enter First Name

· Optional: Enter Middle Name (if available)

· Enter Last Name 

· Enter Gender

· Enter Date of Birth (DOB)

NOTE:  The gender, DOB, and SSN fields are particularly important, as they feed into the system-generated Client ID field.  Once the Client ID has been created by WITS, it cannot be changed.

· Enter SSN

NOTE:  It is very important to get the client’s social security number up front.  However, if this is impossible, the system will accept “000-00-0000” as a dummy SSN.  This is the only SSN you may enter more than once. If you use all zeros for the client social security number, update this field with the client’s actual social security number when it is available. 

· Optional: Enter Driver’s License # (if available)

· Make sure “has paper file” is set to Yes  
Click Save then click on the Blue Arrow to advance to the next screen 

Note: Once you create a client, you will see the client’s name appear in the Context area of your WITS navigation bar.

[image: image20.png]Idaho-
Pacific

User. Clak Treens
‘Department of Health and Welfare, Headquarcers.
Chenc: Chcat. 1 10112163000003%




You will see the Alternative Names screen [image: image21.png]First Name. idde Name
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If the client does not have an alias click on the Forward Blue Arrow
If the client has a known alias click Add Alternate Name
You will see this screen
[image: image22.png]Alternate Names

Mestome  Jestheme  MiddeMeme  |Asons





Enter the appropriate information 

Click Save 

Click on the Forward Blue Arrow advance to the next screen
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You will see the Additional Information screen
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Complete the following: 

NOTE: The light yellow fields are mandatory to complete the client profile. 

· Select appropriate race and move to “selected race” box.

· Select ethnicity

· Select special needs and move to the “selected race” box.

· Select veteran status

· Optional: You can choose to complete the fields in white. 
Click Save then click on the Forward Blue Arrow to advance to the next screen 

You will see the Contact Info screen

 [image: image25.png]el cosmmneme
L — TP
[ —
P —

e ——

Addresses

AddressTye Address  |Confidential  |Creaed  |Updsted |





Complete the following:

· Add all applicable phone numbers.

· Add fax # and email address (if applicable)

NOTE: You should enter at least one phone number.

Click Add Address
You will see this screen
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Complete the following:

· Add all available address types from the drop down menu.. 
NOTE: You must enter at least one address to complete the record. If the client is homeless, select address type “client unknown”, put “unknown” in the address line, and then fill in city, state, and zip code.” 

· If the address is confidential, change the dropdown response to yes. 

Click Finish

This will take you back to the Contact Info screen.

Contact Info
[image: image27.png]s coestmmwmmen
e E— U R
B E—
J e E—

[ —

[T e—

Addresses

Boresstwe  paess " conmsenum Crosed pases |
sy Srem
e

Clent Home o Revew | Delete





Click Save

Click on the Forward Blue Arrow
You will see the Collateral Contacts screen
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The collateral contacts screen is used to capture family members and other individuals whom may be contacted regarding client treatment.  NOTE: A collateral contact is required for any client under 16.

Click Add Contact
You will see this screen
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Complete the following:

· Choose the applicable relation type. 

· Complete the yellow fields to add a collateral contact. NOTE:  You should enter at least one phone number 
· If Can Contact is YES then Consent on File must also be YES.
Click Save

This will take you back to the Collateral Contacts screen 

Collateral Contacts
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Click on the Forward Blue Arrow
You will see the Other Numbers screen
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Click Add Other Number
You will see this screen.
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Complete the following:
· Complete the yellow fields to add a number to the client record.
· Enter the BPA Client ID, Medicaid Number (if known), IDOC  Number (if known) and any other number as applicable.

NOTE:  You cannot delete Other Numbers once they have been used; however, you can enter an end date and inactivate them for future use in the system.

· Start Date—This will be pre-filled by WITS with the current date but can be changed.
· Status—This will be pre-filled by WITS as Active
NOTE: You can link back to the collateral contacts page by clicking “add contact.” For example, if you enter a court case number and remember you forgot to add the defense attorney in collateral contacts you can click “add contact” and it takes you back to the collateral contacts screen. 

Click Save

Click Finish
This will take you back to the Client Search screen
This completes the Client Profile.  You may now create an Episode of Care (Intake).
Creating an Episode of Care (Intake)
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Existing Client
If the client already exists in the system, then once you find the client’s name on the Client Search page, click on Activity List under Actions.   

New Client
You will already have the client selected, click on Activity List on the left hand side menu.  

You will see Episode List screen
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Click Start New Episode
You will see the Intake Case Information screen.
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Complete the following:
· Intake Facility – This will be pre-filled by WITS with the Facility chosen at log in.

· Intake Staff - This will be pre-filled by WITS as the person logged into the system.
· Enter the appropriate Initial Contact type from the drop down menu.

· Enter the County of Residence from the drop down menu.

· Enter the Source of Referral from the drop down menu 
· Case Status—This will be pre-filled by WITS as Open Active
· Date of First Contact—Enter the date the client first contacted the agency.
· Intake Date - This will be pre-filled by WITS with the current date but can be changed.
· Enter the appropriate response for a female client in the Pregnant field from the drop down menu.  NOTE:  If the client is pregnant, then the Due Date Field must be filled in.  If the client is Male, WITS will pre-fill this as not applicable.

· Enter the appropriate Priority Population from the drop down menu. This information will be on the BPA screening.  Note: This is a shared table that is used by both Adult and Children’s Mental Health.
· Optional: Enter Referral Contact.

· Enter the appropriate response from the drop down menu for HIV Tested.   

· Enter the appropriate response from the drop down menu for Past IV Drug Use from drop down menu.

· Enter the Presenting Problem in the client’s own words (this should be on the BPA screening).

· Use the mover box to select the appropriate Inter-Agency Service. 
*Reminder: The yellow fields are mandatory to complete the Intake.  Dark yellow fields indicate you cannot go to the next page without completing. Light yellow fields are required to complete the Intake.
Click Save

Click Finish
This will take you back to the Client Activity List screen.
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The Client Profile and Client Intake should now be complete.  
If they are not complete, the Status will show as In Progress.  
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Click on Details to view the items that are missing.  
NOTE:  Activities which say “In Progress” indicate that light yellow fields have not all been completed.  By clicking on the Details action link, you will get a small window showing the items that must be completed.

Click on Review to go back and enter the missing information. 
Enrolling the Client in the Assessment Only Program

Before starting a GAIN Assessment, the client must be enrolled in the Assessment Only Program

Starting from the Client Activity List screen
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Click on Program Enrollment
You will see the Program Enrollment screen
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Click on Add Enrollment.
You will see the Program Enrollment Profile screen
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Complete the following:

· Facility—Verify the correct facility is selected (where the client will receive an assessment).
· Program Name - Select the GAIN-I Assessment from the drop down menu.

· Program Staff - This will be pre-filled by WITS with the person logged into the system.
· BPA Authorization—Enter the BPA Authorization number from the assessment/treatment voucher.

· Days on Wait List - This is the number of days from the date of first contact to the date of assessment.

· Start Date – This will be pre-filled by WITS with the current date.
Click Save

Click Finish
This will take you back to the Program Enrollment screen.
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Click Finish
This will take you back to the Client Activity List screen.
Performing a GAIN-I Assessment

NOTE:  Access to perform a GAIN-I assessment is based upon QSUDP/QSUDP-Trainee Status and GAIN-I Certification.
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From the Client Activity List, click on Assessments.
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Click on GAIN.

NOTE: The Mental Health Assessment is intended for use by DHW Regional Mental Health Staff Only.

You will see this screen.
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Click on Sync Client Profile.

You should see the message that the client was successfully synced.
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Click on Perform GAIN Assessment.  This will open the GAIN-ABS window right on your screen without closing WITS.

You will see this screen.   Click on Treatment Episode One Only if this is the first GAIN-I for this client.  
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· Verify the client name is correct.

Click on Treatment Episode One.

You will see this screen.  NOTE: The menu on the left has changed.
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Click on GAIN-I Interactive Interview.

 You will see the Assessment Header screen.
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Complete the following:

· Select the GAIN-I Full template using the drop down menu.

· Enter the start time in the format of HH:MM
· Select morning or afternoon
· Click Begin Interview

Refer to the GAIN Manual for questions regarding conducting the GAIN-I. 
Leaving GAIN ABS before an assessment is complete
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To leave a GAIN-I assessment before it is complete, Click on the down arrows on the Tracker.

The screen will look like this.
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NOTE:  Move the Tracker around the screen by clicking and dragging the green Tracker header bar. 

Click Finish to close the assessment and return to the Client Record View screen.  
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NOTE: Always use the logout button (rather than clicking “x” in the upper –right hand corner of your browser) to exit GAIN ABS.

Continuing the GAIN-I at a later date

· Find the client in WITS using the instructions on pages 2-4 of this manual.  

· Follow the instructions on pages 20-21 of this manual to go to GAIN ABS.
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Click on GAIN-I

The menu on the left has changed.
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Click on Continue with Interview.  Continue with the GAIN-I and then exit GAIN ABS when finished. 

NOTE: Always use the logout button (rather than clicking “x” in the upper –right hand corner of your browser) to exit GAIN ABS.

Generating the GRRS Report 
· Find the client in WITS using the instructions on pages 2-4 of this manual.  

· Follow the instructions on pages 20-21 of this manual to go to GAIN ABS.
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Click on Run GRRS Report (V2).
This screen will appear.
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· Always identify the client by selecting Enter your own and type in the client’s first and last name. NOTE: By choosing this option, the full name of the client will print on the bottom of each page of the report as required. 
· Click Generate New GRRS.
This screen will appear.
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· Edit each section of the GRRS in accordance with the GAIN GRRS Editing and Interpretation Training.

· When you have edited all sections of the report click on GOTO 

A pop-up window will appear.

[image: image57.png]oTo 0S0 erne orer pJ = ml 5

£ https: /fwww.gainabs.org/ARSGAIN/(S(mimpdpaswwrhis v | 54

Presenting Concerns
Evaluation Procedure

Axis [ Clinical DisordersFocal Conditions
11 Personality Disorders Mental Retardation
111 General Medical Conditions
Axis IV: Psychosocial and Environmental Problems
Axis V: Average Clinical Functional Assessment Ratings
ASAM Criteria A
ASAM Criteria B: Dimension B1
ASAM Criteria B: Dimension B2
B3

ASAM Criteria B: Dimension BS

ASAM Criteria B: Dimension B6

ASAM Criteria B: Dimension B6 cont.

ASAM Criteria B: Summary Recommendations

Signatures
Preview and Set Printed Sections

e R





· Click Preview and Set Printed Sections.

Below is a partial view of the GRRS.
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· When you have completed your review and unchecked any sections you don’t want to print, click on Save and View GRRS.

· The GRRS report will display in a new Adobe Acrobat window.  Use the tools in the toolbar to print the report.

· When you are finished, close the window containing the GRRS report, then close the GRRS report and you will be back to the Client Record View. NOTE:  Always print the GRRS from GAIN ABS, not WITS. If you print from WITS, the client name will not print at the bottom of each page. 

· Use the logout button to exit GAIN ABS and close all the GAIN windows.

Taking the GRRS into WITS
If you have conducted a GAIN-I, you must download the FINAL VERSION of the GRRS Report into WITS.
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Click on Download/Update GAIN Summaries.
There will be a confirmation message for a successful download.  
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WITS will ask you if you want to change the information in WITS to reflect the answers given by the client when conducting the GAIN-I.  Choose Yes to accept the GAIN information, or No to keep the current information in WITS.  

Once you complete a GAIN-I and download the GRRS, you will be able to view it from the Client Activity screen in WITS.
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Click Review for the GAIN-I Summary.

This will bring you to the GAIN Administration screen.
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Find the GAIN-I and click Review. 

This will bring up another window with the GRRS.   NOTE: This report may be automatically minimized on your desktop.
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Close the window by clicking “x” in the upper –right hand corner of your browser.  
Ending the Assessment Only Program Enrollment
Starting from the Client Activity List screen.
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Click Review for the Client Program Enrollment (Assessment)
You will see Program Enrollment Profile screen
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Complete the following:

· Yellow fields will be pre-filled with the information entered when client was enrolled in the program.
· Termination Reason—Choose appropriate response from drop down menu. 
· Notes—Optional 
· End Date— This should be the date assessment is billed.  
Note: An End Date is required once a Termination Reason is selected.
Click Save
Click Finish

This will take you back to the Program Enrollment screen

[image: image66.png]Program Enroliment

Bevew| Delete





Click Finish
This will bring you back to the Client Activity  List screen.
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The client may now be admitted once an authorization voucher for treatment services is issued. 

If the client will be receiving treatment services go to the section on Client Admission
If the client will not be receiving treatment services continue to Closing the Intake. 

Closing an Intake 
 IF THE CLIENT IS ENTERING TREATMENT, DO NOT CLOSE THE INTAKE!   If the client is not entering treatment, then the Intake record must be closed.  
Starting on the Client Activity List screen [image: image68.png]Gain Short Screener
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Click Review for the Intake Transaction.
You will see the Intake Case Information screen [image: image69.png]Home Page
Agency b
Dispensary b
Group List &
Clent List ¥
Clent Profie b
Gain Short Screener
Beneft Appication b
Non-Episode Contact
Actity List ¥
fiakel
Drug Testing b
Wat List
Screening b

Assessments b

Admission b
Program Enrol
Encounters b
Notes b
Treatment b
Continuing Care b
Discharge b
Consent
Referrals
Payments.

Episode List

System Adminisiration b

My Settngs b

Reports

Support Ticket

Intake Case

Intake Facity Test Facy

Intake Staff Buskey, Michelle
Intal Contact Ot
Caunty of Res. /ADA

Source of Referral Prabation/Paroke Office

Referral Contact

A4 Referral Contact nfo

Inter-Agency Service

Print Report  Print View

Case #1

Case Status (Open Active

~ Date of First Contact{i/1/2011
- Intake Date[123/2011

- Pregnantlot Applcable

Target Population Adult Felons

HV Tested? Yes
Past IV Drug Use No

Presenting Problem (n Cient's Own Words)
fest

Inter-Agency Service Selected

Chid Protective Services (CPS)
CouriLegal nterface
Developmental Disabilties
Domestic Vilence.

Treatment Domains.

Other

1o [

Selected Treatment Domains

Substance Abuse

I

Date Closed| Save & Close the Case





Enter the Date Closed (date of last contact or attempted contact with client)

Click Save and Close the Case.

Click Finish.

This will close the Episode of Care and the Intake will become read only.  

Note: The Client Profile and Intake must be completed to close the Intake

Admitting A Client

The Client Profile and Intake must be complete before doing an admission.

NOTE:  Admissions must be completed by QSUDP/QSUDP-Trainees.
Starting on the Client Activity List screen.
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Click Admission
You will see the Admission Profile screen
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Complete the following: 

· Admission Type – Select the appropriate response from the drop down menu.

· Admission Date – This will be pre-filled by WITS as current date. 

· Admission staff – This will be pre-filled by WITS as the person logged into the system.
· Codependent/Collateral— This will be pre-filled by WITS as No.  Note—Codependent/Collateral  is defined as a person who has no alcohol or drug abuse problem but is seeking services because of problems arising from his or her relationship with an alcohol or dug user, has been formally admitted to a treatment program and has his or her own record within a primary client record. 
· # of Prior SA TX Admissions—This will be pre-filled from GAIN Assessment but can be changed if needed
· # of Self-help groups attended— Select the appropriate response from the drop down menu (within the last 30 days before admission). 
· Client Reported Health Status—This will be pre-filled from GAIN Assessment but can be changed if needed.
· Mental Health Problem—This will be pre-filled from GAIN Assessment but can be changed if needed.
· Methadone Treatment Planned — Select the appropriate response from the drop down menu.

· Education—This will be pre-filled from GAIN Assessment but can be changed if needed.
· White Fields —optional (you do not have to complete unless you want to). 
NOTE: Be sure to review all fields pre-filled from the GAIN Assessment for accuracy.

*Reminder: The yellow fields are mandatory to complete the Intake.  Dark yellow fields indicate you cannot go to the next page without completing. Light yellow fields are required to complete the Intake.
Click Save
Click the Blue Forward Arrow
You will see the Financial Info/Household Composition screen.
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Complete the following:

· Employment Status—This will be pre-filled from GAIN Assessment but can be changed if needed.
· Primary Income Source—This will be pre-filled from GAIN Assessment but can be changed if needed.
· Expected Payment Source—Select the appropriate response from the drop down menu.
· Insurance Type—Select the appropriate response from the drop down menu.

Household Composition
· Household Composition—Select the appropriate response from drop down menu.
· Living Arrangement— This will be pre-filled from GAIN Assessment.
· Marital Status— This will be pre-filled from GAIN Assessment.

· # of People Living With Client—Enter the number of people the client resides with.

· Relation to Client—Select the appropriate relation to client for individuals residing with the client and move to “Living with Client” box.
NOTE: Be sure to review all fields pre-filled from the GAIN Assessment for accuracy.

Click Save
Click the Blue Forward Arrow
You will see the Substance Abuse screen
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Complete the following:
· Primary—Responses that appear on the drop down menu will be pre-filled from the GAIN and are limited to those substances the client reported using during the assessment.  Choose appropriate primary substance from drop down menu.  

· Once a primary drug is entered, the severity, frequency, method and age of first use become required.

· Secondary/Tertiary—Choose appropriate response from drop down menu if applicable.  

· If a Secondary and/or Tertiary substance is indicated, then the severity, frequency, method and age of first use become required.

· Age of first use—This will be pre-filled from the GAIN.

· In the past 30 days, have you attended any support groups… —Choose the appropriate response from the drop down menu. 
NOTE:  Any Substance Use Notes that appear under the “Comments” section are pulled over from the GAIN and will not be edited.

Click Save
Click the Blue Forward Arrow
You will see the Legal History screen
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Complete the following:

· If known, select the client’s legal status (there may be more than one response appropriate to client’s current situation).

· # of Arrests in Past 30 Days.  This is the number of arrests in the last 30 days prior to admission and is required to complete Admission record.
Click Save
Click the Blue Forward Arrow
You will see the ASAM—PPC2R screen 
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This page is optional.  Comments are pre-filled from the GRRS.
Note: You will need to click “Save” before you can go to the next screen.  Clicking “cancel” will take you to the Client Activity screen and you will need to start the Admission over.

Click Save

Click the Blue Forward Arrow
You will see the Client Diagnosis screen
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Complete the following:

· Primary—Choose appropriate response from drop down menu.  This is the primary Substance Use Disorder diagnosis from the Substance Abuse Screen.  This diagnosis needs to be consistent with the diagnosis on the edited and clinically interpreted GRRS. 

· Secondary/Tertiary—Choose appropriate response from drop down menu if applicable.  Any Secondary/Tertiary Substance Use Disorder diagnosis from the Substance Abuse screen should be entered here.  The Secondary/Tertiary diagnosis needs to be consistent with the diagnosis on the edited and clinically interpreted GRRS.

*important—If you are not qualified to make a clinical diagnosis, you should indicate Yes in the Based on Clinical Impressions box for each diagnosis entered. QP Trainees must always indicate Yes and base diagnosis on the GRRS that has been signed by a Clinical Supervisor.
 
NOTE:  “Based on Clinical Impressions” (WITS language) is the same as “R/O—rule out” (GAIN language). 
· Edit Axis Evaluation— SUD Providers are not required to complete a 5-Axes diagnosis and should not do the Axis Evaluation on WITS unless qualified within your scope of practice.

Click Save

Click the Blue Forward Arrow
You will see the Treatment Team screen

[image: image77.png]>
Non-Episode Contact
Activty List ¥
ntake
Drug Testing »
Wa List
Soreening b
Assessments b
Admission ¥
Profie
FinancialHousehold
‘Substance Abuse
Legal
Asal
Diagnosis
Hreatment Toan}
Program Enrol
Encounters b
Notes
Treatment b
Continuing Care b
Discharge »
Consent

Referrals
Payments
Episode List
System Administration b
My Settings &
Reports
‘Support Ticket

Is Primar

1

Role/Rels

StaffName
Non Staff Name

RolerRelation
Review Member

Primary Care Staff

Deny Access to
Clnt Records

StartDate
Notes,

End Date




This screen allows you to record all the members of the treatment team for the client. The treatment team may be composed of staff and non-staff persons
When you enter this screen, the lower half is grayed-out. Click on the Add Team Member to add one member at time.[image: image78.png]Home Page
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You will see that the previously grayed-out area is now available
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Complete the following:

Select either a Staff or Non-Staff Name from the Drop Down Menu. 

· Staff Name—Will display the names of the staff for the facility

· Non-Staff Name—Will display the names of individuals from the client’s contact list setup in the Client Profile. If you do not see the name of the person you are trying to add to the team, you need to first add that person to Collateral Contacts. Click on the Add Contacts which will take you to the Collateral Contacts screen. You can add the details there, save, and then come back here to add the person to the team.
· Role/Relation—Choose the appropriate Role/Relation from the Drop-Down Menu

· Review Member—Indicates whether the team member is a member of the Treatment Plan review team. Select “Yes” if the individual will be participating in any review of the client’s treatment plan.

· Primary Care Staff—Select “Yes” or “No” if the person you are adding to the team is the client’s primary staff member.

· Deny Access to Client Records—Select “Yes” or “No”. If you select “Yes” this member of the treatment team will not be able to view the client’s record.

· Recovery Team Member—Optional. Indicates whether the team member is also a member of the Recovery Plan review team.  The Recovery Plan is separate from the Treatment Plan and for most SUD providers the response here is “No”.
· Start Date—This will be pre-filled with the current date but can be changed.
Click Save
Use the Add Team Member link to add additional members.

Once you have added all Team Members, click Finish
This will take you back to the Admission Profile screen.

The Admission is now complete.  You must now enroll the client in a program.  

Navigation through Idaho WITS can be done, for the most part, through the use of the Navigation pane. Just click and you’re there.





Initial ASAM Summary information (this is considered to be part of the Admission)





Episode Admission (Initial Data)


Financial, Legal, Substances and Diagnosis data





Start an Episode of care (also where to CLOSE an Episode





Current client Episode information 





Client Name, DOB, Race, Ethnicity, Address, Phone Number, Contacts and Aliases





Find a client in your agency or Consented client from another agency





Change your facility or password





All Episodes for the client in your Agency, listed by facility





Discharge client = End of the Episode





Warning Message Box: You will be warned that you must be authorized to use the site.  Click Go if you are authorized. (If you have a User ID and a Password, you are authorized to enter WITS.)





User ID:  You should have received a User ID from the WITS Administrator. Please contact the WITS Administrator if you have not received your User ID.  After entering your User ID, hit tab to enter your password or mouse click inside the Password box.





Note:  Your User ID will never change





Password: Enter your password and click Go.





Note: To manage your identity, a password has been assigned to you.  When you log in for the first time and periodically thereafter, you will be prompted to change your password.





User ID





PIN: After clicking Go next to the password, you will be asked for your Personal Identification Number (PIN). Enter your PIN and click Go.





Note: To manage your identity, a Personal Identification Number has been assigned to you.  When you log in for the first time and periodically thereafter, you will be prompted to change your PIN.
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