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Intended Audience

This user guide has been prepared for PA WITS Clinical staff members. Topics covered include
Client Profile Setup, Client Activities, Consent, Referrals, Notes, Treatment Plan,
Recovery Plan, and other important clinical information.

System Requirements

PA WITS is a web-based application accessed through an Internet (web) browser using an
Internet connection.

Internet Browsers

PA WITS is compatible with up-to-date versions of most modern Internet browsers such as:

» Microsoft Edge
» Google Chrome
» Mozilla Firefox

> Apple Safari

NOTE: When resetting PA-WITS account credentials, be sure to remove any prior saved
Passwords from the browser settings. Failing to do so may cause the browser to substitute
the older login info upon hitting “"Submit” and the login attempt will fail.

Pop-up Blocker

Certain features in PA WITS, such as Snapshot and Scheduler, will open in a separate browser
window when selected. Make sure your browser allows pop-ups from PA WITS.

Customer Resources

PA WITS Training Material Website: Contains links to user guides and other useful system
information. https://www.ddap.pa.gov/Training/Pages/DataSystem Training.aspx

PA WITS Support Structure: See Part 6 of this guide. Overview of the PA WITS problem
reporting structure that describes the proper procedures to report various types of user issues.

PA WITS Help Desk: Email: RA-DAPAWITS@pa.gov
Phone: 717 736-7459 (M-F 8:00 am-4:00 pm)

PA WITS Production Site: https://pa.witsweb.org

PA WITS Support Structure

This section describes the various levels of the support available to users, and the types of
issues each level is responsible for addressing.

Tier 1 Support: PA WITS Agency/Staff Administrator at SCA or Provider
» Champion PA WITS at your organization

> Create new staff accounts, reset passwords, lock/unlock accounts, change user account
permissions

» Have a solid understanding of WITS screens, business rules, and processes; be able to
help users with any usability issue that is covered in PA-WITS training manuals or other
available user and system documentation

DDAP Data System - PA WITS - Overview



>

Address user issues during normal operation hours

Ensure users review and complete the on-demand self-service training at:
(https://www.ddap.pa.gov/Training/Pages/DataSystem Training.aspx). Please note:
While the steps in these videos are still accurate for PA WITS functionality wise, the
appearance of the screens will be different due to a recent user interface update.

Escalate system errors or complex issues to PA WITS Service Desk (Tier 2 Support)

Tier 2 Support: DDAP, PA WITS Service Desk

>

A\

Available Monday-Friday, 8 AM - 4:00 PM (except on State Holidays) to answer calls or
emails from the SCA or Provider’s Tier 1 support designee.

Email: RA-DAPAWITS@pa.gov
Phone: 717-736-7459

Work with SCA or Provider’s Agency or Staff Administrator to see the issue through to
resolution. If the problem cannot be resolved, DDAP will escalate the issue to Tier 3
support.

Tier 3 Support: FEi Systems

The PA WITS Service Desk will work with the vendor, Fei Systems, to address issues not
resolved at the Tier 1 or 2 levels, and to address other system defects or availability issues.

DDAP Data System - PA WITS - Overview
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Part 1: Types of Agency Workflows
Workflow Diagrams

The following diagrams illustrate how the data being entered into PA WITS at a user’s agency
fits into the overall system’s workflow. This guide identifies the workflow activities of five

differing types of agencies.

NOTE: Itis important to understand workflow activities that happen outside your own agency,
particularly as it relates to consenting and referring clients to other agencies within the
system. PA WITS has been designed to capture specific pieces of information on an
individual client level as they move from one agency to another for reporting purposes.

Legend
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WITS Screen
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3. Case Management Only Agency
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4. Treatment Only Agency
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Part 2: Client Setup
Search for a Client

Where: Client List > Client Search

Before creating a new client record, perform a search for your client to ensure the client does
not have an existing profile in PA WITS.

1. To view clients within your agency, choose the desired facility from the Facility dropdown
box and click on the “Client List” menu item. A blank Client List screen will appear.

2. Use the fields in the Client Search or Advanced Search section to narrow your results.
i.e. Because Clients reside at the Agency level, leaving the Facility field blank will expand
the search terms to include clients in all the Facilities within a given Agency.

3. After entering your search criteria, click "Search” to view the results.

Client List .
" @P Client Search
P
il : Ciient Profile
Facility First Name Last Name Unique Client Number
F_ Linked Consents
= v Fix
State Waitlist
Non-Episode Con
SSN DOB PAWITS QA Client Id Provider Client ID
> Activity List
Episode List Agency Primary Care Staff Treatment Staff Intake Staff
o DISCOVERY HOUSE v v
Group List
Case Status Number Type Other Number Include Only Active Consents
=4 All Clients v - @ves Qno
Clinical
Dashboard
Advanced Search x Clear
Client List
® e
o Client List
Administration
~+ Add client /A Export
Reports Full Name Unique Client # SSN Profile
E_‘i} FLAKES, Frosto Activity List
124555PJ554644 999-
Support Ticket 7/8/2001 Male 9
Linked Consents
FLINTSONE, Fred
@ 1/3/1970 Male F45301037067890 545-58-6789

Figure 2-1: Client List screen, Action links

Look for your client in the Client List. If listed, hover over the ellipsis (three vertical dots)
in the last column and select the desired action.

If your client is not displayed in the Client List, you can create a new client record by
clicking on the “+Add Client” link.

NOTE: When searching for a client, try to use unique information, such as birthdates or social
security numbers, if possible. You can also enter a small piece of the item you are
searching for in the Name or any other field followed by an asterisk (*). This is called a
wild card search. For instance, if you search for Last Name of “"Smit*"”, the search
results will display people with the last name of “Smith”, "Smitty”, “Smithson”, etc.

DDAP Data System | PA-WITS Client Setup| 6



Duplicate Client Check

The Duplicate Client panel screen will appear when either a new client is being entered into
an agency or a client is being referred from another agency. The following criteria are used to
identify potential duplicate clients:

The generated UCN;
The current first name and current last name;

The current last name, first initial, date of birth, and gender;

YV V V V

The current last name, street address, date of birth, and gender; or
» The current last name, date of birth, gender, and zip code.

If a possible duplicate client is identified based on the UCN, the following message will be
displayed:

“"This client results in a Unique Client Number (display the UCN) that already exists or a
client by this name already exists. Please review the following information and select the
appropriate action:”

Flintstone, Winnie

Figure 2-2: New/Referred Client Information with Existing Client Information

If a possible duplicate client is identified from any other criteria, the following message will
be displayed:

"This client results in matching demographics for a client that already exists. Please review the
following information and select the appropriate action.”

@ This client results in matching demographics for a client that already exists. Please review the following information and select the appropriate action.

DDAP Data System | PA-WITS Client Setup| 7



Review the client information provided. If the referred client is the same as the existing client,
hover over the Actions column, and click “Same Client”.

If the referred client is different than the existing client, click “Different Client”.

@ This client results in matching demographics for a client that already exists. Please review the following information and select the appropriate action.

New/Referred Client Information

Different Client

Name Date of Birth Gender Address ZipCode Phone Altemnate Names
Flintstone, Wanda 6/7/1971 Female

.

-

Existing Client(s) Information

Name Date of Birth Gender Address ZipCode Phone Unigue Client # Alternate Names
Flintstone, Wilma 6/7/1971 Female 57 Bedrock Lane 17011 C40006077187870 S

\ )

x Cancel

Figure 2-3: Existing Client Information,

Same Client link

DDAP Data System | PA-WITS
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Client Search Tips

Client Names

You may use a client’s actual First and/or Last Name, Nickname or an Alternate Name in
the First Name / Last Name fields to perform a client search.

Use an asterisk (*) to perform a wildcard search.

Example: To find clients whose last name begins with the letters "JON”: Type “Jon*" in the
Last Name field. To find last names that END with the letters "JON” type “*jon”.

Client Search

Facility First Name Last Name Unigue Client Number

v jon* h

Client Social Security Numbers

Example: To search for a client whose SSN ends with 1123, type “*1123" in the SSN field.
To search by the first digits in an SSN#, move the asterisk to after the desired numbers.

Client Search

Facility First Name Last Name Unigue Client Number

SSN DOB PA-WITS QA Client Id Provider Client 1D

1123 of—

Client Birthday or Age

To search within a specific timeframe, separate the two dates in the range with a colon (:).

Example: To find clients born in the year 1990: Type “1/1/1990:12/31/1990" in the DOB
field.

Client Search

Facility First Name Last Name Unique Client Number

SSN DOB PA-WITS QA Client Id Provider Client ID

[hz1;1990:12131;1990 ﬁ

Search for clients born before or after a certain date using the (>) and (<) symbols.

Example: Entering “">12/30/1959" will find all clients born AFTER 1959. Using (<) in front
of the date will return all clients born BEFORE 12/31/1959.

Client Search

Facility First Name Last Name Unique Client Number

SSN DOB PA-WITS QA Client Id Provider Client ID

>12/30/1959 il

DDAP Data System | PA-WITS Client Setup| 9



Create Client Profile

@ Where: Client List > Client Profile

NOTE: Please search for each client before creating a new record. See “Search for a Client”
for more information. To add a new client to the system, follow the steps below.

1. On the left navigation menu, click “"Client List”, an additional navigation panel with related
elements will open.

2. In the main view window within the Client List area, click "+Add Client”.

YOS Cient List Client Search

Home Page

> Client Profile

Facility First Name Last Name Unique Client Number
E:Jz Linked Consents

State Waitlist
Non-Episode Con...

P ACHVIty it m Advanced Search v X Clear
Agency

Episode List
00 (
[ ]

Group List Client List

I~ - Add Client ) /> Export
Clinical

Dashboard

& L

Client List

&

System
Administration

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

'
Clients with Consents from Outside Agencies

Figure 2-4: Client List screen, Add Client link

3. On the Client Profile screen, enter the required client information.
Table 2-1: Client Profile fields

| Fed | Desaipton

Current First Name Type the client’s current first name.

Middle Name (Optional)

Current Last Name Type the client’s current last name.

Mother's Maiden Name (Optional)

Suffix (Optional)

Birth First Name Type the client’s first name at birth.

Birth Last Name Type the client’s last name at birth.

Gender Select the client’s gender from the drop-down list.

DOB Enter the client’s date of birth.

SSN Type the client’s Social Security Number. If the SSN is unknown, enter all
zeroes (000000000).

Driver's License and (Optional) Type the number and then select the State from the drop-down list.

State

County Select the client’s county of residence from the drop-down list.

Provider Client ID (Optional)

Has paper file (Optional) Select Yes or No. Field defaults to Yes.

DDAP Data System | PA-WITS Client Setup| 10



NOTE: The Unique Client Number (UCN) is created based on information entered on the
client’s profile. It is important that the client information is entered properly the first time,
as this will help to avoid duplicate entry of clients in the future.

are indicated by solid gold shading to the left of the field. This is true in any
area of PA WITS.

Figure 2-5: Client Profile screen

Client Profile

# Hide Context Information

Unique Client Number State Client ID

Created By Created Date Updated By Updated Date
Current First Name Middle Name Current Last Name
Mother's Maiden Name Suffix Birth First Mame
Birth Last Name Gender DoB

v o]
SSN Provider Client ID Driver's License
v
County Has paper file
- © Yes o No

Next > m Save and Finish x Cancel

Alternate Names
~+ Add

Currently, there are no results to display for Alternate Names.

4. Click “Save”. This action will generate the Unique Client Number (UCN).

DDAP Data System | PA-WITS Client Setup| 11



Alternate Names

The client’s nickname or street name may be entered here. A client’s Alternate Names entries
are searchable on the Client List screen.

5. On the Alternate Names screen, click "Add Alternate Name”, the bottom half of the
screen now becomes editable.

p
Alternate Names

{ 4 Add Alternate Name

Currently, there are no results to display for Alternate Names.

L.
First Mame Middle Name
Last Name Client Alias Type

Save and Finish x Cancel

Figure 2-6: Alternate Names screen

6. Complete at least the First Name field.

Alternate Names

-+ Add Alternate Name

Currently, there are no results to display for Alternate Names.

First Name Middle Name
I johnny|
Last Name Client Alias Type

Save and Finish x Cancel

Figure 2-7: Add Alternate Name
7. Click “Save and Finish”. The name will now appear in the list at the top of the screen.

8. From the Alternate Names screen, click the "Next>" button to open the Additional
Information screen.

DDAP Data System | PA-WITS Client Setup| 12



Additional Information
5. On the Additional Information screen, complete at least the Required fields to satisfy
TEDS reporting requirements that must be completed before creating an Intake.
Table 2-2: Additional Information screen — Required Fields for TEDS Reporting

I ™

Ethnicity Select from the drop-down list.

Selected Races Select one or more races.
NOTE: the option “Refused” cannot be combined with another option.
Have you ever served in the Select from the drop-down list.

Armed Forces, in the Reserves,
or in the National Guard?

REMINDER:

A solid gold shading to the left of the field indicates the field is "required” and must be
completed in order to save the record.

A striped gold bar indicates the field is required for a record to be considered complete by
the system, but the record may be saved without filling them in initially.

Additional Information

Ethnicity

Races Selected Races
Refused
Alaska Native
American Indian |
Black or African American
White

ALV

Special Needs Selected Special Needs
None

No Response

Developmentally Disabled

Major Difficulty in Ambulating or Nonambulation
Moderate To Severe Medical Problems

Have you ever served in the Armed Forces, in the Reserves, or in the National Guard? Citizenship

v v

Sexual Orientation Religious Preference

English Fluency Preferred Language

Interpreter Needed

General Client Comments

Figure 2-8: Additional Information screen

6. When complete, click “Save”, then click the "Next>" button to open the Contact Info
screen.

DDAP Data System | PA-WITS Client Setup| 13



Contact Info

NOTE: In Pennsylvania, an address is required to complete a client’s profile. Details on entering
homeless clients are included.

7. On the Contact Info screen, if available, enter a phone number for the client, click the
“Add Address” link to open the Address Information screen.

Contact Info

Preferred Method of Contact

Home Phone # Work Phone # Mohbile #
Other Phone # Fax #
Email Address
I
Addresses

—+ Add Address

Currently, there are no results to display for Addresses .

< Back Next > E Save and Finish x Cancel

Figure 2-9: Contact Info screen
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8. Enter the client’s Address Type using the dropdown menu and fill in at least the Address
Line 1, City, State, and Zip Code fields as required.

NOTE: If the client is Homeless, select the Address Type of "Client Homeless”. The City,
State and Zip Code fields will cease to be “required”.

Address Information

Address Type Confidential
| v Oves @ no
Address Line 1

Address Line 2

County

City State Zip

Save and Finish x Cancel

Figure 2-10: Address Information screen

9. When complete, click "Save and Finish”. The client’s address information will show in the
Contact Info screen. Add an Additional Address if needed.

10. From the Contact Info screen, click the “"Next>" button to open the Collateral Contacts
screen.

NOTE: If a client has a new address, update the Address Type of the client’s current address
record to type “Previous”, and then add the new address.

Address Validation

There is a problem with the address provided - we've produced a suggestion from the United States Postal Service below.

Pleaze Choose which version of the address you want to use.

Address Actions
Original Address: | 113 Willow Street, Scranton, Pennsylvania 18505 | Select
|Suggested Address: | 115 WILLOW ST, DUNMORE, Pennsylvania 18512 | Select

Figure 2 9: Address Validation screen

If you need to edit the address, you can revise the address from the Address Information
screen. Click “Select” for the original address.

NOTE: PA WITS uses the USPS Address Standardization Web Tool to validate client
addresses. If USPS detects any errors, PA WITS will display the results from USPS. You can
then decide to select the original address entered or the suggested address from USPS.

DDAP Data System | PA-WITS Client Setup| 15



FLAKE, Snow UCN  J583788PJB80544 59 Female

Preferred Method of Contact

B Alternate Nam.
State Waitlist
Additional Inf.
Home Phane # Work Phone # Mabile #
Contact Info
Agency
Collateral Con
Other Phone # Fax#
oo
S Other Numbers
Group List
o Client Group E.. Email Address
=
Ciinical Autnorization
Dashboard
History
Linked Consents
crenhet Addresses
& Non-Episode Con.
-+ Add Address

System
Administration > Activity List

LD Episode List

Address Type Address Confidential Created Updated

Femis Client Home 115 Willow Street, Scranton, PA 18505 No
3 belete
Support Ticket
< Back Next > m Save and Finish x Cancel

You will be returned to the Contact Info screen. Hover the cursor over the ellipsis icon next to
the address you wish to edit, then click "Review”.

After you have edited the address, click "Save and Finish” and you will be directed back to the
Contact Info screen.

Collateral Contacts

Adding Collateral Contacts is optional, however, the extra information can prove invaluable in
finding the client in the future when they are no longer actively receiving services.

On the Collateral Contacts screen, (note the fields below currently are grey), click the “"Add
Contact” link and choose the relevant Contact Type. Options include but are not limited to,
various family members, health care providers, government offices and/or service agencies and
various legal contacts.

Collateral Contacts

Currently, there are no results to display for Collateral Contacts .

First Name Address 1

Last Name Address 2

Table 2-3: Collateral Contacts Fields

| Fed | Descripton |

First Name Type the contact's first name.

Last Name Type the contact’s last name.

Relation Select the collateral contact’s relation to the client from the drop-down menu.
Address, City, State Type the contact’s address information

Can Contact Select Yes or No.

Consent On File Select Yes or No.
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Collateral Contacts

~+ Add Contact

Currently, there are no results to display for Collateral Contacts .

First Mame Address 1
LastName Address 2
Relation City State
w
Custodian Email
O Yes O No
Gender Can Contact
- O Yes O MNo
Home Phone Consent On File

Qs @ no

Zip

DDAP Data System | PA-WITS
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Collateral Contacts

- Add Contact

Currently, there are no results to display for Collateral Contacts .

First Name Address 1
Last Name Address 2
Relation City Sate
Custodian Ema
O Yes O No
Gender Can Contact
Ove Ow
Home Phone Consent On File
Oves Ono
Work Phone Notes
Mobile
Fax
Created
Other

Last Update

Legal Guardian
O Yes O No

Active Date
1/3/2022 (o)

Inactive Date

o

Save and Finish X Cancel

Figure 2-11: Add Collateral Contacts screen

11. When complete, click “Save and Finish”. The names will now be displayed in the table at

the top of the screen.

12. From the Collateral Contacts screen, click the "Next>" button to open the Other

Numbers screen.
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Other Numbers

In this section, users can add additional identifying numbers for a client, such as a court case
number.

13. On the Other Numbers screen, click the “"Add Other Number” link. The bottom half of
the screen now becomes editable.

Fill in the required information.

NOTE: This section is OPTIONAL and does not need to be completed for the profile to be
considered complete. However, once Add Other Number is chosen, the fields within it will
become required.

Ve

Other Numbers List

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

Other Number Profile

Number Type Number Start Date End Date

- 2/2/2022 [ =

Status Contact

Active A 4 flake, frosted -

Comments

Save and Finish x Cancel

Figure 2-12: Other Numbers screen

14. The Contact drop-down box will display the names of any contacts that were previously
entered in the Collateral Contacts screen. If no name is available in the drop down, click
on the “Collateral Contacts” screen to add a new record.

15. When complete, click "Save and Finish”. The numbers now show up in the table on top of
the screen.

16. Click “Save"”, then click the "Next>" button to move to the Client Group Enroliment.
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Client Group Enrollment

A Client Group Enrollment (CGE) must be entered for each client. This will identify the
funding source for the client. If the client is not being funded by an SCA, there is a "“No SCA"”
option that can be selected. The CGE can be updated as funding sources change.

Where: Client List > Client Profile > Client Group Enrollment

1. Click "Add Government Contract Enrolilment”

Payor List

‘/-‘-—-_____-——'-'_\
 + Add Government Contract Enroliment)

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

=

2. Select the Contract, or funding source, from the drop-down menu. The options will be SCAs
that the provider contracts with or *"No SCA”.

The Plan-Group field will auto populate with the appropriate information based on the
Contract selected.

The Subscriber # will auto populate with the client’'s UCN.

Government Contract Billing Information

Plan Type Payor Priority Order
Government Contract 1 v
Contract Start Date End Date
I - & @
Plan-Group Subscriber #
b J583788PJ880544

3. Enter the date the selected funding source will begin covering services in the Start Date
field.

4. Click “Save".

5. On the Payor List, click “Finish”, you will be returned to the Client Search screen.
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Update Funding Source

If a client’s funding source changes, you can update the previous funding source and add the new
funding source within the Client Group Enroliment.

1. From the Payor List, hover over the ellipsis icon next to the source and click “Edit".

Payor List
+ Add Contract Enrollment:
Priority Plan Group Subscriber/ Acct# Subscriber/ Resp Party Start Date End Date
1 Blair SCA Oversight Qversight J583788PJBB0544 12/1/2021
s
Remove
< Back m

2. Enter the End Date for the funding source.
3. Click “Save”.

The new funding source can then be added by following the steps listed on the previous page of
this guide.

History

The History sub-menu displays a list of all changes that have been made to the client’s record.
This includes the name of the person who entered that portion of the record, who has viewed
the record and what, if any, actions were taken.

c Pennsylvania-WITS UAT

FLAKE, Snow

J583788PJBB0544
UNIQUE CLIENT ID

59

1/4/1963
DOB

Female
GENDER

SSRS Reports

@ 115 Willow Street
Scranion, Pennsylvania 18505

PREFERRED METHOD OF CONTACT

Snapshot

@ Client List
-
Home Page . .
v Client Profile Client H|St0ry
Alternate Nam... :
tate Waitlist X
Additional Inf.. Date Changed System Account Description of Changes
Contact Info
Agency 2/2/2022 212 PM Saul, Michele + Client Contacts ‘flake, frosted added. Client Other Id List ‘77777 added.
Collateral Con...
00 2/2/2022 1:57 PM Saul, Michele « Address 115 Willow Street added.
== Other Numbers
Group List
client Group E... 2/2/2022 10:39 AM Saul, Michele . Accessed Client Profile Screen
L
S
D;:(”n”l;fé'm Authorization 2/2/2022 10:32 AM Saul, Michele « Accessed Client Record: "flake, snow, Client ID: J583788PJ880544
History
E' 2/2/2022 10:32 AM Saul, Michele « Client flake, snow’ added
Client List Linked Consents
-
{8,5 Non-Episode Con...

Figure 2-13: Client History screen
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Linked Consents

Where: Client List > Clients with Consents from Outside Agencies

Each time another agency consents client information to your agency, a row will be displayed in
the Clients with Consents from Outside Agencies section of the Client List screen.

If the Consent AND its accompanying Referral is accepted at the receiving agency, users with
a Clinical Supervisor role may manually link and unlink that client’s existing consents.

This action is available when a client with consented information is in fact, the same person as
a client that already has a record in the user’s agency. They may not have been automatically
linked because the names or other identifying information may have been similar enough upon
input at the “"Sending” agency to recognize the client already exists in the system at the
“Receiving” agency.

Client List

4 AddCliem  A> Export

FLAKE, §
@ e J583788PJ880544 087654444

FLAKES, Frosto
7/8/2001 Male

Q124555P)554644 999-33-1111

FLJNZ§PNE Fre‘(: . F45301037067890 545-58-6789

FLOWER, Sun
3/5/1985 Female

J793944PJ442544 000-00-0000

b e F40003147883600 000-00-0000

@ ELJNETONE ‘f:':;a: €40006077187870 357-99-8787

fO‘FjRVEiI ROD?" Q2731665662554 121-11-2222
@ = ?::': Wiake: 6000053099D1000 000-00-0000
Clients with Consents from Outside Agencies
FullName Agency Uniqoe Clon #
A?WSSKGN' Test ARC MANOR A35208080088880 555-66-8888
8/8/2000 Male
EE;R-RJ‘EJJE’W sa KIRKBRIDE CENTER B60008030099990 999-99-9999
FORR.ESI' Bobl‘)’yﬂ GREENBRIAR TREATMENT CENTER F62308138722220 121-11-2222

8/13/198

Example: A client named “"Bobby” is referred into your agency from an outside agency. Your
agency already has a record for a client named “Robert”. The Linked Consents screen allows
you to compare the New/Referred Client Information (Bobby) with the Existing Client
Information (Robert). Using this screen, you can tell that Robert and Bobby are the same
person and these two profiles can be linked together so the same client won't have two different
client profiles within the same agency.
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Link to Consented Client

NOTE: Users must have the “"Link Consents” role added to their profiles to be able to perform
this function. Your Staff Administrator can add this role to a user’s profile as needed.

1. On the left menu, click “Client List” and then click “Search”.

2. In the Clients with Consents from Outside Agencies section, hover over the ellipsis and

click “Link”.

Clients with Consents from Outside Agencies
Full Name Agency

ADMISSION, Test

ARC MANOR
8/8/2000 Male
BERRY: Jerry, KIRKBRIDE CENTER
8/3/2000 Male

FORGE ST, Hobby GREENBRIAR TREATMENT CENTER
8/13/1987 Male
MAY, Missy

Department of Military and Veterans Affairs - DMVA
2/4/1980 Female

Unique Client #

A35208080088880

B60008030099990

F62308138722220

M00002048077980

SSN

555-66-8888
999-99-9999

121-1
Activity List

Remove

Figure 2-14: Client List screen, Clients with Consents from Outside Agencies section, Link action item

3. The Link Client Search screen will appear, and the Consented Client information is

displayed as read-only fields.

Link to Consented Client

A Hide Context Information

Full Name DOB Client Number
Forrest, Bobby 8/13/1987 F62308138722220

Link Client Search

Agency Facility

DISCOVERY HOUSE

SSN
121-11-2222

Currently, there are no results to display for Clients.

First Name Last Name
SSN DOB
Unigque Client Number Provider Client ID
COther Number Number Type
h 4
» Cancel Search % Clear
Clients

Figure 2-15: Link Client Search screen
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Use the search fields to find a client with similar information.

Link to Consented Client
~\ Hide Context Information
Full Name DOB Client Number SSN

Forrest, Bobby 8/13/1987 F62308138722220 121-11-2222

Link Client Search

Agency Facility
DISCOVERY HOUSE hd

st Name Last Name
Robert
SSN DoB
Unigue Client Number Provider Client ID
Other Number Number Type

v
» Cancel @ ® Clear
Clients

Currently, there are no results to display for Clients.

Figure 2-16: Link Client Search screen, search by First Name

4. After filling out one or more search fields, click “Search” and then review the search results.

-

x Cancel Search % Clear

Clients
Unigue Client # Full Name Doe SSN Gender
Q2731665J662554 Forrest, Robert 8/13/1987 121-11-2222 Male

Figure 2-17: Link Client Search screen with search results
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5. If the information in the search results matches the Consented Client information, hover

over the ellipsis and then click “Link”.

Link Client Search

Agency Facility
DISCOVERY HOUSE v
First Name LastName
Robert
SSN DOB
Unigue Client Number Provider Client ID
Other Number Number Type
v
x Cancel x Clear
Clients
Unique Client # Full Name DoB SSN Gender
Q2731665J662554 Forrest, Robert 8/13/1987 121-11-2222

Male @

Figure 2-18: Link Client Search screen, Link Consent record

6. Click “Yes”.

Yes X No

Are you sure you want to link current consented client Bee, Bumble's consent to client Bee, Bernard?

Figure 2-19: Are you sure you want to link current consented client to the consent client?

7. The client’s Linked Consent screen will now display the consent record from the other

agency.

FORREST, Robert 34

RF

Q2731665662554 8/13/1987
DOB

Male
UNIQUE CLIENT ID GENDER

Client List . . - .
Hu!:ﬁF‘a . Linked Client Consents in Other Agencies
Bl > Ciicnt Proile

Consenting Agency
Linked Consents

Non-Episode Con...

> Activity List
ro Y x Cancel x Clear

Episode List
00
22
SrovpList Linked Consent List
P
= + Add Link
Clinical
Dashboard
Agency Client Name Unique Client # DoBs SSN Min Act. Date Max Act. Date
Client List GREENBRIAR TREATMENT CENTER Forrest, Bobby F62308138722220 8/13/1987 121-11-2222 1/1/2017 2/1/2022
System

Figure 2-20: Linked Consents screen
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Non-Episode Contact

@

Where: Client List > Non-Episode Contact

The Non-Episode Contact screen provides a place within the client’s record to document
something that happens outside or unrelated to the client’s episode of care. Once the client’s
profile information is entered, a Non-Episode Contact record can be created.

1. On the left menu, click “Client List” and search for a client.

Hover over the ellipsis (three vertical dots) of the client you want to select and click “Profile”.

2.
3. On the left menu, click *“Non-Episode Contact”.
4.

Click the "Add New Non-Episode Contact Record” link.

c Pennsylvania-WITS UAT

FLAKE, Snow 59

J583788P.BR0544 1/4/1963
DOB

UNIQUE CLIENT ID

Michele Saul

H v
b MS' piscovery HOUSE, DISCOVERY HOUSE-BLAIR

© 115 Willow Street
‘Scranton, Pennsylvania 18505

Female
GENDER PREFERRED METHOD OF CONTACT

@ Client List
age

> Client Profile
Linked Consents

Non-Episode Con

> Activity List

Non-Episode Contact List

Add New Non-Episode Contact Record

Currently, there are no results to display for the Non-Episode Contact List

Episode List

Figure 2-21: Non-Episode Contact List

5. Complete the fields on the Non-Episode Contact Note screen.

Table 2-4: Non-Episode Contact Note fields

T T

Contact Date

Start Time

End Time

Duration

Contacted By

Contact Reason

If Other, Specify
Location

Contact Type

Referral

Referring Agency
Referred By - First Name
Referred By - Last Name
Referred By - Phone
Severity Rating

Created Date

Signed Notes

Enter the date when the client contacted.

Enter the start time including AM or PM.

Enter the end time including AM or PM.

The duration fields will auto calculate based on the Start Time and End Time fields.
Defaults to the staff member name currently signed in.

Select from the drop-down list.

Read-only field unless “Other” is selected in the Contact Reason field.

Select from the drop-down list.

Select from the drop-down list.

(Optional) Select “Formal”, *
(Optional)

(Optional)

(Optional)

(Optional)

(Optional)

Read-only field displaying the date and time the Non-Episode Contact Note was
created.

Informal”, or “None”.

Read-only field.
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T T

Unsigned Notes Type notes about the event.
Outcome (Optional) Select from the drop-down list.
Reason for ineligibility (Optional)

Follow-Up Steps Selected Select one or more options.

NOTE: These values are controlled by the “Followup Step” code table.

115 Willow Street
FLAKE, Snow 59 i
S F Scranton, Pennsylvania 18505
J583788P.J880544 1/4/1963 Female
UNIQUE CLIENT ID DoB GENDER PREFERRED METHOD OF CONTACT
Client List .
. (i:' Non-Episode Contact Note
ome Page
- > Client Profile
Contact Date Contact Reason If Other, Specify
Linked Consents & oth
/ er -
State Waitlist /a0
Non-Episede Con.
Start Time End Time Duration
N > Activity List 10:00 AM 1015 AM 15 Minutes
Agency
Episode List
00 Location Contacted By
- 3 Church - Saul, Michele -
Group List
Contact Type Severity Ratin
5 = yREne
cal Phaone v -
oard
Referral Referring Agency
& -
Client List
{g} Referred By - First Name Referred By - Last Name
Admini n
Referred By - Phone Created Date
2/2/2022 239 PM
Unsigned Notes
Support t Snow Flake phened our Crisis Hotline after a church service. The Pastor's sermon stirred up Snow Flakes emotions

Figure 2-22: Non-Episode Contact Note Profile screen
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6. Click “Save” and then click “Sign Note".

FLAKE, Snow UCN  J583788P880544 59 Female

Signad Notes

Outcome

Reason for Ingligibility

Follow-Up

Follow-Up Steps

i Follow-Up Steps Selected
Alcohol treatment A Mental health treatment
API
Clinic

Drug treatment
FMH

Save and Finish x Cancel

Figure 2-23: Sign Note

(~1v]

7. The Signed Note will now be displayed in the read-only field. Click "Save and Finish”.

Unsigned Notes

Signed MNotes

Signed by Saul, Michele, 2/2/2022 2:54:46 PM:

Snow Flake phoned our Crisis Hotline after a church service. The Pastor's sermon stirred up Snow Flakes emotions.

Figure 2-24: Signed Notes
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Part 3. Activity List

It is important to understand that data collection in PA WITS happens within a Client’s Activity
List. The Case, or Episode of Care, is the container that holds all client activities. The beginning
and end of a client’s Episode of Care are recorded on the Intake transaction, where the Intake
Date starts the Episode and the Date Closed marks the end of the Episode (these fields are
shown in Figure 3-6: Intake Case Information screen).

The concept diagram below illustrates how this data collection is structured within the client
Activity List. This Activity List is comprised of three (3) primary nested containers: Episode
(e.g., Case, or Intake), Admission, and Program. The double lines connecting the Program
container represent multiple program enrollments, which are allowed within a single Admission.
In the diagram, arrows denote the sequence of progressing through each container.

When an Episode of Care ends for a client, this signifies that the client is no longer receiving
services. It's possible that client may return later.

Client Activity List

Start of Episode
(aka Start a Case, Start an Intake)

Discharge

End of Episode
(aka Close Case, Close Intake)

Figure 3-1: Concept Diagram of Data Collection Structure within Client Activity List
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When client activities are recorded in PA WITS, the Client Activity List screen serves as a
“dashboard” view.

NOTE: To access items within the Activity List, a client must be selected first.

The Activity List can serve as the “dashboard’ view for the information that has been collected
for a given client within an Episode. Each Activity on the Activity List has a status to help the
end user determine if that activity is "Complete” or “In Progress”. When an activity is “In
Progress”, a Details link is available which displays the information needed to complete the
activity.

Certain client activities must be complete before you can proceed to a following activity.
Validation rules will guide you throughout the workflow as you enter new data.

CAMPER, Charlie 22 © 100 Diamond Ave

Apartment2
Male Hazileton, Pennsylvania 18201
GENDER PREFERRED METHOD OF CONTACT

CC

C51609069998741 1 9/6/1999
UNIQUECLIENTID  CASE# DOB

Client List
Home Page . P .
> Client Profile Client Activity List
Linked Consents
Activity Activity Date Created Date Status
NonrEpisade Con
00 . client Information (Profile) 101472020 10/14/2020 Completed
=-3 ~ Activity List
Group List
Intake Intake Transaction 10/14/2020 10/14/2020 Completed
2 ‘
Er=) Screening Tool Admission 10/14/2020 10/15/2020 completed
Dashboard
> Assessments
Client Program Enrollment (863 OP (1A)) 10/14/2020 10/15/2020 Open
> ASAM
PCRC Summary Consent (Department of Military and Veterans Affairs - DMVA) 10/14/2020 10/20/2020 Completed
> Admission Outcome Measures - Client Status (Initial) 10/14/2020 10/15/2020 Completed
> Outcome Mea
client Program Enrollment (Year 3 SOR DMVA) 10/16/2020 10/20/2020 open
Program Enroll
Referral (Department of Military and Veterans Affairs - DMVA) 10/20/2020 10/20/2020 Completed
Diagnosis List
> Encounters Outcome Measures - Client Status (Final) 12/30/2020 2/3/2022 In Progress (Details) _
> Notes )
Recovery Plan (Recovery Plan) 5/26/2021 5/26/2021 Completed

Figure 3-2: Client Activity List, Details link

Outcome Measures - Client Status Progress

= Self Help Frequency is missing.

Figure 3-3: Details link, list of missing information

NOTE: A Client Program Enrollments typically have a status of "Open” while the client is
actively participating in a program, or “Closed” once an End Date is entered. Some Client
Activities do not have a concept of being "Complete”. For those activities, the Status will be
listed as “"Not Applicable”.
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Start New Episode (New Clients)

@ Where: Client List > Activity List > Episode List

In PA WITS, all items located in a client’s Activity List are based upon an active Episode of
Care, which is started by creating an Intake. You must complete an Intake to perform any
client activities within the system.

1. On the left menu, click "Episode List".

2. Click the “Start New Episode” link.

FLAKE, Snow 59 © 115Willow Street

Scranton, Pennsylvania 18505

J583788PJ880544 1/4/1963 Female
UNIQUE CLIENT ID DOB GENDER PREFERRED METHOD OF CONTACT

@ Client List
@ Please select a case, or click Start New Episode.
Home Page .
> Client Profile

Linked Consents

Agency
Non-Episode Con...
0o i i
== > Activity List EpISOde LISt
Group List
Episode List — Start New Episode
R4
el Currently, there are no results to display for the Episode List.

Dashboard

&

Client List

Figure 3-4: Episode List screen, Start New Episode link

3. If the client profile is missing certain information, such as an Address or fields on the
Additional Information screen, a New Episode cannot be created and an error message
will appear, as shown in Figure 3-5 below.

FLAKE, Snow 59 © 115 Willow Street

S F Scranton, Pennsylvania 18505

J583788P.J880544 1/4/1963 Female
UNIQUE CLIENT ID DOB GENDER PREFERRED METHOD OF CONTACT

Client List
@ €) Cannot begin an episode of care for the current client until the Client Profile and Client Group Enroliment are completed.
Home Page
» Client Profile

Linked Consents

Agency

Non-Episode Con...

22 > Activity List EpiSOde List

Group List

Episode List

4
Clinical Currently, there are no results to display for the Episode List

Dashboard

E

Client List

Figure 3-5: Episode List screen, Error Message

4. 1If the client profile is complete, clicking “Start New Episode” will open the Intake Case
Information screen, shown in Figure 3-6: Intake Case Information screen at the end of the
Intake” section that follows.
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Intake

Where: Client List > Activity List > Intake

NOTE: When completing the client’s first Intake, click “"Save and Finish”, and system will

take you to the Screening Tool.

1. Complete the fields on the Intake Case Information screen.

Table 3-1: Intake Case Information Fields

T T S

Intake Facility
Intake Staff
Initial Contact
Case Status

Initial Contact Date

Intake Date

As a result of the screening for TB, was

this individual referred for testing or
treatment?

Is Client Public Funded?
Funding SCA

Source of Referral

Referral Contact

Pregnant

Due Date

Prenatal Treatment

Injection Drug User
Problem Area

Presenting Problem (In Client’s Own
Words)

Scheduled Assessment Date

Assessment Date

Pre-populates with the current facility location.
Pre-populates with the current staff member name.
Select from the drop-down list.

Defaults to “Open Active”.

The date when the Client first reached out for treatment. For the
clients first intake in PA-WITS this field will be editable. When a
client is referred from one agency to another, the Initial Date of
Contact will be in a Read-Only mode. This field is used in
calculations for the Case Management Resource Report.

Enter the client’s intake date, (which also marks the beginning of
the client’s Episode). This field is used in calculations for the Case
Management Resource Report.

Select from the drop-down list.

(Optional)
Select from the drop-down list.

Select from the drop-down list. NOTE: The Source of Referral
should be the original/initial referral source.

(Optional) Select from a list of the client’s collateral contacts.

Is the client pregnant at the time of admission? Complete if
applicable.

(Optional)

(Optional) Is the client also receiving prenatal treatment? Select
Yes/No if applicable.

Select Yes or No.
(Optional)
(Optional)

This field is used in calculations for the Case Management
Resource Report.

This field is used in calculations for the Case Management
Resource Report. NOTE: Changing the value of this field will
cause the screen to be refreshed.
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T T

If assessment cannot be scheduled within This field is used in or the Case Management Resource Report.
7 days, why? NOTE: Changing the value of this field will cause the screen to
be refreshed.

Did client complete scheduled This field is used in or the Case Management Resource Report.
assessment? NOTE: Changing the value of this field will cause the screen to
be refreshed.

Why was scheduled assessment missed?  This field is used in or the Case Management Resource Report.
NOTE: Changing the value of this field will cause the screen to
be refreshed.

Scheduled Admission Date This field is used in or the Case Management Resource Report.
NOTE: Changing the value of this field will cause the screen to
be refreshed.

Special Initiatives/Populations Selected  Select one or more options. If client is not part of a Special
Initiative or Population, select None.

Inter-Agency Service Selected (Optional)

Selected Domains This field will be pre-populated and read-only if there is only one
domain associated with the agency. If the agency has multiple
domains, select the appropriate domain(s) for the client.

Date Closed The Date Closed field is used to mark the end of the client’s
Date Closed EpISOde

[@] save & Close the Case

DWAREF, Sleepy UCN  Q793828AH939544 CASE# 1 67

Dashboard

Intake Facility Intake Staff Case Status
> Assessments
El DISCOVERY HOUSE-BLAIR - Discovery, Michele - Open Active -
>
Client List ASAM
Initial Gontact Initial Gontact Date Intake Date
PCPC Summary
Walk-in v 11/1/2021 () 1021 (B
> Admission
Pregnant Due Date Prenatal Treatment As aresult of the screening for TB, was this individual referred
~ for testing or treatment?
> Outcome Mea... Not Applicable O Yes o No
No -
Program Enroll
o A
Diagnosis List Is Client Public Funded Funding SCA
O Yes O No Blair County Drug and Alcohol Program, Inc -
> Encounters
Source of Referral Referral Contact
> Notes
Clergy/Religious - - Add Collateral Contact
Tx Team
Scheduled Assessment Date Assessment Date If assessment cannot be scheduled within 7 days, why?
Treatment Plan /22021 B 11/2/2021 (& -
> Discharge
Did client complete scheduled assessment? Why was scheduled assessment missed? Scheduled Admission Date
> Recovery Plan @ ves Owo v 2021 B
Consent .
Injection Drug User Problem Area
Referrals No v v
Episode List Presenting Problem (In Client's Own Words)

Figure 3-6: Intake Case Information screen

5. Click “Save and Finish”, the Screening Tool will appear.
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Screening Tool

Where: Client List > Activity List > Screening Tool

NOTE:
this screen and you can skip to step humber 4.

If you've just completed the client’s Intake, the system will automatically bring you to

1. On the left menu, click “"Client List” and search for a client.

Hover over the Actions column and click “Activity List”.

2
3. On the left menu, click “Screening Tool”.
4

Complete the Screening Tool fields as shown in the table below.

Table 3-2: Screening Tool Fields

. Ffed | Descripton |

Screening Date

Interviewer
Health Insurance

This field defaults to the Intake Date, which was
entered on the client’s Intake screen.

Defaults to the staff member currently signed in.
Select from the drop-down list.

Substance Abuse - For the following fields marked with an asterisk*, select options for Primary, Secondary, and
Tertiary, as applicable. When a screening tool is consented, this information can be pulled forward into the client’s

continuing case in another agency.

*Substance

*Severity

*Frequency

*Method

*Detailed Drug Code

*# of DAYS since LAST use of the substance indicated above

Are you experiencing any of the following symptoms? (If
yes, he/she must be transferred to a clinical staff person)

Selected Symptoms
Other (specify)

Have you recently been treated by medical personnel for an
overdose?

Date of last overdose?

Psychiatric

Are you having any current thoughts of harming yourself or
others? (If yes, he/she must be transferred to clinical staff
person who will make arrangements for a crisis intervention
handoff)

Prenatal/Perinatal

Are you experiencing any pregnancy complication that you
feel may require emergency care?

If yes, explain:

Outcome

Screening Outcome

Notes

(Optional)

Select one or more symptoms.

Only required if "Other” was a symptom selected
above.

Select Yes/No.

Only required if “Yes" is answered to previous
question

Select Yes/No.

Select Yes/No.

(Optional)
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Screening Tool

Screening Date Interviewer

ﬂ o021 B ﬂ =

Health Insurance

| sca v
Substance Abuse
Rark Substance Severity Freguency Method Detailed Drug Code
Primary: U Alcoho v v I] Daily v ﬂ Oral w | | Alcohol/Spirits v
Secondary: ﬂ Marijuana/Hashish v L ﬂ 1-3Times/Month “ Smoking ¥ | | Marijuana/Hashish v
Tertiary: ﬂ None ¥ INJA N/A N/A Not Applicable
Primary Secondary Tertiary
# of DAYS since LAST use of the substance indicated above I] 1 I] 3

Are you experiencing any of the following symptoms? (if yes, he/she must be transfered o a
clinical staff persan)

Symptoms Selected Symptoms
None Nausea/Vomiting
Hallucinations o Uncontrollable Shaking
Seizures Other
Severe Cramps 0

Other (specify)
Headache

Have you recently been treated by medical perscane! for an overdose? Date of last overdose?

Oves @ e

Psychiatric

s, he/she must be
is intervention handoff)

Are you having any current thoughts of harming yourself or others? (if y
transferred to clinical staff perscn who will make arrangements fora

Ove @

Prenatal/Perinatal

Are you experiencing any pregnancy complication that you feel may require emergency care? 1f yes exzlain
Outcome

Screening Cutcome Notes

ﬂ Referral to clinical staff for emergentca.. ¥

ﬂ m 8 Cance{

Figure 3-7: Screening Tool

5. Click "Save and Finish”, the Client Activity List appears.
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Tx Team (Treatment Team)*

@ Where: Client List > Activity List > Treatment Team

*Optional section - Each client may have a Treatment Team created to ensure the
appropriate staff have access to each client record.

1. On the left menu, click “Client List” and search for a client.
2. Hover over the ellipsis icon corresponding to your client and click “Activity List”.

3. On the left menu, click “Tx Team”.

Add Team Member
4. Click the "Add Team Member” link.

Treatment Team

-|— Add Team Member Assign Group

Currently, there are no results to display for Treatment Team .

Profile
Staff Name Non Staff Name
Add Collateral Contact
Role/Relation Start Date End Date Review Member
Primary Care Staff Deny Access to Client Records
Treatment Sub-Teams Selected Sub-Teams
Recovery

ARV

Figure 3-8: Treatment Team screen, Add Team Member link

5. Complete the Team Member fields.
Table 3-3: Treatment Team Member fields
T R T
Staff Name Select available agency Staff Members from the drop-down list.

Non Staff Name This drop-down list includes collateral contacts previously entered for the client.
Select a contact who is part of the client’s treatment team. If the drop-down list is
missing a contact, click the Add Collateral Contact link to enter that contact for the

client.

Role/Relation Select an option from the drop-down list.

Review Member Will the team member review the client’s record, including the treatment plan?
Select Yes/No.

Primary Care Staff Is the team member primarily responsible for the client’s treatment? Select Yes/No.
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| Fed | Descripton |

Deny Access to Client Records

Selected Sub-Teams
Start Date
End Date

Notes

Profile

Staff Name
GPRA, Michele

Role/Relation

Counselor

Primary Care Staff
O Yes @ No

Treatment Sub-Teams
Recovery

Notes

Will the client’s records be hidden from this team member? Select Yes/No. If this is
set as "Yes”, then the selected staff will not be able to see that Client record in the
Agency Client List screen.

“Recovery” must be selected for this Team Member to appear on the Recovery Plan.

Defaults to today’'s date. May need to be updated for each Tx Team Member.

(Optional)

MNon Staff Name

v v Add Collateral Contact
Start Date End Date Review Member
v 5/5/2021 [ ] Oves @ no

Deny Access to Client Records
O Yes @ No

Selected Sub-Teams

©
o

Save and Finish x Cancel

Figure 3-9: Treatment Team screen, Add New Team Member

6. Click “"Save”. Add additional team members as needed.
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Assign Group*

*Optional section - Treatment Team Groups are created by your Agency Administrator. If a
group is not available, please see your supervisor.

7. Click “Assign Group”.

FLINTSTONE, Wilma 50 © 57 Bedrock Lane

WF Bedrock, Pennsyivania 17011
C40006077167870 1 6711971 Female
UNIQUECLIENTID  CASE# DoB

GENDER PREFERRED METHOD OF CONTACT

Client List

» Client Profile Treatment Team

Linked Consents Y iddteniiembe  ( assign oroup

Non-Episode Con
“Team Member Name Is Primary Care Member? Review Member

Role/Relation Start Date End Date
< Activity List
Group List
o Discovery, Michele No No Case Manager 0/1/2021
Intake
<
o Screening Tool GPRA, Michele No No Counselor 5/5/2021

Dashboard

> Assessments

Figure 3-10: Treatment Team screen, Assign Group link

8. Select the appropriate Treatment Team group(s), if available.

Select Groups to Add to Treatment Team

Available Groups Selected Groups
Contracted CM TxTeam2020

(A1)

@ x Cancel

Figure 3-11: Select Groups to Add to Treatment Team

Click “Assign”. Staff members who are included in the selected Group will then be listed
in the client’s Treatment Team.

G N
Treatment Team
-|— Add Team Member: Assign Group
Team Member Name Is Primary Care Member? Review Member Role/Relation Start Date End Date
Discovery, Michele No No Case Manager 9/1/2021
GPRA, Michele No No Counselor 5/5/2021
Nirella, Joshua No No Counselor 2/3/2022
. J

Figure 3-12: Treatment Team with team members added to list
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9. To update information for an individual team member, hover over the ellipsis icon and then
click "Review”.

s
Treatment Team
-+ Add Team Member Assign Group

Team Member Name Is Primary Care Member? Review Member Role/Relation Start Date End Date

Discovery, Michele No No Case Manager 9/1/2021

GPRA, Michele No No Counselor 5/5/2021 - :

)

Nirella, Joshua No No Counselor 2/3/2022 H

Figure 3-13: Treatment Team screen, Review Team Member link

10. Update the Team Member fields as needed.

NOTE: Pay attention to the Start Date, as it may need to be changed.

-
Treatment Team
—+ Add Team Member Assign Group
Team Member Name Is Primary Care Member? Review Member Role/Relation Start Date End Date
Discovery, Michele No No Case Manager 9/1/2021
GPRA, Michele No No Counselor 5/5/2021
Nirella, Joshua No No Counselor 2/3/2022
.
Profile
Staff Name Non Staff Name
GPRA, Michele - - Add Collateral Contact
Role/Relation Start Date End Date Review Member
Counselor v |ss21 B B Ots @ no
Primary Care Staff Deny Access to Client Records
Qv @ no Qv @ ne
Treatment Sub-Teams Selected Sub-Teams
Recovery

[>]
(<]

Figure 3-14: Treatment Team screen, Review and Update Team Member information

11.Click “Save and Finish”.
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Assessments - TAP (Treatment Assignment Protocol)

@ Where: Client List > Activity List > Assessments > TAP

NOTES: Providers are not required to use the TAP in WITS as their assessment tool, but it is

available.

An Intake TAP assessment cannot be added after the client is admitted; otherwise, the following
error message will appear as shown below in Figure 3-15. Once an Admission record has

been entered, users will only be able to add a Follow-up TAP.

€) You cannot add an Intake TAP assessment after the client is admitted, or after you have already completed an Intake TAP assessment.

7~

Treatment Assignment Protocol List

i + Add New Intake TAP: -} Add New Follow up TAP

Currently, there are no results to display for the Treatment Assignment Protocol List.

Figure 3-15: Intake TAP Assessment Error Message

Add New Intake TAP

1. On the left menu, click “"Client List” and search for a client.

2. Hover over the Actions column and click “Activity List".

3. On the left menu, click "Assessments” and then click “TAP".
4. Click the "Add New Intake TAP” link.

CAMPER, Happy 22 () 302EBroad St

Hazleton, Pennsylvania 18201

HC

C51609049996960 1 9/4/1999
UNIQUE CLIENT ID CASE # DoB PREFERRED METHOD OF CONTACT

@ Client List

Home Page = =z
> Client Profile Treatment Assignment Protocol List

Linked Consents

—+ Add New Follow up TAP
Agency

Mon-Episode Con...
Currently, there are no results to display for the Treatment Assignment Protocol List

[o]e]
[ e e

v Activity List

Group List

5. Enter the Interview Date, then click “Save”.

TAP Interview Date

Interview Date
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TAP: Client Profile

6. Complete the fields on the Treatment Assignment Protocol Assessment: Client Profile.

Table 3-4: Treatment Assignment Protocol Assessment: Client Profile fields

T h | Dwopten

Class
Interview Date
Contact Code

Source of Referral

Primary Payment Source
Interviewer

Special Code

Military Status:

Pregnant

Race:

Ethnicity:

Religious Preference
How Long at Current Address
Is the Residence Owned by You or Family

County of Residence:

Controlled Environment in Last 30 Days?
How Many Days in Controlled Environment

Days Attended AA/NA/Similar Meetings in
Last 30 Days

Months Since Discharged from Last Admission

Is This a TAP for Concerned Person

Read-only field; displays “Intake”.
Populates with date entered on previous screen.
Read-only field; displays “In person”.

Read-only field. Displays selection entered on the
Intake screen. If the Source of Referral information
is updated on the Intake screen, this read-only field
(on the TAP) will also be updated automatically.

(Optional)
Defaults to the staff member currently signed in.
(Optional)

Read-only field. Displays selection entered on the
Client Profile Additional Information screen.

Read-only field. Displays selection entered on the
Intake screen.

Read-only field. Displays selection entered on the
Client Profile Additional Information screen.

Read-only field. Displays selection entered on the
Client Profile Additional Information screen.

(Optional)
(Optional)
(Optional)

Read-only field. Displays selection entered on the
Client Profile screen.

(Optional)
(Optional)
(Optional)

(Optional)
(Optional) Select Yes/No.

DDAP Data System | PA-WITS

Activity List| 41



Treatment Assignment Protocol Assessment: Client Profile

“ Show Context Information

Class How Long at Current Address
Intake 3 /|4 Yrs/Mo

Interview Date Is the Residence Owned by You or Family
10/4/2020 Qv Qno

Contact Code

In person Luzerne

Source of Referral Controlled Environment in Last 30 Days?

Court/Criminal Justice - O Mo -

Primary Payment Source How Many Days in Controlled Environment

SCA -
niervigwer Days Attended AA/NA/Similar Meetings in Last
Discovery, Michele  w 30 Days
2
Special Code
- Months Since Discharged from Last Admission

Military Status:

No |s This a TAP for Concerned Person

O Yes @ No

Pregnant

Figure 3-17: Treatment Assignment Protocol Assessment: Client Profile screen

7. Click “Save”.
8. Click the “"Next>" button.
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TAP: Withdrawal
9. Complete the fields on the TAP Withdrawal screen.

Treatment Assignment Protocol Assessment: Withdrawal

%" Show Context Information

1. What iz the longest # of days in a row that yvou have gone without using alcohol and/or drugs:

a. Inthe last 30 days?

b. In the last & months?

2. |s the client reporting or exhibiting any of the following symptoms:

Withdrawal Symptoms Selected Withdrawal Symptoms
Abdominal cramps/diarrhea D

Anxiety, Depression 0

Back spasms (<]

Excessive sweating

3. How many times in your life have vou been treated for:

a. Alcohol abuse?

b. Drug abuse?

4, How many of these were for:

a. Alcohol detox only?

Figure 3-18: Treatment Assignment Protocol Assessment: Withdrawal screen

10. Click “Save”.
11.Click the “Next>" button.
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TAP: Medical
12. Complete the fields on the TAP: Medical screen.

Treatment Assignment Protocol Assessment: Medical

A Hide Context Information

Intake ID Client Name Unigue Client Number SSN
6515 Camper, Happy C51609049996960 252-65-9696
DOB Gender
9/4/1999 Male
1. How many times in your life have you been hospitalized for medical treatment? 2. How long ago was vour last hospitalization for a physical problem?

3. Do you have a history of or current diagnosis of any of the following

Abscess [
Arthritis Y ©
Cardiac

Cirrhosis or liver problems o
Diabetes

5. Are you taking any prescribed medication on a regular basis
4. Do you have chronic medical problems which continue to interfere with your life? for a physical problem?

O Yes O Mo o Yes O Mo Please list

Figure 3-19: Treatment Assignment Protocol Assessment: Medical

13. Click “'Save".
14.Click the “Next>" button.
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TAP: Co-occurring

15. Complete the fields on the TAP: Co-occurring screen.

Treatment Assignment Protocol Assessment: Co-occurring

% Show Context Information

1. How many times have you been treated for any psychological or emaotional
problems in a hospital ar in-patient setting?

Have you had a signiﬂc;nt period, that was not a direct result of 2
alcohal/drug use, in which you have: g B
2. Experienced serious depression, sadness, hopelessness, lack of interest? O Yes O Yes
O Mo O MNo
3. Bxperienced serious anxigty, tension, inakility to relax, unreasonable worry? O Yes O Yes
O Mo O MNo
4. Experienced hallucinations or saw/heard things that did not exist? O Yes O Yes
O Mo O No
5. Experienced trouble understanding, concentrating, remembering? O Yes O Yes
O Mo O MNo
6. Experienced trouble controlling violent behavior including rage or violence? O Yas O Yes
O Mo O MNo
7. Experienced serious thoughts of suicide? O Yes O Yes
O No O No
8. Attempted suicide? O es O tes
O Mo O MNo

Figure 3-20: Treatment Assignment Protocol Assessment: Co-occurring

16. Click “Save”.
17.Click the “Next>" button.
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TAP: Motivation

18. Complete the fields on the TAP: Motivation screen.

Treatment Assignment Protocol Assessment: Motivation

Vv Show Context Information

1. Is the client motivated to change his/her alcohol/drug use?
O Yes O Mo

2. Are there any medical conditions which interfere with the client's treatment needs? Please Specify

O Yes O Mo

3. How important now to the client is treatment for these medical problems?

-

4. Are there any psychological conditions which interfere with the client's treatment needs?
O Yes O Mo

Figure 3-21: Treatment Assignment Protocol Assessment: Motivation
19. Click “Save”.
20. Click the “Next>" button.

TAP: Alcohol/Drug Usage
21. Complete the fields on the TAP: Alcohol/Drug Usage screen.

Treatment Assignment Protocol Assessment: Alcohol/Drug Usage

# Hide Context Information

Intake ID Client Name Unique Client Number
6515 Camper, Happy C51609049996960

DoB Gender

9/4/1999 Male

1. Which substance do you consider to be the client's:

a. Primary prablem?

Figure 3-22: Treatment Assignment Protocol Assessment: Alcohol/Drug Usage

22.Click “'Save”.
23.Click the “Next>" button.

SSN
252-65-9696
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Support Systems (System:s)

TAP: Employment
24. Complete the fields on the TAP: Employment screen.

Treatment Assignment Protocol Assessment: Employment

V' Show Context Information

1. Education completed?

2. Training or technical ed?

/ Yrs/Mo

3. Do you have a profession, trade, or skill? Please specify:

@ Yes O No

Figure 3-23: Treatment Assignment Protocol Assessment: Employment

25. Click “Save".
26. Click the “Next>" button.

TAP: Social
27.Complete the fields on the TAP: Social screen.

Treatment Assignment Protocol Assessment: Family/Social Relationships

W Show Context Information

1. What is your current relationship status?

v

2. Are you satisfied with this situation? If no, please specify

w

3. What has been your usual living arrangement?

v

Figure 3-24: Treatment Assignment Protocol Assessment: Social

28. Click “Save".
29. Click the “Next>" button.
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TAP: Legal
30. Complete the fields on the TAP: Legal screen.

Treatment Assignment Protocol Assessment: Legal

~ Hide Context Information

Intake ID Client Name Unigue Client Number
6515 Camper, Happy C51609049996960

DOB Gender

9/4/1999 Male

1. Was this admission prompted by the criminal justice system?

O Yes O No

2. Are you on parole or probation?
O Yes O Mo

Figure 3-25: Treatment Assignment Protocol Assessment: Legal

31. Click “Save”.
32.Click the “Next>" button.

TAP: Summary

33. Complete the fields on the TAP: Summary screen.

Treatment Assignment Protocol Assessment: Summary

A Hide Context Information

Intake ID Client Name Unique Client Number
6515 Camper, Happy C51609049996960

DOB Gender

9/4/1999 Transgender — Identifies as Female

Interviewer Confidence Rating:

1. In your opinion, is the information in this assessment significantly distorted due to client’s misrepresentation?

v
2. In your opinion, is the information in this assessment significantly distorted due to client’s ability to understand?

-

Comments

Figure 3-26: Treatment Assignment Protocol Assessment: Summary

34. Click “Save”.
35. Click the “Next>" button.

SSN
252-65-9696

SSN
252-65-9696
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TAP: Narrative

36. Review the information on the TAP: Narrative screen.

# Hide Context Information

Intake ID Client Name Unique Client Number SSN
6515 Camper, Happy £51609049996960 252-65-9696
DOB Gender
9/4/1999 Male
Withdrawal

Client reports and/or exhibits no withdrawal symptoms. Client denies a past history of IV drug use.

Medical

Client denies a history or current diagnosis of any medical problems.

Alcohol/Drug Usage

The client reports no evidence of other addictions.

Legal
Client denies any history of arrests.

Figure 3-27: Treatment Assignment Protocol Assessment: Narrative

37.Click “Save and Finish”.

If Miscellaneous Notes have not already been entered for the Gambling and TB Screening
questions, a new screen will appear with a prompt stating, "Miscellaneous Notes should be
entered for Gambling and TB Screening, would you like to collect the information at this time?”
Select “Yes”. Selecting “'Yes” will open the Notes screen, steps for adding these
Miscellaneous Notes are included in Part 4 of this guide.

Miscellaneous Notes should be entered for Gambling and TB Screening, would you like to collect the information at this time?

[ Yes ] x No

If the Gambling and TB Screening notes have already been entered, this screen will not
appear. Clicking “Finish” will return the user to the Treatment Assessment Protocol List.
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Add New Follow up TAP

Once an Admission record has been entered, users will only be able to add a Follow-up TAP.
If users try to enter a Follow-up TAP Assessment before an Admission record has been
added, they will see the following error message:

CAMPER, Happy 22 () 302EBroad St

HC Hazieton, Pennsylvania 18201

C51609049996960 1 9/4/1999
UNIQUE CLIENT ID CASE # DOoB PREFERRED METHOD OF CONTACT

Client List
v @F € There is not an Admission record for this case. A follow up TAP can only be created after the client is admitted.
lome Page
> Client Profile

Linked Consents
Non-Episode Con...
22 N Treatment Assignment Protocol List

Group List

Intake + Add New Intake TAP ¢"T =~ Add New Foliow up TAP
=
Clinical Sereening Tool Date of Interview Interviewed By Interview Class
Dashboard
~ Assessments )
E 10/4/2020 Discovery, Michele Intake

Client List wImne

Users should create a Follow-up TAP, instead of making changes to an Initial TAP, if one was
created prior to Admission.

On the left menu, click “Client List” and search for a client.

N

Hover over the ellipsis and click “Activity List".

w

On the left menu, click "Assessments”, then click “TAP".
Click the “"Add New Follow up TAP” link.

B

CLIENT, New 21

C45311080023450 1 11/8/2000 Identifies as Male
UNIQUE CLIENT ID CASE # DoB GENDER

@ Client List

Home Page . .
> Client Profile Treatment Assignment Protocol List

Linked Consents + Add New Intake TAP Add New Follow up TAP

Non-Episode Con

0o Date of Interview Interviewed By Interview Class
=5 v Activity List

Group List

ulepl 1/18/2019 Tharne, Stacy Intake

Intake

]

Figure 3-28: Add New Follow up TAP

5. Enter the Interview Date, then click “Save”.

TAP Interview Date

Interview Date

2/3/2022 [
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6. If a TAP was completed within the last 6 months, you will be given the option to pull
forward that information into the Follow-up TAP. You can then edit the previously entered

information.

Would you like to pull forward information from the most recent TAP from 12/1/20217 The pre-population may override any existing data for

the current record.

Yes * No X Cancel

7. Complete the fields on the TAP: Client Profile screen as shown in the table below.

Table 3-5: Follow-up TAP Client Profile fields

. Fed | Desaipton

Class

Interview Date

Contact Code

Source of Referral

Primary Payment Source
Interviewer

Special Code

Military Status:

Pregnant
Race:
Ethnicity:

Religious Preference
How Long at Current Address
Is the Residence Owned by You or Family

County of Residence:

Controlled Environment in Last 30 Days?
How Many Days in Controlled Environment

Days Attended AA/NA/Similar Meetings in Last
30 Days

Months Since Discharged from Last Admission

Is This a TAP for Concerned Person

Read-only field; displays “Follow-up”.

Populates with the date entered on the previous
screen.

Select “In person” or “Telephone”.

Read-only field. Displays selection entered on the
Intake screen. If the Source of Referral information is
updated on the Intake screen, this read-only field (on
the TAP) will also be updated automatically.

(Optional)
Defaults to the staff member currently signed in.
(Optional)

Read-only field. Displays selection entered on the
Client Profile Additional Information screen.

Read-only field. Displays selection entered on the
Intake screen.

Read-only field. Displays selection entered on the
Client Profile Additional Information screen.

Read-only field. Displays selection entered on the
Client Profile Additional Information screen.

(Optional)
(Optional)
(Optional)

Read-only field. Displays selection entered on the
Client Profile screen.

(Optional)
(Optional)
(Optional)

(Optional)
(Optional) Select Yes/No.
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# Hide Context Information

Intake ID SSN Client Name DOB
1277 154-99-2345 client, new 11/8/2000
Unique Client Number Gender
C45311080023450 Transgender — ldentifies as Male

Class How Long at Current Address

Follow-up Yrs/Mo

Interview Date

|5 the Residence Owned by You or Family
2/3/2022 Oves QO mo

Contact Code

Blair
Source of Referral Controlled Environment in Last 30 Days?
Court/Criminal Justice - C -
Primary Payment Source How Many Days in Controlled Environment
w
Interviewer Days Attended AA/NA/Similar Meetings in Last

Discovery, Michele — w 30 Days

Special Code
Months Since Discharged from Last Admission

Figure 3-29: Follow-up TAP Client Profile screen

8. Complete the Follow-up TAP by reviewing and updating the client’s answers to the nine
questionnaires in the following topics: Withdrawal, Medical, Co-Occurring, Motivation,
Drug Alcohol Usage, Employment, Social, Legal, and Summary. Use the Next> and
<Back buttons to move between screens and click “Save” to save the client’s responses.

9. Review the information on the Narrative screen, then click “Save and Finish”.

If Miscellaneous Notes have not already been entered for the Gambling and TB Screening
questions, a new screen will appear with a prompt stating, “Miscellaneous Notes should be
entered for Gambling and TB Screening, would you like to collect the information at this time?”
Select "Yes”.

Selecting “Yes” will open the Notes screen, and steps for adding these miscellaneous notes
are included in Part 4 of this guide.

If the Gambling and TB Screening notes have already been entered, this screen will not
appear, and clicking “Finish” will return the user to the Treatment Assessment Protocol
List.
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Placement Summary
ASAM

@ Where: Client List > Activity List > ASAM

Once a Level of Care Assessment using ASAM criteria has been completed, the ASAM
Summary can be entered.

On the left menu, click “Client List” and search for a client.

2. Hover over the ellipsis and click “Activity List”.
3. On the left menu, click *"ASAM"”.
4. Click “"Add ASAM".

CLIENT, New 21
NC Transgender -

C45311080023450 1 11/8/2000 Identifies as Male
UNIQUE CLIENT ID CASE # DOB GENDER

@ Client List
Home Page
R > Cliert Profile ASAM List
Linked Consents

Non-Episode Con...

50 Currently, there are no results to display for the ASAM List .
(== ~ Activity List

Group List

Figure 3-30: ASAM List screen, Add ASAM
5. Complete the fields on the ASAM screen as shown in the table below.
Table 3-6: ASAM Fields

T T o

Type In the drop-down list, select "Admission”, “Continued Stay”, or
"Discharge”.

Dimensions
For each of the following six (6) dimensions, complete these three (3) fields:
e Level of Risk (optional) — select a number from the drop-down list
e Level of Care - select an option from the drop-down list.
e Criteria Included/Comments - type applicable comments
*Dimension 1 - Acute Intoxication and/or Select the Level of Risk (optional), Level of Care, and complete the

Withdrawal Potential Criteria Included/Comments field.
*Dimension 2 - Biomedical Conditions and = Select the Level of Risk (optional), Level of Care, and complete the
*Complications Criteria Included/Comments field.
*Dimension 3 - Emotional, Behavioral, or Select the Level of Risk (optional), Level of Care, and complete the
Cognitive Conditions and Complications Criteria Included/Comments field.
*Dimension 4 - Readiness to Change Select the Level of Risk (optional), Level of Care, and complete the

Criteria Included/Comments field.
*Dimension 5 - Relapse, Continued Use, or = Select the Level of Risk (optional), Level of Care, and complete the

Continued Problem Potential Criteria Included/Comments field.

*Dimension 6 - Recovery / Living Select the Level of Risk (optional), Level of Care, and complete the
Environment Criteria Included/Comments field.

Recommended Level of Care Select from the drop-down list.

Actual Level of Care Select from the drop-down list.
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T R o

Clinical Override This field becomes required when the Recommended Level of Care and
the Actual Level of Care fields do not match.

Comments Type any applicable comments.
Date Enter the date when the ASAM was administered.
Program This field will be empty unless a client has a program enrollment.

CLIENT, New 21

C45311080023450 1 11/8/2000
UMIQUE CLIENT ID CASE # Do8

Client List

» Cliemt Profile
) Typ
Linked Consents
-
MNon-Episode Con...
Dimension
ih ~ Activity List 1- Acute Intoxication and/or  Level of Risk  Level of Care
Group List e P L
Withdrawal Potential - .
Intake
Screening Tool Criteria Included/Comments

» Assessments

~ ASAM
Profile
PG S 2-Biomedical Conditions and  Level of Risk  Level of Care
» Admission Complications - :
» Outcome Mea... Criteria Included/Comments
Program Enrall

Diagnosis List

» Encounters

» Motes " ,
3 - Emaotional, Behavioral, or Level of Risk  Level of Care
T Team Cognitive Conditions and - -
Complications
Treatment Plan Criteria Included/Comments
» Discharge

» Recovery Plan

Consent

Referrals
Figure 3-31: ASAM Placement screen

6. Click "Save”. In the Administrative Actions box, click “"Sign ASAM”. Once the ASAM
Summary has been signed, the summary will become “read-only”.

Please note that only users who have completed the required ASAM Criteria trainings are
authorized to sign ASAM Summaries. Users who have not completed the trainings will be
required to have their supervisor review the assessment and sign the ASAM Summary.

Administrative Actions

Sign ASAM

7. Click “Save and Finish”.
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Admission

@ Where: Client List > Activity List > Admission

The Admission Screen in PA WITS denotes the date when a client has been admitted into
Treatment but does not always represent the date when a Level of Care has been assigned.
The admission process may not be completed in one visit.

On the left menu, click “"Client List” and search for a client.

N

Hover over the ellipsis and click “Activity List”.

W

On the left menu, click "Admission”.

»

Complete the fields on the Admission Profile.

Table 3-7: Admission Profile Fields

T T

Admission Type Defaults to Initial Admission.

Admission Staff Defaults to the staff member currently signed in.
Admission Date

Selected Administrative Checklist Items (Optional)

WE FLINTSTONE, Wilma 50 O B e

C40006077187870 1
UNIQUE CLIENT ID CASE #

6/7/1971 Female
DOB GENDER PREFERRED METHOD OF CONTACT

Client List . .
{2} e Admission Profile

Home Page
SRl . Ciicnt Profile

Linked Consents

#~ Hide Context Information

Agency a
Rl Non-Episode Con... Full Name Residence/Borough Referral Source Gender
Flintstone, Wilma Clergy/Religious Female
oc
==} ~ Activity List .
Group List DOB Age Race Ethnicity
Intake 6/7/1971 50 White Not of Hispanic Origin
=Y
Clinical Screening Tool
Dashboard
astinoar Admission Type Admission Staff Admission Date
> Assessments
Efl Initial Admission hd Discovery, Michele hd 8/2/2019 [l
Client List > ASAM
Administrative Checklist Selected Administrative Checklist Items
{E} PCPC Summary 0
System ~ Admission
IAdministration 0
Profile
Youth

Assmt Sco... Next > m Save and Finish x Cancel

Figure 3-32: Admission Profile screen

5. Click “Save and Finish”.

NOTE: Optional information can be entered by clicking the “"Next>" button. Please see the
following page.
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Youth Admission screens are available to capture specific information about youth clients.
This information is not required as a part of TEDS data collection or the DDAP Case
Management and Clinical Services Manual.

Admission

Youth Admission

(]

Client is a Student ent is a Gang Member
oy oy oy oy
\_J) Yes \_J Na L) Yes \_J Mo

Guardian Name

Guardian Type

School Mame

School Contact

w» | Add School Contacts

Attending Grade Days Suspended in Last 30 Days

Current GPA Days Absent in Last 30 Days

POSIT Scores

Substance Use Score Paer Score Leisure Recreational Score
Physical Health Score Education Status Score Aggression Score

Mentzl Health Score Vocational Status Score HIV Risk Score

POSIT Family Score Social Skall Score

£ Back Mext » Save and Finish # Cancel

Figure 3-33: Admission, Youth Admission screen
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Assessment Scores

Medical
]
Employment
Drug

Alcohol

Legal

Family
Psychiatric

Controlled Environment

Load Latest Assessment Scores
Clear Assessment Scores

€ Back m Save and Finish X Cancel

Figure 3-34: Admission, Assessment Scores screen
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Outcome Measures (Initial)

@ Where: Client List > Activity List > Outcome Measures

The Outcome Measures module in PA WITS is used to collect data needed for the NOMS
extract, which is reported to SAMHSA. Be sure to complete all the steps on the Outcome
Measures screens to ensure accurate and complete TEDS information is collected.

NOTE: When the client is ready to be disenrolled from a treatment program, or if the client
needs to be moved to a different level of care, an Update or Final Outcome Measure will
be required. Please ensure your Outcome Measure data is collected within one (1) day of
program disenrollment.

On the left menu, click “Client List” and search for a client.
Hover over the ellipsis and click “Activity List”.

On the left menu, click "Outcome Measures”.

Click “"Add New".

AR W N -

CAM PER, Happy 22 © =202EBroadst

H C Hazleton, Pennsylvania 18201

C51609049996960 1 9/4/1999
UNIQUE CLIENT ID CASE # DoB PREFERRED METHOD OF CONTACT

@ Client List
Bl > Ciicnt Profile Outcome Measures List

Linked Consents +

Add New

MNon-Episode Con...
Currently, there are no results to display for the Outcome Measures List .

~ Activity List

Figure 3-35: Outcome Measure screen, Add New link
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Client Status

5. Complete the fields on the Outcome Measures - Client Status screen.

Table 3-8: Outcome Measures — Client Status (Initial) fields

. Fed | Desciption

Date Pre-populates with the Admission Date.

Type Defaults to "Initial” when adding first Outcome Measure.

Pregnant Pre-populates with the selection entered on the Intake
screen. Select Yes or No, if applicable.

Due Date Pre-populates with the selection entered on the Intake
screen. Enter client’s Due Date, if applicable.

Profile

Codependent/Collateral Select Yes/No.

Co-Occurring SA and MH Problem Select from Drop Down.

Medication Assisted Tx Select from Drop Down.

SMI/SED Status Not required

# of Prior SA Tx Episodes Enter # of Prior Episodes

# of times the client has attended a self-help
program in the 30 days preceding the date of
reference (admission or discharge) to
treatment services. Includes attendance at
AA, NA, and other self-help/mutual support
groups focused on recovery from substance
abuse and dependence.

Education
Education Status Select from Drop Down.

Financial/Household

Employment Status Select from Drop Down.

Source of Income Select from Drop Down.

Primary Payment Source Select from Drop Down.

Health Insurance Select from Drop Down.

Marital Status Select from Drop Down.

Living Situation Select from Drop Down.

# of Other Dependents Not required

# of Children Under 18 Living/Not Living This field will be required for state reporting when the
w/Client client's gender (entered on the Client Profile screen) is either

“Female” or “Transgender — Identifies as Female”.

Living Situation

# of Children Under 18 Living/Mot Living w/Client

Legal
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T R | Depten |

# of Arrests in Past 30 Days
Mental Health Legal Status
Add Selected Legal History
Remove Selected Legal History
Selected Legal History

Not required
Not required

Substance Abuse - For the following fields marked with an asterisk*, select options for Primary, Secondary,

and Tertiary as applicable.

For the following fields marked with two asterisks**, these fields will pre-populate with information entered on
the most recent Screening Tool. This includes Screening Tool records that the client consented to share, and

records created within the context agency.
**Substance

**Severity

**Frequency

**Method

**Detailed Drug Code

*At what age did the client FIRST use the
substances indicated above (if unknown,
enter '97")

*# of DAYS since LAST use of the substances
indicated above:

Tobacco/Nicotine

Have you ever used Tobacco/Nicotine
products?

Smoker Status?
Age of First Use

In the past 30 days, what tobacco/nicotine
product did you use most frequently?

Other (Please Describe)

In the past 30 days, how often did you use
tobacco/nicotine product(s)?

Not Required.

Not Required.

Not Required.

Select Yes, No, or Unknown. If “Yes” is selected, the
following fields will become editable.
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Outcome Measures - Client Status

Date Type
| 2/1/2024 B Initial =
Pregnant Due Date

Not Applicable

Domains Selected Domains
o Substance Use
Profile
Codependent/Callateral Co-Occurring SA and MH Problem # of Prior SA Tx Episodes
O Yes @ No No v 1
Medication Assisted Tx SMI/SED Status
Yes - Methadone v v

# of times the client has attended a self-help program in the 30 days preceding the date of reference (admission or discharge) to treatment services.
Includes attendance at AA, NA, and other self-help/mutual support groups focused on recovery from substance abuse and dependence.

1-3 times in past month v

Education

Education Status

High School Diploma v

Financial/Household

Employment Siatus Source of Income

Full-time (Salary Unknown) v Wages/Salary -

Figure 3-36: Outcome Measures — Client Status screen, Initial Outcome Measure

6. Click “Save”.
7. Click the “Next>" button.
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Diagnosis

8. Complete the fields on the Client Diagnosis screen.

NOTE: TEDS does not require a Secondary and Tertiary diagnoses. DDAP also does not
require Medical or Psychological diaghoses to be entered.

Table 3-9: Client Diagnosis fields

S hed | espten

Effective Date Pre-populates to the Outcome Measure date.

Time Pre-populates to 12:00 AM.

Diagnosing Clinician In the drop-down list, select the staff member who diagnosed the client.
NOTE: this field will only display staff members with the Client Diagnosis
role.

GAF Score (Optional)

9. Click “Edit Diagnosis” to add one or more diagnoses for the client. This link can also be
used to edit a previously entered diagnosis.

Client Diagnosis

Effective Date Time
/ 12:00 AM

Primary 2/1/2022 =

Expiration Date Time
Secondary

-
Diagnosing Clinician
v

Tertiary

GAF Score

Behavioral Diagnosis

Currently, there are no results to display for Behavioral Diagnosis .

Figure 3-37: Outcome Measures - Client Diagnosis screen, Edit Diagnosis link
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10. On the Edit Diagnosis screen, enter the following information, as listed in Table 3-10
below.

Table 3-10: Client Diagnosis, Edit Diagnoses fields

= hea | omaptn

Type Select “Behavioral” from the drop-down list.

Diagnosis Type at least two (2) characters for options to appear in the drop-down list. Select an
option. Please note that only ICD 10 codes are available in PA WITS. If the diagnosis,
either the exact code or wording that is on your form, is not listed, select Unknown.

Principal Diagnosis Select "Yes".

NOTE: At least one diagnosis must be marked “Yes"” as the Principal Diagnosis.

Comments Type any comments if applicable.

Client Diagnosis

Type

Diagnosis Principal Diagnosis

Select an option w o Yes @ No

Comments

* C]ear E

Behavioral Diagnosis

Currently, there are no results to display for Behavioral Diagnosis .

Figure 3-38: Outcome Measures - Client Diagnosis, Edit Diagnosis screen

Client Diagnosis

Type

Principal Diagnosis

w O Yes @ Mo

Medical
Psychosocial

Figure 3-39: Client Diagnosis, Edit Diagnosis screen, select Type of diagnosis
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Client Diagnosis

Type
Behavioral v

Diagnosis Principal Diagnosis
Select an option - o No
al

F10.11 Alcohol abuse, in remission(ICD)

F10.21 Alcohol dependence, in remission(ICD)

F10.920 Alcohol use, unspecified with intoxication, uncomplicated(ICD)
F10.929 Alcohol use, unspecified with intoxication, unspecified(ICD)
F64.1 Dual role transvestism(ICD) “
F16.11 Hallucinogen abuse, in remission(ICD)

F16.21 Hallucinogen dependence, in remission(ICD)

F16.129 Hallucinogen abuse with intoxication, unspecified(ICD)

F16.920 Hallucinogen use, unspecified with intoxication, uncomplicated(ICD)

F1A 070 Hallirinnnan nea ninenarifiad with intavieatinn nnenacifiadirm

Behavioral Diagnosis

Currently, there are no results to display for Behavioral Diagnosis .

Figure 3-40: Client Diagnosis, Edit Diagnosis screen, select client’s diagnosis

11.Click “"Save”. The Diagnosis information will update in the Behavioral Diagnosis section
of the screen.

12. Enter the Secondary Diagnosis and/or Tertiary Diagnosis, if applicable.

NOTE: TEDS does not collect Secondary and Tertiary diagnoses.

Client Diagnosis

Type

Behavioral -

Diagnosis Principal Diagnosis.
Select an option a Ove @
stresq

F43.0(308.3) Acute stress reaction(1CD)

F43.11 (309.81) Postraumetic stress disorder, acute(ICD)

F43.12 (309.81) Postraumatic stress disorder, chroniciiCD)

F43.10(309.81) disorder, fied(ICD)

F43 8 Other rezctions to severe stress(ICD)

F43.9 (309.9) Reaction 1o severe stress, unspecified(ICD)

et E

Behavioral Diagnosis

Code Descrigtion Comments Principal

F10.11 Algohol abuse, in remission Yes

F12.129 Cannabis abuse with intoxication, unspecified No

Figure 3-41: Client Diagnosis, Edit Diagnosis screen with multiple diagnoses

13. Click “Finish”. You will be redirected to the main Client Diagnosis screen.
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Client Diagnosis
# Edit Diagnosis

Pimary
F10.11-Alcohol abuse, in remission(ICD)

Secondary

Tertiary

Effective Date
2202 8

Expiretion Date

Diagnosing Clinicizn

Discovery, Michele

GAF Seore

Time
12200.AM

Time

Behavioral Diagnosis

G o o G
F1011 Alcohol abuse, in remission Yes
F12129 Cannabis abuse with intaxication, unspecified No
F439 Reaction to severe stress, unspecified Ne

Medical Diagnosis

Currently, there are no results to display for Medical Disgnosis -
Psychosocial Diagnosis
Currently, there are no results to display for Psychosogial Diagnosis -
CBack  New> E x ancel
Figure 3-42: Client Diagnosis screen with list of client’s diagnoses
14. Select the client’s Secondary diagnosis, if applicable.
Client Diagnosis
# Edit Diagnosis
Effactive Date Time
22022 &8 12:00 AM
Primary
F10.11-Alcohol abuse, in remission(ICD) e
Expiration Date Time
Secondary 1
F Y
Diagnosing Clinician
! Discovery, Michele -

F12.129-Cannabis abuse with intoxication, unspecified(ICO)
F43.9-Reaction to severe stress, unspecified(ICD)

GAF Score

Figure 3-43: Client Diagnosis screen, select Secondary diagnosis
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15. Select the client’s Tertiary diagnosis, if applicable.

Client Diagnosis
# Edit Diagnosis

Effective Date
2 B

Pimary
F10.11-Alcohol abuse, in remission(ICD)

Expirstion Date

- Disgnosing Clinician
e Discovery, Michele
( g
G Seare

T 5
F43.9-Reaction to severe Stress, unspecified(ICD)

Time
12:00 AM

Time

Behavioral Diagnosis

Code Description
Flo11 Alconal abuse, in remission

F12129 Cannahis abuse with intoxication, unspecified
Fa39 Reaction 1o severe stress, unspecified

Comments

Principal

Yes

No

No

Medical Diagnosis

Currently, there are no results to display for Medical Diagnosis

Psychosocial Diagnosis

Currently, there are no results to display for Psychosocial Diagnosis

Figure 3-44: Client Diagnosis screen, select Tertiary diagnosis

16. Click “Save”.
17.Click the “Next>" button.
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Program Enroll

18.0n the Program Enrollment screen, click "Add Enrollment”.

Program Enrollment

Program Name

Modality

Active Program Enrcllments During Date Range
From To

2/4/2021 2/4/2022

m el

Facility

Program Enrollment List

Program Name

Year 3 SOR DMVA

End Date Facility Notes

10/14/2020 DISCOVERY HOUSE-BLAIR

=

Figure 3-45: Outcome Measures — Program Enrollment screen

19. Complete fields on the Program Enrollment Profile as shown in the table below.

Table 3-11: Program Enrollment Profile fields

T T

Facility

Program Name
Program Staff
Start Date

Days on Wait List

Reason for waiting?

Notes

Defaults to the currently Facility name.
Select from the programs available.
Pre-populates with the current staff member name.

Pre-populates with the Outcome Measure date.

If the client had to wait longer than two weeks to access the recommended level
of care, select the reason from the drop-down list.

This field will be required if:

The program enrollment start date is more than 14 days from the most recent
ASAM date.

The LOC associated with the program is different than the Recommended LOC of
the most recent ASAM (consented or client activity).

Type any notes as needed.
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Program Enrollment Profile

Facility Days on Wait List Start Date
DISCOVERY HOUSE-BLAIR v 0 2/4/2022 E
Program Name Reason for waiting? End Date
863 10P (1B) 4 L4

Program Staff

Discovery, Michele -

Termination Reason

MNotes

ﬂ Save and Finish x Cancel

Figure 3-46: Program Enrollment Profile screen

20.0n the Program Enrollment Profile screen, click “Save and Finish”.

21.0n the Program Enrollment screen, click “Finish”.
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Outcome Measures (Update and Final)

NOTE: When the client is ready to be disenrolled from a treatment program, or if the client needs
to be moved to a different Level of Care, an Update or Final Outcome Measure will be
required. Please ensure your Outcome Measure data is collected within one day of program
disenrollment.

DDAP will be utilizing Update Outcome Measure when a client is transferring from one Level of
Care to another within the same facility. A Final Outcome Measure will be completed when
transferring from one facility to another, or when the client is no longer in treatment at your
facility. Itis possible that you may not enter an Update Outcome Measure and would proceed
directly to the Final Outcome Measure.

1. From the Outcome Measures List, click "Add New"”.

CAMPER, Happy 22

C51609049996960 1
UNIQUE CLIENT ID

¢ 302E Broadst
Hazleton, Pennsylvania 18201

HC

Transgender -
Identifies as Female
GENDER

9/4/1999

CASE# DOB PREFERRED METHOD OF CONTACT

@ Client List

Home Page

> Client Profile

Linked Consents

Non-Episode Con...

Outcome Measures List

oo Type Date Domain(s)
==  Activity List
Group List

roup Li Initial 2/1/2022 Substance Use

Intake

=
Clinical
Dashboard

Screening Tool

Figure 3-47: Add New Outcome Measure

2. On the Outcome Measures Client Status screen, complete the following information:

. Fed | Desipton |

Date Enter the date of discharge from the current level of
care
Type Select Update or Final

Date of Last Contact

Was this individual offered case management
services at the time of discharge from this level of
care?

Profile

# of times the client has attended a self-help
program in the 30 days preceding the date of
reference (admission or discharge) to treatment
services. Includes attendance at AA, NA, and other
self-help/mutual support groups focused on
recovery from substance abuse and dependence.
Legal

# of Arrests in Past 30 Days

Substance Abuse

Frequency

Enter the last date when treatment occurred

Select “yes” or “no” from the drop down.

Select the updated Frequency from the drop-down
menu.
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3. Click “"Save” and then the “"Next>" button.

4. On the Diagnosis screen, you only need to update information if the Diagnosis has
changed. If no changes are needed, click the “"Next>" button.

On the Program Enrollment screen, you will complete two tasks: unenroll the client from the
current Level of Care and enroll them in the new Level of Care.

5. Hover over the ellipsis of the current program. Click “"Review"”.

Program Enrollment List
—+ Add Enroliment

Program Name Start Date End Date Facility Notes

863 10P (1B) 2/2/2022 DISCOVERY HOUSE-BLAIR . :

Year 3 SOR DMVA 10/14/2020 DISCOVERY HOUSE-BLAIR
Delete

_

6. Enter the End Date (the date of discharge from the program) and the Outcome
Measure Date that was entered on the Client Status screen. This date should not be
confused with the Date of Last Contact.

7. Select the Termination Reason.

Program Enrollment Profile

Facility Days on Wait List Start Date
DISCOVERY HOUSE-BLAIR v 0 2/2/2022 E
Program Name Reason for waiting? End Date
863 10P (1B) v - 2/4/2022 [0

Program Staff

Discovery, Michele v

Termination Reason

I Completed treatment goals, referred to lower LOC v

Notes

m Save and Finish x Cancel

8. Click “Save and Finish”.

Next you will complete the enrollment into the new Level of Care.

NOTE: This will not be done if completing a Final Outcome Measure.
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9. On the Program Enrollment screen, click “*Add Enrollment”.

p
Program Enrollment List

Add Enrollment
Program Name Start Date End Date Facility Notes

863 10P (1B) 2/2/2022 2/4/2022 DISCOVERY HOUSE-BLAIR

Year 3 SOR DMVA 10/14/2020 DISCOVERY HOUSE-BLAIR

AN

Figure 3-48: Outcome Measures — Program Enrollment screen
22.Complete fields on the Program Enrollment Profile as shown in the table below.

Table 3-12: Program Enrollment Profile fields

T T

Facility Defaults to the currently Facility name.

Program Name
Program Staff
Start Date

Days on Wait List

Reason for waiting?

Select from the programs available.
Pre-populates with the current staff member name.

Pre-populates with the Outcome Measure date.

If the client had to wait longer than two weeks to access the recommended

level of care, select the reason from the drop-down list.

This field will be required if:

The program enrollment start date is more than 14 days from the most recent
ASAM date.

The LOC associated with the program is different than the Recommended LOC
of the most recent ASAM (consented or client activity).

Notes Type any notes as needed.

DDAP Data System | PA-WITS Activity List| 71



Program Enrollment Profile

Facility Days on Wait List Start Date
DISCOVERY HOUSE-BLAIR - 2/472022 El
Program Mame Reason for waiting? End Date
B63 0P (1A) v -

Program Staff
Discovery, Michele v

Termination Reason

MNotes

E Save and Finish x Cancel

Figure 3-49: Program Enrollment Profile screen

23.0n the Program Enrollment Profile screen, click “Save and Finish”.

24.0n the Program Enrollment screen, click “Finish”.

NOTE: A client cannot be enrolled in more than one TEDS or treatment program at a time. For
example, if a client is discharged from detox at 11:00 pm and immediately transferred to
rehab, the program enrollment Start Date for rehab must be the following day. The Start
Date for the new program enrollment cannot be the same as the End Date for the previous
program enrollment.
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Consent
Create Client Consent Record

@ Where: Client List > Activity List > Consent

The consent is a formal process adhering to 42 CFR Part 2, which governs the sharing of client
information between agencies and facilities using PA WITS. A consent may also be used to
record the sharing of information (on paper) with agencies who do not use PA WITS, making the
consent part of the electronic health record.

It is also important to note that redisclosure of information is not possible in PA WITS, even with
client consent. For example, if Agency A discloses information to Agency B, such as the client’s
Intake or Screening, then the client transfers to Agency C, the Intake or Screening cannot
be sent from Agency B’s records. Agency C would need to contact Agency A to have those
records disclosed, which will involve a new Client Consent Record being created at Agency A.

1. On the left menu, click “Client List” and search for a client.

2. Locate the client, hover over the ellipsis and then click “Activity List”.
3. On the left menu, click "Consent”.
4

Click the “"Add New Client Consent Record” link.

BEAR, YOgi 63 () 240Blackbum Rd

Quarryville, Pennsylvania 17566

YB

B60005015819580 1 5/1/1958 Male
UNIQUE CLIENT ID CASE # DoB GENDER PREFERRED METHOD OF CONTACT

@ Client List

Home Page

> Client Profile

Client Consent List

F::é Linked Consents —+ Add New Client Consent RecurdD

State Waitlist

Mon-Episode Con...

~ Activity List

Currently, there are no results to display for the Client Consent List

5. Select “No”.

Is this related to a waitlist record?

Yes X No

6. On the Client Disclosure Agreement screen, complete the following fields.

Table 3-13: Client Disclosure Agreement fields

. Fed | Desripton |

Entities with Disclosure Agreements Select from the drop-down list. This field will display a list of agencies
that have previously created a Disclosure template. This will prepopulate
fields in the “Client Information To Be Consented” section, which can then
be modified if needed.

System Agency Select “Yes” if the agency uses PA WITS.

Disclosed to Agency Select the agency that will be receiving the client’s information.
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. Fed | Desaripton |

Facility

Purpose for Disclosure

Earliest date of services to be
consented

Has the client signed the paper
agreement form

Date client signed consent

Select the facility within the selected Agency that will be receiving the
client's information. Select All Facilities, or an individual facility.

Type the reason for creating the Consent record.

Select the date.

Select “No” to save the screen and have the client sign the paper form
(see below), after client has signed, select “Yes".

This field will become editable when “Yes” is selected in the previous field.

Client Disclosure Agreement

% Show Context Information

Entities with Disclosure Agreements

All Other Agencies

Systemn Agency

@ Yes Q Me

Disclosed To Agency
Disclosed To Entity (Mon System Agency)
Purpose for Disclosure

treatment

Eariest Date of Services to be Consented

1282020 B

O Yes @ Mo

DEERFIELD CENTER FOR ADDICTIONS TREATMENT

Facility

- WARREN-DEERFIELD CENTER -

Has the client signad the paper agreement form Date Client Signed Consent

Client Information To Be Consented

Expiration Type
Discharge(UD) -

Client Information Jptions
Medication Summary
Mizcellanegus MNote Detail
PCPC Summary
Recovery Plan
Recovery Plan Review
RS3 Questionnaire
Screening Tool
TAP Assessment
Traatrnent Plan
Treatment review
‘Wraparound Plan of Care

*Expiration type is required for disclosure activities.

*Expirstion type is required for Disclasure activities.

Disclosure Selection
Admission (UD, +180)
ASAM (UD, +180)
Client Informaticn (Profile) (UD, +180)
Consent (UD, +180)
Diagnosis List (UD, +1580)
Discharge (UD, +180)
Discharge/Continuing Care Planning (UD, +180)
Drug Test Results (UD, +180)
Encounter Detail (LD, +130)
GPRA Assessment (UD, +180)
GPRA Interview (UD, +180)

(A1)

Figure 3-50: Client Disclosure Agreement screen
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7. If additional consent information needs to be added or removed from the client’s disclosure
agreement, update the options from the Client Information to Be Consented section.
Your Agency Administrator may have set up templates for the disclosure agreement.

Table 3-14: Client Information To Be Consented fields

T S T S

Expiration Type and + Days Select either "Discharge (UD)" or “Date Signed
(DS)", then when the yellow field appears, enter
the number of days the consent will expire.

Client Information Options/Disclosure Select options from the box and use the mover
Selection buttons to add or remove the desired consent
options.

If any items have different expiration dates, a separate Client Consent Record must be
created for each expiration date. For example, if the Intake expires 30 days after
Discharge, but the Screener expires 30 days after Date Signed, these items must be
consented separately.

8. When all required fields are complete, click “Save"”.

NOTE: When consenting a TAP assessment, the Miscellaneous Notes that include the
gambling screener and TB screener must also be consented.

DDAP Data System | PA-WITS Activity List| 75



Print the Client Consent Form

9. After saving the Client Disclosure Agreement screen, click the "Generate Report” link

to print the Client Consent Form
printed consent form includes item
the Consent Expires information.

C' Pennsylvania-WITS UAT

BEAR, Yogi

63

B60005015819580 1 5/1/1958
DOB

CASE #

to allow for the client’s signature on the paper copy. The
s from the Client Information Options box along with

Generate Report SSRS Reports Snapshot

© 340 Blackbumn Rd
Quarryville, Pennsylvania 17566

MS

Male
GENDER PREFERRED METHOD OF CONTACT

UNIQUE CLIENT ID

Client List = =
Client Disclosure Agreement
Home Page .
> Client Profile
A Hide Context Information
E Linked Consents
State Waltlist Non-Episode Con Note: Cc d may not be redi d.
ARG L Client Name Unique Client Number Disclosed From Agency
Activity List Bear, Yogi B60005015819580 DISCOVERY HOUSE
Intake
0o
== Screening Tool
Group List Entities with Disclosure Agreements
> Assessments All Other Agencies v
IS4
Clinical > ASAM System Agency
Dashboard
PCPC Summary @ves Ono
Client List > Admission Disclosed To Agency Facility
DEERFIELD CENTER FOR ADDICTIONS TREATMENT v WARREN-DEERFIELD CENTER v

> Outcome Mea...

Figure 3-51: Client Disclosure Agreement screen, Generate Report

10. Once the client has signed the

paper form, update these fields:

Has client signed the paper
agreement form: select “"Yes”

Date client signed consent:
defaults to current date

11.Click “Save” and stay on this
screen (notice the fields are now

grayed out).

12. After saving the client consent, a
link to add a Client Referral for
this consent will be available. This
will open the Client Referral
screen and will pre-populate the
Signed Consent and Agency

fields of the Referred To section.

13. Click the link, “Create Referral
Using this Disclosure
Agreement”, and continue to the

next section.

© Massachniscls Toticiig %)

C | & https

//ma-training.witsweb.org/pistatelachine

INFIDENTI, F H RUG ABLISI T

The confidentiality of client records maintained by an ATR service provider {program’) is protected by
Federal law and reguiations. Generally, the program may not say o &8 person outside the program that &
clent iz enmolied in ATR, or disciose any information identifying a clienf a5 & person with & problam with

alcohol or ather drigs unless:

{1) The clienf consants in writing: OR

{2) The disclosure is allowed by a cowt order; OR

(3) The disciosure is made to medical personnel in & medical emergency or to a qualified personnel for
research, audi, or program evalualion; OR

(4) The client cormmits or throatens to commil a crime either at the program or against any person who works
for the program.

WViclation of the Federal law and reguiations by a program is a crime. Suspected violations may be reported
to the Uinited States Attorney in the distict where the violation ocours.

Federal law and reguialions do noi protect any information abou! suspected child abuse or neglect from
being repovted under sfate law to slate ar local

Seo 42 U.5.C. Sec. 280dd-2 for federal law and 42 GFR Part 2 for federal regulations goveming
Confidentiality of Alcohal and Drug Abusze Patient Records.

Sowrce: “A Guide fo the Federal Drug & Alcohol Confidentiality Law and HIPAA®, Legal Action Cenler (1996).
CONSENT FOR TWO-WAY RELEASE OF CONFIDENTIAL INFORMATION

I, Donald Abara, the ATR4 with and disclose to West Care

Coordination Inc. the followina infaematinn:
Printable Consent Form

The purpose of the disc
{a) ta verify my eligibility to receive and to pay West Care Coordination Inc. for the following ATR sarvices:
;OR

Agency 10

{b) neaded for other facillty

I also iZ8 Wast Caro ion Inc. to with and disclose to the ATR4 Coordinator Agency all
infarmation related to the services | received from West Care Coordination Inc. for purposes of payment and
care coordination.

This authorization axpires six months from today’s date.

1 ungderstand that my records are wnder federal g the C ty of Alcoho!
and Drug Abuse Patient Records, 42 CFR Part 2, and cannol be mscmen' wﬁ\‘!uui my writlen Domni
uniess otherwise provided for in the regulations. | also understand that | may revoke this consent at any r.\mc
excapt to the extent that action has been taken in reliance on it [ that authi g

the information identified above is voluntary. However | understand that lack of consent to share m!brmamn

may prevert ATR Coordinalor and the ATR Service Provider from providing
andior autharizing payment for services, and | may be denied referal for MA.
consent form.
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Client Disclosure Agreement

@eferra! Using this Disclosure Agree@

# Hide Context Information

Note: Consented information may not be redisclosed.

Client Name Unique Client Number Disclosed From Agency
Bear, Yogi B&60005015819580 DISCOVERY HOUSE

Entities with Disclosure Agreements

All Other Agencies

Figure 3-52: Create Referral Using this Disclosure Agreement link
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Referrals
Create a Client Referral

@ Where: Client List > Activity List > Referrals

Once the Client Consent is complete, create the Client Referral Record. A Referral is used
when the receiving agency (another PA WITS agency) will be providing services for the client.
Referrals may also be done from one facility to another facility within the same agency.

14. After clicking the “Create Referral Using this Disclosure Agreement” link, the Referral
screen will open.

Referral
Referred By Referred To
Agency Signed Consents
DISCOVERY HOUSE DEERFIELD CENTER FOR ADDICTIONS TRE.. =
Facility Agency
DISCOVERY HOUSE-BLAIR DEERFIELD CENTER FOR ADDICTIONS TREATMEN
Staff Member Facility
Saul, Michele WARREN-DEERFIELD CENTER
Pragram Staff Member
DISCOVERY HOUSE-BLAIR/SOR SCA: 1/28/2.. = b 4
State Reporting Category Program
w
Reason State Reporting Category
b
If Gther Non-System Agency
Is Consent Verification Required? Non-System Modality
Oves Ono
Is Consent Verified? Non-System Specifier
o Yes O No

Figure 3-53: Referral screen
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15.0n the Client Referral screen, complete the required fields in the Referred By section,

including:
Table 3-15: Referred By fields

| Fed | Desripton

Program

Reason

Is Consent Verification Required?
Is Consent Verified?

Continue Episode of Care?
Referral Status

Created Date

Select the Program, if available.

In the drop-down field, select the reason why this client is being referred.
Select Yes.

Select Yes.

Select Yes or No.

State of the referral (this should be “Referral Created/Pending”).

Date client is referred.

16. Next, in the Referred To section, complete all the required fields, including:

Table 3-16: Referred To fields

T T

Signed Consents
Agency
Facility

Program

Select the consent from list of available consents.
This field will auto populate based on the “Consent” selected.
The facility the client is being referred to.

The program the client is being referred to.

17.When complete, click "Save and Finish”.
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Client Discharge

After the client has completed treatment in a facility or has been referred to another facility to
continue their treatment, they can be Discharged and the case can be closed.

NOTE: You can “ReOpen” a case if your account permissions include the “Case ReOpen”
role. Contact your Staff Administrator to have the role added to your account if
necessary.

1. On the left menu, click “"Discharge”.

2. Enter the date of Discharge.

3. Select the “"Discharge Staff” from the drop-down box.
4

Click “Save and Finish”.

Discharge Profile

Discharged
2/3/2022 @)

Discharge Staff Discharge Referral

Disposition

Next > m Save and Finish ¥ Cancel

NOTE: There are additional screens that can be completed if the client is an adolescent. These
screens are not required by DDAP but may be used if your agency chooses to.

5. A prompt message to close the case will appear. Click “Yes"”.

Client is discharged. Do you want to close this case also?

DDAP Data System | PA-WITS Activity List| 80



6. In the upper right corner of the blue client name banner, click on the small ™ x ™ to close
the client profile.

DWAREF, Sleepy 67

Q793828AH939! 1 3/5/1954
DOB

544 Male
UNIQUECLIENTID ~ CASE# GENDER

@ Client List
P

Hi . . e .
> Client Profile Client Activity List
Linked Consents
Activity Activity Date Created Date Status
Non-Episode Con.
00 Client Information (Profile) 117172021 4/29/2021 Completed
(=2 v Activity List
Group List
Intake Intake Transaction 11172021 1/25/2022 Completed
Sceasinng out Admission 11/3/2021 1/25/2022 Completed
> Assessments
B Client Program Enroliment (862 OP Maint (1A)) 117312021 1/25/2022 Closed
> ASAM
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Part 4. Case Management/Treatment Planning
Program Enroll (Case Management or Non-TEDS Program)

@ Where: Client List > Activity List > Program Enroll

Clients enrolled in treatment programs will already have a program enrollment, which was
entered as part of an Outcome Measure. If you are providing Case Management or non-
TEDS services for a client and the client does not have a program enrollment in your agency,
you will need to create a program enroliment.

1. On the left menu, click “Client List” and search for a client.
2. Hover over the ellipsis and click “Activity List".
3. On the left menu, click “Program Enroll”.

4. Click the “"Add Enrollment” link.

BROWN, Doc UCN B6S005164646000  CASE# 2 75 Male

Client List
16} Program Enrollment
Home Page
> Client Profile
Program Name Facility
Linked Consents
-
Agency
Non-Episode Con...
oo Modality
=2 ~ Activity List -
Group List
Intake
I v
> Active Program Enrollments During Date Range
Clinical Screening Tool
Dashboard From To
? Assessments 2/7/2021 2/7/2022

Client List > ASAM

@ PCPC Summary m x Clear

System > Admission
[Administration

> Outcome Mea...

Program Enrollment List
Program Enroll
Diagnosis List

Program Name Start Date End Date Facility Notes
> Encounters

5 Notes Intensive Outpatient Srvs (2.1)/I0P Other Chemo (1B) 9/7/2021 DISCOVERY HOUSE-BLAIR

Figure 4-1: Program Enrollment screen
5. Complete fields on the Program Enroliment Profile.

Table 4-1: Program Enrollment Profile fields

T T

Facility Defaults to the current Facility name.

Program Name Select the appropriate program for the client
Program Staff Pre-populates with the current staff member name.
Start Date Defaults to the current date.

Days on Wait List (TEDS Only)
Reason for waiting? (TEDS Only)

Notes Type any notes as needed.
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Program Enrollment Profile

Facility Days on Wait List Start Date
DISCOVERY HOUSE-BLAIR v 2/8/2022 =

Program Name Reason for waiting? End Date
Case/Care Management v Not Applicable v

Program Staff

Discovery, Michele v

Termination Reason

Notes

m Save and Finish X Cancel

Figure 4-2: Program Enrollment Profile screen

6. Click “Save and Finish”.
7. On the Program Enrollment screen, click “Finish”.

When the client is no longer receiving Case Management or Non-TEDS services, they can be
disenrolled from the program.

8. Hover over the ellipsis of the current program. Click “"Review”.

( N
Program Enrollment List

-} Add Enrollment

Program Name Start Date End Date Facility Notes
Case/Care Management 2/8/2022 DISCOVERY HOUSE-BLAIR
Intensive Qutpatient Srvs (2.1)/I0P Other Chemo (1B) 9/7/2021 DISCOVERY HOUSE-BLAIR Delete
863 10P (1B) 9/3/2021 9/7/2021 DISCOVERY HOUSE-BLAIR
" J

9. Enter the End Date (the date of discharge from the program) and the Outcome Measure
Date that was entered on the Client Status screen. This date should not be confused with
the Date of Last Contact.

10. Select the “Termination Reason”.
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Program Enrollment Profile

Facility
DISCOVERY HOUSE-BLAIR

Program Name

Case/Care Management

Program Staff
Discovery, Michele v

Termination Reason

Incarcerated

MNotes

m Save and Finish X Cancel

Days on Wait List

Reason for waiting?

Mot Applicable

v

Start Date
2/1/2022
End Date
2/8/2022 [

11.Click “Save and Finish”.

12.0n the Program Enroliment Screen,

click “Finish”.
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Recovery Plan

Where: Client List > Activity List > Recovery Plan

@

Role(s) Needed: Recovery Plan (Full Access) or Recovery Plan (Read Only) role

Add Recovery Team Members

The first step in creating the Recovery Plan is to add the Recovery Team Members, which is
done through the Treatment Team module.

1. Click “Tx Team” in the left menu.

2. If the staff member is already a member of the client’s Treatment Team, locate their name
in the list, hover over the ellipsis and click “"Review".

3. Locate the Treatment Sub-Teams mover box. Select "Recovery”, then click the right

arrow.

Profile
Staff Name Non Staff Name

Discovery, Michele v L 4 Add Collateral Contact
Role/Relation Start Date End Date Review Member

Counselor - 112020 [0 5 O ves @ no
Primary Care Staff Deny Access to Client Records

O Yes @ No O Yes @ No

Treatment Sub-Teams

5
(<)

Notes

m Save and Finish x Cancel

Selected Sub-Teams

4. Click “Save and Finish”.

If the staff member is not a member of the client’s treatment team, please review those steps in

Part 3 of this user guide.
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New Recovery Plan Profile

On the left menu, click “Client List” and search for a client.

Hover over the ellipsis and click “Activity List".

1
2
3. On the left menu, click “"Recovery Plan”.
4

Click “"Add New Recovery Plan Record”.

BROWN, Doc 75

B65005164646000 2 5/16/1946 Male
UNIQUE CLIENT ID CASE # DOB GENDER

© 1640 Riverside Drive
Hill Valley, California 95631

PREFERRED METHOD OF CONTACT

@ Client List

> Client Profile

Linked Consents

Non-Episode Con...

Recovery Plan List

+ Add New Recovery Plan Record

Currently, there are no results to display for the Recovery Plan List.
~ Activity List

Figure 4-9: Recovery Plan List screen

5. Complete the Recovery Plan Profile fields.

Table 4-2: Recovery Plan Profile fields

T T

Plan Name

Plan Start Date
Plan End Date
Plan Period (Days)
Plan Status

Next Review Date

Client Participated in Recovery Plan Development

Type a name for the client’s plan.

Defaults to today’s date.

Defaults to the date 60 days from today's date.
This field defaults to 60 days.

Read-only field.

Defaults to the date 60 days from today's date.

Select Yes or No.
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Recovery Plan Profile

#\ Hide Context Information

Created By Updated By Created Date Last Updated Date
Plan Name Plan Start Date
Recovery Plan 2/8/2022 o)
Plan Period (Days) Plan End Date
60 492022 ()
Plan Status Next Review Date
Active - Not Signed Off 4/9/2022 o)

Client Participated in Recovery Plan Development

@ ves Ono

Administrative Actions

— -+

Create New Version Sign Off

Next > m Save and Finish X Cancel

NOTE: If you change the Start Date, the remaining dates do not auto-calculate based on this
change. You will need to manually change the End Date and Next Review Date, as well.

6. Click “Save”.
7. Click the “Next>" button.
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Life Domains/Goals

8. A Recovery Plan may have one or several Life Domains. Each life domain can be

associated with one or multiple Goals.

Recovery Plan Summary
# Life Domains
1 Healthcare Coverage
2 Basic Needs
3 Physical Health
4 Emotional/Mental Health
5 Family
6 Child Care
7 Legal Status
8 Education/Vocation
9 Life Skills
10 Social
11 Employment
< Back Next > E % Cancel

Client Resources

Client Barriers

" Add New Life Domain

9. Hover over the ellipsis and click “"Review”.

Recovery Plan Summary
# Life Domains
1 Healthcare Coverage
2 Basic Needs
3 Physical Health
4 Emotional/Mental Health
5 Family
6 Child Care
7 Legal Status
8 Education/Yocation
9 Life Skills
10 Social
1 Employment
< Back Next ¥ E x Cancel

Client Resources

Client Barriers

+ Add New Life Domain

Review

Figure 4-13: Recovery Plan Summary screen, Life Domains
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10. Complete the Life Domain/Strengths and Challenges Profile.

NOTE: Users should not change the Life Domain displayed on this screen.

Life Domain/Strengths and Challenges Profile

Life Domain # Date
82022 E
Life Domain
Life Skills v

My resources, strengths and skills are

My barriers and challenges are:

m Save and Finish X Cancel

Goal List -+ Add Goal

Currently, there are no results to display for this list.

Figure 4-3: Life Domain/Strengths and Challenges Profile screen

11.Click “Save”.
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Add Goal

A Goal may have one or several Objectives.

12.0n the Life Domain/Strengths and Challenges Profile, click "Add Goal”.

Life Domain/Strengths and Challenges Profile

Life Domain # Date

9 2/8/2022 B

Life Domain

Life Skills v

My resources, strengths and skills are:
My family and friends are supportive.

My barriers and challenges are:
My job is quite stressfull

Save and Finish x Cancel
Goal List + Add Goal

Currently, there are no results to display for this list.

Figure 4-14: Life Domain/Strengths and Challenges Profile
13. Complete the fields on the Goal Profile.

Table 4-3: Goal Profile fields

T T

Goal Status Select from In Progress, Completed, Deferred, and Withdrawn
My goal in this area is:
| will know | have achieved this goal when:

Projected Achievement Date
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Goal Profile

A\ Hide Context Information

Life Domain # Life Domain Strengths/Skills Barriers and Challenges
9 Life Skills My family and friends are supportive. My job is quite stressfull
Goal Status
In progress hd

Ay goal in this areais
Learn how to handle life situations so that | do not feel anxious or stressed)

| will know | have achieved this goal when

Projected Achievement Date

)

Save and Finish * Cancel

14.Click “Save”.
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Add Objective

Each Objective can be associated with one or multiple Action Steps. You may add multiple
goals for each life domain, multiple objectives for each goal, and multiple action steps for each

objective, as appropriate for your client.
15. Click “Add Objective”.

My goal in this area is

Leamn how to handle life situations so that | do not feel anxious or stressed|

1 will know | have achieved this goal when

Projected Achievement Date

ol

E Save and Finish x Cancel

Objective List

Add Objective

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

16. Complete the fields on the Objectives screen.

Objectives

# Hide Context Information

Life Domain # Date Assessed Life Domain
9 2/8/2022 Life Skills
Barriers and Challenges Goal

My job is quite stressfull Learn how to handle life situations so that |

do not feel anxious or stressed.

Objective# Create Date
1 2/8/2022

| will achieve my goal by (objective)
following the suggestions of my therapist.

In progress

Resolution Date

o

Save and Finish % Cancel

Strengths/Skills
My family and friends are supportive

Objective Status Expected Achieve Date

B

17.Click “Save”.
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Add Action Step
18. On the Objectives screen, click "Add Action Step”.

Objective Status Expected Achieve Date
In progress ¥ o}

Resolution Date

o]

Save and Finish x Cancel

Action Steps

- Add Action Step

Currently, there are no results to display for Action Steps.

19. Complete the fields on the Action Steps screen.

Action Steps

#\ Hide Context Information

Life Domain # Life Domain Strengths/Skills Barriers and Challenges
9 Life Skills My family and friends are supportive My job is quite stressfull
Goal Objective # Objective Objective Create Date
Learn how to handle life situations sothatl 1 following the suggestions of my therapist. 2/8/2022
do not feel anxious or stressed.
Objective Status
In progress

Action Step # To achieve my goal, | will participate in the following activities

1 identify what triggers my anxiety and strress

Create Date Action Step Status

In progress  w

m Save and Finish x Cancel

20. Click “"Save and Finish".
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21. Add additional Actions Steps as needed.

Action Steps
A\ Hide Context Information

Life Domain #
9

Goal
Learn how to handle life situations so that |
do not feel anxious or stressed

Objective Status
In progress

Action Step #
1

Create Date

Life Domain
Life skills

Objective #
1

E Save and Finish x Cancel

Strengths/Skills Barriers and Challenges
My family and friends are supportive. My job is quite stressfull
Objective Objective Create Date

following the suggestions of my therapist. 2/8/2022

To achieve my goal, | will participate in the following activities
identify what triggers my anxiety and strress

Action Step Status

In progress =

22.Click “Save and Finish”.
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Plan Qutline

The Recovery Plan Outline allows the staff to review, add or delete to all the Life Domains
from one screen. The Generate Report link at the top right will open a popup window of a .pdf
file of the Recovery Plan in a report format.

Pennsylvania-WITS UAT : Michele Discovery
G b Y Generate Report ) SSRSReports  Snapshot : MD DISCOVERY HOUSE, DI

BROWN . Doc 75 © 1640 Riverside Drive

D] 2 Hill Valley, California 95631

B65005164646000 2 5/16/1946 Male
UNIQUE CLIENT ID CASE # DoB GENDER PREFERRED METHOD OF CONTACT

Client List
H,n@i ; Recovery Plan
lome Page
il > Ciient Profile
Linked Consents Plan Outline
Agency _
Non-Episode Con... Save and Finish
00
(== ~ Activity List
Group List
Intake p
2 Recovery Plan 1_@ Add Life Domain)
Clinical Screening ool Recovery Plan: Recovery Plan
Dashboard Start Date: 2/8/2022 End Date: 4/9/2022

> Assessments

8

et Lis > ASAM Life Domain 1 (RevieAdd Goal)

PCPC Summary Life Domain: Healthcare Coverage
{g} Resources, Strengths and Skills.
Syg Barriers:
System > Admission
Administration
> Outcome Mea... Life Domain 2 (Review | Delete [(Add Goal))
Program Enroll Life Domain: Basic Needs

Resources, Strengths and Skills:

Diagnosis List Baiers

Figure 4-4: Plan Outline
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Sign Off
Once the Recovery Plan is complete, you can Sign Off on it. Once signed off, the Recovery
Plan becomes "read-only”.

23.0n the Recovery Plan Profile, in the Administrative Actions box, click “Sign Off”.

Recovery Plan Profile

#\ Hide Context Information

Created By Updated By Created Date Last Updated Date
Discovery, Michele Discovery, Michele 2/8/2022 2/8/2022

Plan Name Plan Start Date

Recovery Plan 2/8/2022 B

Plan Period (Days) Plan End Date

60 4/9/2022 [

Plan Status Next Review Date

Active - Not Signed Off 4/9/2022 B

Client Participated in Recovery Plan Development

@ Yes o No

Administrative Actions

+

Create New Version

Next > m Save and Finish X Cancel

24.Click “Yes"” only if appropriate treatment team members have approved the recovery plan.
Once you click “Yes"”, this plan becomes the active recovery plan.

Click Yes only if appropriate treatment team members have approved the recovery plan. Once you click Yes, this plan becomes the active
recovery plan.

Yes * No
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Create New Recovery Plan Version

A user can use the Create New Version when updates need to be made to an Active, Signed-
off Recovery Plan. A new version will pull forward all the information from the previous plan

into the new plan in an edit mode.

Recovery Plan Profile

A Hide Context Information

Created By Updated By Created Date Last Updated Date
Discovery, Michele Discovery, Michele 2/8/2022 2/8/2022

Plan Name Plan Start Date

Recovery Plan 2/8/2022

Plan Period (Days) Plan End Date

60 4/9/2022

Plan Status Next Review Date

Active - Signed Off 4/9/2022

Client Participated in Recovery Plan Development

Yes

Administrative Actions

+ Create New Version s Sign Off

25. Click "Create New Version” in the Administrative Actions box.

26.Answer “Yes"” to the question "Are you sure you want to start a new recovery plan? Doing
so will cause the current one to become inactive which cannot be undone.”

Are you sure you want to start a new recovery plan? Doing so will cause the current one to become inactive which cannot be undone.

Yes * No

27.Click the “"Next>" button to move from the Recovery Plan Profile screen to the
Recovery Plan Summary screen. You can how make any changes or updates to the

client’s recovery plan.
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Diagnosis List

@ Where: Client List > Activity List > Diagnosis List

NOTE: if Outcome Measures have already been created for the client, this Diagnosis screen
will display the diagnoses previously entered for the client in the Outcome Measures
section. For more information, see Diagnosis in Part 3, Activity List.

On the left menu, click “Client List” and search for a client.
Hover over the ellipsis and click “Activity List".

On the left menu, click “"Diagnosis List”.

> W o=

Click “"Add New Diagnosis”, or hover over the Actions column and click "Review” to view
a previously entered Diagnosis.

DWARF, Grumpy 7
Q753468AH759544 1 3/1/1950 Male
UNIQUE CLIENT ID CASE # DoB GENDER
@ Client List
N
Home Page ) -
SRl - Ciicnt Profile Diagnosis List
A Linked Consents —+ Add New Diagnosis]
gency
Non-Episode Con...
P 5 1 Bet I (P Principal & Created CETEiE Effective Date & Expiration Date & Diagnosing
oo Activity List Fincies BEbevioa (Brimary) Medical ouree Date reated By Time Time Clinician
= ~ Activity Lis
Group List Alcohol use, unspecified with intoxication, Outcome Measures - Client 3/31/2021 Discovery, 1/1/2021 12:00 Disco
Intake uncomplicated Status Michele AM
4
¥
Chﬁ:’al Screening Tool Alcohol use, unspecified with intoxication, Outcome Measures - Client 3/31/2021 D\_sccvevy, 12/1/2020 12:00 12/31/2020 11:59 Disco
Dashboard uncomplicated Status Michele AM PM ‘
A It
7 Assessments Alcohol use, unspecified with intoxication, Outcome Measures - Client Discovery, 10/10/2020 12:00 11/30/2020 11:59 .
3/31/2021 Discovery, Michele
uncomplicated Status Michele AM PM g
> ASAM
Client List
J
{g} PCPC Summary

Figure 4-5: Diagnosis List, Review previously entered Diagnosis
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Part 5: Notes
Notes

Where: Client List > Activity List > Notes

The Notes screen displays a combined list of the client’s Miscellaneous Notes and Encounter
Notes and includes links to add new notes for both types. Miscellaneous Notes can be added
before a client is enrolled in a program; however, Encounter Notes require a program
enrollment.

1. On the left menu, click “Client List” and search for a client.
Hover over the ellipsis and click “Activity List".

2
3. On the left menu, click “"Notes”.
4

From this screen, both Miscellaneous Notes and Encounter Notes can be added. To add
an Encounter Note, continue to step 5. Procedures to add Miscellaneous Notes are
available following the Encounter Note procedures.

Notes Search

Start Date End Date

[prer2021 | [2ser2022

Allow Disclosure of Note

O Yes O No

@ < Clear

Note List

— Add New Misc. Notg) (4 Add New Encounter Note) - Print Notes

Note Type Date Duration Staff

Service/Summary

Miscellaneous 10/19/2021 Saul, Michele add a note

Figure 5-1: Notes screen, add new note
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Encounter Notes

NOTE: The client must be admitted and enrolled in a program before adding an encounter record.
If the client is not yet enrolled in a program, an informational message will be displayed
indicating to complete the program enrollment before creating an encounter record.

Create an Encounter Note

5. On the Notes screen, click the "Add New Encounter Note” link.

Notes Search
Start Date End Date
[prer2021 | |osmimoze
Allow Disclosure of Note
Oves Onmo
@ X Clear
Note List
~+ Add New Misc. Note - Print Notes
Note Type Date Duration Staff Service/Summary
Miscellaneous 10/19/2021 Saul, Michele add a note

Figure 5-2: Notes screen, Add New Encounter Note link

NOTE: Encounters can also be added by navigating to the Encounters screen: Client List >
Activity List > Encounters. On the Encounters screen, click the “"Add Encounter” link.
This will open the same screen as shown in Figure 5--3 below.

Encounter Search
Start Date End Date
2/8/2021 2/8/2022
Service
v
Program
w
Rendering Staff Encounter Status

Allow Disclosure of Note

Oves Ono

Encounter List

~+ Add Encounter )#> Export

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

Figure 5-3: Encounter Search page

DDAP Data System | PA-WITS Activity List| 100



6. Complete the Encounter fields as shown in the table below.

Table 5-1: Encounter Note fields

| Fed | Desipton |

Note Type
ENCID
Created Date

Service

Program Name

Billable

Service Location

Start Date

End Date

Start Time

End Time

Duration

# of Service Units/Sessions

Description of field.

When the Encounter is saved, this read-only field displays the Encounter ID.

When the Encounter is saved, this read-only field displays the date the

Encounter was created.

Select the appropriate service from the drop-down list.

This field is pre-populated with the Facility Name and name and date of the

client’s current Program Enrollment.
No is selected by default.
Select an option from the drop-down list.

Enter the date when the client received this service.

Encounter

V' Show Context Information

Note Type

Case Management Note

Program Name

Service

*Case Management (per 15 mins)

Start Date End Date
1/3/2021 &

Service Location

Residential Substance Abuse TX Facility

30 Min v 2

Billable

- @ Yes O Mo

DISCOVERY HOUSE-BLAIR/863 OP (1A) : 1/2/2021 -

Start Time End Time

Duration # of Service Units / Sessions

< 1 of1 9 M

Figure 5-4: Encounter Note filled out

7. Click “Save”.

8. Click the “"Next>" button.

DDAP Data System | PA-WITS

Activity List| 101




The Encounter Notes section of the Encounter allows the staff to enter notes related to the
time spent with the client. If the client has an Active Treatment Plan, the staff can add
Goals, Objectives, and Interventions to the encounter. The Goals, Objectives, and
Interventions that are available to select, will be taken from the client’s most recent active
signed-off Treatment Plan that is effective on the Encounter Start Date. Entering this
information is optional.

Prerequsite: Active Signed-off Treatment Plan
1. Enter any notes in the Unsigned Notes field.

2. When finished, indicate whether the notes can be disclosed to another agency by selecting
“Yes” or "No” in the Allow Disclosure field.

3. Click “Save and Finish”.

Encounter Notes

e

Add Goals
-} Add Goals

Currently, there are no results to display for Add Goals .

.

-

Add Objectives

-} Add Objectives

Currently, there are no results to display for Add Objectives

-

Add Interventions
- Add Interventions

Currently, there are no results to display for Add Interventions

.

Figure 5-4: Encounter Note, Add Goals, Objectives, and Interventions
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Miscellaneous Notes
1. On the Notes screen, click the "Add New Misc. Note” link.

Notes Search

Start Date End Date
[IZ/Q;‘2021 ] 2/9/2022

Allow Disclosure of Note

Oves Ono

-

Note List

(= Add New Misc. Note D =}~ Add New Encounter Note =}~ Print Notes

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

Figure 5-3: Notes screen, Add New Misc. Note link

2. Complete the following information:

T T

Note Type Select from the available types

Service Date Enter the date the service took place

Summary Enter a brief note summary

Unsigned Notes Enter any notes about the client in this field. If the field pre-populates with

questions, answer the questions, but do not edit the question text.

3. After you have entered all required information, click “Sign Note”. You will notice the text
from the Unsigned Notes field will move to the Signed Notes field.

4. Click “Finish” when you have completed the Note.

NOTE: A separate Note record should be created for each Note that needs to be created.
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Note Type: Case Management Note

Miscellaneous Notes

A Hide Context Information

Author Name Author Title Created Date

Saul, Michele
MNote Type Service Date Duration
I Case Management Note w 2/9/2022 E‘] -
Program Start Time End Time

v
Alert Frequency ‘Was Report Sent to State
) Mark Alert -

Summary

Unsigned Motes

Please specify the service provided from the following choices:

Medical, Psychiatric and Mental Health Services; Educational, Vocational; Social Support and Community-Based Services; Related
Assessments; Treatment Planning (Designated case manager for children only); Post-Discharge Follow-up Activities

Fully describe how you assisted the recipient and/or the recipient's family in the access and coordination of the identified case management
service(s):

Figure 5-5: Miscellaneous Notes, Case Management Note Type
Note Text: Please specify the service provided from the following choices:

» Medical

Psychiatric and Mental Health Services

Educational

Vocational

Social Support and Community-Based Services

Related Assessments

Treatment Planning (Designated case manager for children only)
» Post-Discharge Follow-up Activities

YV V V

Fully describe how you assisted the recipient and/or the recipient's family in the access and
coordination of the identified case management service(s):
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Note Type: Grievance and Appeal

Miscellaneous Notes

# Hide Context Information

SCA:

Issue:

UCN:

Level:

Author Name Author Title

Saul, Michele
Note Type Service Date
I Grievance and Appeal v] 2/9/2022
Program
Alert Frequency

e ® N Mark Alert

Summary

Unsigned Notes

Created Date

Briefly describe the individual's grievance with the SCA: (Include date the grievance was filed with SCA).

Duration

Start Time End Time

Was Report Sent to State

Figure 5-6: Miscellaneous Notes, Grievance and Appeal Note Type

Unsigned Note Text:

>

YV VY

A\ 4

SCA:
Issue:
UCN:
Level:

Briefly describe the individual's grievance with the SCA: (Include date the grievance was

filed with SCA).

Briefly describe the outcome of the grievance and the basis for the decision: (Include

date of review).
Grievance Resolved: Yes () No ()
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Note Type: Gambling Screening

Miscellaneous Notes

A Hide Context Information

Author Name Author Title Created Date

Saul, Michele
MNote Type Service Date Duration
I Gambling Screening v] 2/9/2022 ] -
Program Start Time End Time

w
Alert Frequency Was Report Sent to State
® N Mark Alert v e

Summary

Unsigned Notes
1. Have you lied to cover up the extent of your gambling?

2. Have you bet increasing amounts of money to achieve the level of desired excitement?

Figure 5-7: Miscellaneous Notes, Gambling Screening Note Type

Unsigned Note Text:
» Have you lied to cover up the extent of your gambling?

» Have you bet increasing amounts of money to achieve the level of desired excitement?
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Note Type: TB Screening

Miscellaneous Notes

/» Hide Context Information

Author Name Author Title Created Date

Saul, Michele Administrator
Mote Type Service Date Duration
I TB Screening ¥ 2/9/2022 = v
Program Start Time End Time

-
Alert Frequency Was Report Sent to State
® Mark Alert v

Summary

Unsigned Notes

1. Have you traveled extensively (more than 4 weeks) outside the U.S. in the last five years to high TB-incidence areas (Asia, Africa, South
America, Central America)?

2. Areyou an immigrant from a high TB-risk foreign country (includes countries in Asia, Africa, South America, and Central America)?

3. Have you resided in any of these facilities in the past year: jails, prisons, shelters, nursing homes and other long-term care facilities such
as rehabilitation centers? (If an individual was a resident of any of these facilities and tested within the past three months, they do not need

Figure 5-8: Miscellaneous Notes, TB Screening Note Type
Note Text:

» 1. Have you traveled extensively (more than 4 weeks) outside the U.S. in the last five
years to high TB-incidence areas (Asia, Africa, South America, Central America)?

» 2. Are you an immigrant from a high TB-risk foreign country (includes countries in Asia,
Africa, South America, and Central America)?

» 3. Have you resided in any of these facilities in the past year: jails, prisons, shelters,

nursing homes and other long-term care facilities such as rehabilitation centers? (If an

individual was a resident of any of these facilities and tested within the past three months,

they don't need to be reassessed.)

4. Have you had any close contact with someone diagnosed with TB?

5. Have you been homeless within the past year?

6. Have you ever injected drugs?

7. Do you or anyone in your household, currently have the following symptoms, such as a
sustained cough for two or more weeks, coughing up blood, fever/chills, loss of appetite,
unexplained weight loss, fatigue, night sweats?

» 8. Do you currently have or anticipate having any condition that would decrease your
immune system? (Examples: HIV infection, organ transplant recipient, treatment with TNF-
alpha antagonist (e.g. infliximab, etanercept, others), steroids (equivalent dose of

Prednisone 15mg/day for one month or longer) or any other immunosuppressive
medications)

YV VY
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