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Introduction

This user guide has been prepared for all instanced of WITS. It serves as an introduction to acclimate the
user to the new Enhanced WITS Architecture — Staff Model Changes. This guide will focus on the Staff
Module and take the user through a step by step process of how to view and enter data in this module.
In addition, this guide will highlight key differences in WITS Prime vs. WITS EA Staff Module.

Please review the WITS EA Basics section of this document as it highlights new icons and topics features
you will come across as you begin using the new Staff Module.
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WITS EA

Basics

The Basics section acquaints the user with new icons and features used throughout the staff module.

Add: Allows the user to Edit: Allows the user to
O Add add data to the panel - edit information on a
or section. & panel or section.
Remove: Allows the Lock: Allows the user
user to delete to lock an item.
° information in the Lock
panel or section.
History: Allows the Panel View: Presents
9 user to view the = data in a panel by
changes made on the panel view.
current page.
- Table View: Presents Export: Allows the user
= data in a table format. £ 3 to export results.
Column Selector: Hover Text: When you
Allows the user to Cai hover over an item or
- select the columns that symbol text describing
they would like to 4 the item may appear.
view.

@

From: eee To:123

Eye Icon: Allows the user to see
protected information hidden by
dots. By hovering over the icon they
can now see the actual information
contained within the field.

A You cannot add more than one Social Security Number.

Error Message: The error message is
localized and is generated where the
error occurred.

Required Field: Has a red bar to the
right of the field. User must enter
data to save.

Discretionary Field: Is not a
mandatory field to complete the
panel and will not affect the
completion or saving of a record.

Pages: Allows the user to page
through all search results.

.2345Ne1ﬂ

3|Page
WITS Enhanced Architecture



s , . Date Picker: Allows the user to pick a
R RN O date from a calendar.

Likert Scale: Presents information
visually and allows for quick
interpretation of the data.

Reading: Speaking: Writing:

Slightly Proficient ~ Moderately Proficient  Extremely Proficient

Collapsible Menu: The left hand
navigation menu is collapsible in WITS
on the Staff Member and System
Account screens. When it is collapsed
you will only see the icon to the left.
When it is un-collapsed you will see
the entire left hand navigation panel.
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New Screen Features

The screen mockups for the Staff Member Search and Staff Member Profile screens serve to acquaint
users with the new layout and to point out new features in the WITS that a user can leverage when
using the system.

Staff Member Search Screen

HI-WITS QA 0 :

Usor Foreante, Maria | Location: Adeinsstrative Agoncy & & Snapshot
Collapsabil:
Menu
Enhanced search options © Crele New Stafl Member A
Change your
= St SErREn view
Page through results
Showing 1-31 of 3 _ Select Cohimna I ~
Manony Adminstrative Agency e
[ Aaminstrative Agency il figrogytet
e Lucka Adminsstrative Agency mibungie 3@ hotmail
=
; 3 Td11 Admingstrative Agency skusidn@fenfo com
> 2
=P 1911 Adminestrative Agency skumangiento.com Select only columa headers
£ you wish to view
B2 16737 Agminsstrative Agency mark weods@feisy stems com
v -
- # Stnanagenmen Arcess Agminstralve Agency Ay o com
‘E ‘E ra Mara Loey Adminssirative Agency imara loey ety ctems com
ra M Hgwnd Adfmingstralive Agency miewardg@dhimh state mad s
ra Man Chownskd Adminstralive Agenty mchoinskigieinio.com
[ Mancn Hazs Adminstrative Agency mearty@Iento com
r Lieberiman Samued Agminstralive Agency Zreshawn KRanaonaragicsysiems.com
Fa Agnarvic Brar Agminsstrative Agency abrarg@feinsg,com
ra Micsym MaysEyey Adminstealive Agency Mksym Moy seyevigeisysiems. com
v
» Manandieen Kanhnea Administratie Anenry WiAnan Katnhorsdiiaustoms rom
Shawing 1-50 ot 228 . 23|45/ mea w-| @ .
11 Lock View Profile
Administrative Agency
sean latranc egRtetsysterms com
g testuser 13233 Lock View Profie
E
g g Administraive Agenty
e2 shumarg@ifeine com
23
&
is
= Test 16737 Lock Weew Profile.
Administrative Agency
mark wecds@seisystems, cam
tost 8585 Lock  View Profie
Administraive Agency
L_ 1 ogam@reinto.com
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Staff Member Search Screen Features
1. Collapsible menu- allows more horizontal on screen real estate
2. Searches:
a. Simple Search- searches through the columns that are currently displayed on
screen for the values that were entered. It is a “contains” type of search.
i. Customize this by adding selected columns to show on screen
ii. New Ul searches as you type
iii. Matching search results highlighted.
b. Advanced search- enables you to choose search criteria and save those searches
to your computer via a cookie.
i. Allows the user to search columns that they choose.
ii. Save your advanced searches
iii. Matching search results highlighted.
3. Page through search results- search results are not limited but will be shown a page at a
time.
4. View of data
a. Table View-Shows the data as a list of rows and columns.

b. Panel view —Shows the data as a list of panels.

5. Staff Member List
a. Column Headers
i. Sorts staff members by the selected columns when clicked.

ii. The user can customize which columns are displayed.
b. These preferences are saved to your computer only.
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Staff Member Profile Screen

wrs HI-WITS QA
User. Ferrante, Mana | Location. Admissirative Agercy # = Saapshol
& Staff Mombor Workspace « DONE EDITING
Collapsible menu Completion Requirements
| Add items to complete profile
g + Ada Soctal Secunty Number ﬂ
Lucia, Mama #
a Femaie s
é # Additional items
§. &
]
z
o s
Agency Admininisiratiee Staff 08731/2007 -
s 9
Manager Heitz, Lee
© Asa
wint
miucia Lock Resed Credentials
| © Manage oles |

Staff Member Profile Screen Features
1. Collapsible menu- allows more horizontal screen real estate.
2. Panels- are seen only if they have data, eliminating long lists and multiple screens.
a. Panels are designed for information presentation rather than data entry.
3. Completion Requirements - define the requirements for an item to be complete.
a. Profile completion is tracked. You add the Staff Member information and save
immediately.
b. Completion Requirements shows you what is missing.
4. Domain event history
a. Tracks all operations / changes in reverse chronological order. Currently only key fields
are displayed so you understand the key operations performed.
b. Enables the user to see more audit records.
5. Dropdowns now have paging — helping to manage many values in a long dropdown.
6. Ease of printing- displays the panels without all the extra spacing and formatting.
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Faciify Assigrimants

Admilnictratve Uit

Frogrm Anaicneests:

Professional Qualifications

Lizznzs Licansad Clisicsl Pspchoiogist

1515 Quack Quack Lans
Honciuk 21388

https:/hi-ga.p2 witsweb.org/p/

Page [1_|or2

WITS Enhanced Architecture

Page 1 of 2

Empgiyman: Dints Range:
14

1

* Agency HISC Menagemant

* Assessments (FRead-Only)
* Gan GranfiRevoke NOMS Agministrator

6/6/2013

N <= bl

8|Page



Accounts

WITS EA introduces two types of accounts, a System Account and an Agency Account.

A System Account is the overarching account which allows users such as WITS Administrators to have
the same roles in all Agencies in WITS. Any user’s login information also lives here as the System
Account represents the user’s login to the system. In contrast, the Agency Account is where the System
User’s Staff Member record is created, and where the user’s roles or permissions in that agency are

created and live.

In the screenshot below, you can see the System Account for user “jconrad”. This user has cross-agency
roles such as “WITS Administrator”. You can also see that this user has a Staff Member record in the
Administrative Agency. Note that the user has no assigned roles within the Administrative Agency. This
user’s roles will carry over to every agency from the System Account role assignments.

17.23.1

ws HI-WITS QA

User: Ferrante, Maria |  Location: Administrative Agency, Administrative Unit &

Home Page @ Backio Search & System Account Workspace 9

» Agency
Clinical Dashboard

» Client List , Profile
Agency:

~ System Administration : » -

Sy: Accounts; jeonrad  Active

Code Tables
1P Whitelist Administration Jennifer

Conrad

jennifer.conrad@feinfo.com
Activity Management 'Unkn own @

Adjudication Rule:

Services
= Agency Billing
L - Client Confidential
H835 Management « Clinical (Full Access)
- + Encounter (Delete)
[RED AN e - Facility Billing (Full Access)

H837 Management + Payor Adjudication
+ Repors Access
System Info = WITS Billing Administrator

Agency Oversight Assignment
Config Editor

Alert Types

Master Patient Index

CDP Legacy Extract

Client Survey

Agency Accounts

Administrative Agency

» My Seftings

Reports

WITS Enhanced Architecture

Diagnostics - Logout

@ Snapshot

« Billing Encounter List

+ Client Diagnosis

- Create Agency Claim Batch

= Facility Administrator

+ Manage Treatment Team Groups
+ Program Set Up

- WITS Administrator
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Agency Accounts versus System Accounts
a. Old Structure:
i. Every user had an account under an agency. Some users had cross-agency roles
assigned within that agency.
b. New Structure:
i. A System Account represents a user’s login to the system.

ii. An Agency Account lives under a system account, and represents a user’s access to a
particular agency.

iii. Everyone who has access to WITS (a login) has both a System Account and an
Agency Account.

iv. When a user logs into WITS they receive both the system account roles and the
agency account roles.

v. In place of the old “Staff List” you will see the “Staff Members” menu. This area
allows for searching, additions and updates of a user’s account within the context
agency.

vi. Staff who are set up in WITS but do not have a login are found simply under the
Agency - > Staff Members menu item, in their context agency. These individuals do

not have a System Account or an Agency Account.

vii. There is also a System Accounts menu item under System Administration. As a WITS
administrator, you will be able to see All System Accounts and Agency Accounts
across the system.

c. Agency - Staff Members: Agency Accounts as well as Staff Member information is available
at the Staff Member menu item.
i. You will use the Staff Member screens (in the context of an agency) to set up any
new user.
1. Assoon as you add the Account information, WITS will create both a System
Account and an Agency Account.
2. All Agency Account roles can be assigned here.
3. If you need to give a new user cross-agency access roles (such as WITS
Administrator, Agency Full Access, ATR Administrator, SBIRT Administrator,
Agency Oversight, etc.), you will go to the System Administration — System
Account menu item to do this.
ii. You will set up Staff Members who do not have access to WITS (who do not have an
account) here.
d. System Administration — System Accounts:
i. This area will primarily be used to find all of a user’s Agency Accounts and compare
to their system account, as well as to give roles to the System Account.
1. Any user who has cross agency access roles, may in fact have a different set
of permissions their Agency Account.
ii. This areais also used to add cross-agency role access for specific staff who need
those roles.
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e. Migration of current users:
i. Users who were authorized for any type of cross-agency access will find that those
roles are visible and modifiable available through System Administration — System
Account. Their Staff Account (at the agency level) will have no roles.
ii. All other users (those who were not authorized for any type of cross-agency access)
will find that they have a System Account and a Staff Member profile with the
appropriate roles assigned to them, as they were assigned previously.
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Staff Members

A staff member is a member of the staff of that agency. Staff members live at the Agency level.

Searching For a Staff Member
Note: The Staff Member

To begin: menu item was previously
called Staff List.

1. Ensure you are in the proper agency prior to searching for a staff record in
that agency.
2. Inthe left menu, click Agency, then Staff Members.

;vh HI-WITS QA Diagnostics — Logout

@ Snapshot

User Femrante, Maria |

Location: Administrative Agency, Adminisirative Unit &

Home Page Agency List Add New Agency Record

* Agency Actions Name Display Name Description

~

# HTCAgency-C 1HTC Agency -G Contractor
» Agency Profile s 1HTC-Ageney-Prov 1HTC-Agency-Pro  Provider
Aliases
, Administrative Agency Admin Agency WITS System Administration
Coniacts
» Governance || At Mentsl Health Division AMHD
» Relationships # | Alcohol and Drug Abuse Division ADAD SSAfMreatment Services Gontractor
Announcements
~ #  Aleshelic Rehabiitation Services of Hawail, In: ARSH
» Refemals
Removed Consents el | loha House, Inc pltialblow=s
Walt List # ATR3CM ATRICM Case Manager (non-military assessor agency)
Deleted Clients
. . &  ATR Conirastar ATR Contractor ATR RSS Contractor
GPRA Discharge Due
GPRA Follow-up Due , ATR3 Provider ATR3 Provider
» Facility List PG T
Staff Members
= # | AuomatedTest-Provider AutomatedTest Automated Test Provider - This provider agency is for Automated Testing. Pleass refrain using this agency for regular testing.
» Tx Team Groups
» Billing , Automation Agency 1 - Case Management Auto Agency 1 Automation Agency 1 - Case Management

» Coniraci Management
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3. The new Staff Member screen will open.

wirs DATA QA
User: Ferrante, Maria || Location: Administrative Agency &

& Btaff Member Search

Search
Search...
Showing 1-50 of 157
First Name Last Name

rs Amanvir Brar

# Ron Denis

rs s ean

rs Training 11

rs Alina MeClerkiin
# Training g

ra System User

r ATR Resoan

.234de

Agency

Administrative Agency
Administrative Agency
Administrative Agency
Administrative Agency
Administrative Agency
Administrative Agency

Administrative Agency

Diagnostics E Logout

® Snapshot

& Create New Staff Member

Search

Select Columns 1] ~

= &

Email
abrar@feinfo.com
rdenisus@yahoo.com
slafrance@feinfo.com
sgibbs@umd_edu
alina.mcclerklin@dc.net
sgibbs@umd. edu

noreply@feisystems com

4. To search for an existing Staff Member, begin by typing the staff members name in the simple
search. As you begin to type the staff members name, the list screen begins to filter and the
corresponding characters in those records are highlighted in yellow.

wns DATA QA

User Fermants, Mana | Location: Admerstrative Agency o

E & Staff Member Search

Search

shaf

Showing 1-7 of 7

EiratNama st amma

. & Shawn Hutton
Fa Sayeed Ashiga
& Shawn Moozoun
ra Deeksha Garg
#  Sharen Cooper
' Lieberman Samuel
Fd Zeeshaen Rana

WITS Enhanced Architecture

Agministrative Agency
Administrative Agency
Administrative Agency
Administrative Agency
Administrative Agency
Administrative Agency

Administrative Agency

Diagnostics — Logout

& Snapshaol

© Create New Staff Member

Seiect Columns )| =

sesctver [B =

shution{Dfeinfo com
com
smoczoun@feinfo.com
dgarg@feinfocom
sgibbs@umd edu
com
com
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5. Or, search for an existing Staff Member by creating a custom search by using the advanced

search.

17.21.1

wITS HI-WITS QA Diagnostics — Logout
User: Ferrante, Maria |  Location: Administrative Agency, Administrative Unit & @ Snapshot

E Q, Staff Member Search
Advanced Search © Create New Staff Member N

My Saved Searches v # Manage Saved Searches

Select x

| Q

x

Agency *®

First Name

Is Locked x

Last Name

Email x

Start Date

Select v x

Select v x

& Add Search Criteria

Save Search
Search results for ™
ST U . 2345 Next Select Columns [l + Select View &
L L -
Eirst Name Last Name Agency Email
rs test creat Administrative Agency ysun@feinfo.com
& VasuC NalluruC Administrative Agency vasu.nalluru@feisystems.com

Note: When in an agency and searching for a staff member whether the user is either using a simple search
or advanced search users can only search for a staff member in the agency that they are currently in. If they
would like to search for a staff member across all agencies they can do so by clicking on System
Administration followed by clicking on System Accounts and conduct their search.
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Advanced Search: Is Locked and Has IP Session
Two new features in the Advanced Search are “Is Locked” and “Has IP Session”.

+ Is locked represents the state a user is put in intentionally by an administrator or as a result of
getting locked out due to invalid password attempts.

++ Has IP Session is equivalent to the Release Lock in WITS Prime. That’s when someone forgets to
log off before closing a browser on one PC and then tries to login from another with a different
IP.

Through the Advanced Search on the Staff Member Search screen you have the ability to conduct a
query for either.

Logout

‘.;.’w HI-WITS QA Diagnostics

[31 SSRS Reporis | @ Snapshot

User: Ferante, Maria = | Location: Administrative Agency, Administrative Unit &

Home Page Q Staff Member Search
~ Agency

» Agency List Advanced Search @ EEERlEySE L o

GPRA Discharge Due

GPRA Follow-up Due My Saved Searches v # Manage Saved Searches
» Facility List

Is Locked . | True x
» Tx Team Groups
- ———
» Billing Has IP Session . | x
» Confract Management
Add Search Criteria
Alerts Configuration ©

Clinical Dashboard
» Client List Search Save Search
» System Administration

Reports

Support Ticket
Search results for ™

Showing 1-50 of 225 . 23|45 Next Select Columns [~ Select View 3
First Name Last Name Agency Email Identifier
& test vtea Administrative Agency amber albro@feisystems.com tvtea
& StaffAdmin Access Administrative Agency rkinney@feinfo.com staffadmin
& Bill Bassler Administrative Agency Bill Bassler@feisystems.com BBassler
& David Webb Administrative Agency david webb@feisystems.com dwebb v
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1. To begin on the left hand navigation click on Agency followed by Staff Members.
2. Next, on the Staff Member Search Screen click on the Advanced Search tab followed by Add
Search Criteria.

wrs HI-WITS QA Digmostes | = Logou

[2 SSRS Reporis | @ Snapshot

User: Ferrante, Maria = | Location: Administrative Agency, Administrative Unit &

E Q, Staff Member Search
| Advanced Search © Create New Staff Member A

# Manage Saved Searches

My Saved
© Add Search Criteria

Search Save Search

Search results for ™

Showing 1-50 of 225 . 23|45/ Next Select Columns Il ~ Select View . = 2
Eirst Name Last Name Agency Email Identifier
& test viea Administrative Agency amber albro@feisystems.com tvtea
& StaffAdmin Access Administrative Agency rkinney@feinfo.com staffadmin
& Bill Bassler Administrative Agency Bill.Bassler@feisystems.com BBassler

3. Ablank field appears with Search in it. Click on the down arrow which displays all of the values
you can search for. Select your desired value. (In this example we will select either Has IP
Session or is Locked)
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7.

wrs  HI-WITS QA Diagnostcs

User: Ferrante, Maria v | Location: i ive Agency, Admini: ive Unit & 2 SSRS Reports. @ Snapshq

E Q, Staff Member Search

Advanced Search

© Create New Staff Member

My Saved Searches v # Manage Saved Searches

First Name
Has IP Session h
Identifier [~
Is Locked 2
Last Name
Email

Start Date I

Showing 1-50 of 225 . 2| 3|als| nex Select Columns |l =

Eirst Name Last Name Agency Email Identifier

& test viea Adminisirative Agency amber albro@feisystems.com viea

’ StaffAdmin Access Administrative Agency rkinney@feinfo.com staffadmin

4. Afield appears to the right of the value you just selected. Now select True or False.

Logout

wirs HI-WITS QA T

3 SSRS Reports |

@ Snapshot

User: Ferrante, Maria | Location: Administrative Agency, Administrative Unit &

Home Page Q Staff Member Search
~ Agency
» Agency List _
GPRA Discharge Due
GPRA Follow-up Due My Saved Searches - # Manage Saved Searches
» Facility List

© Create New Staff Member

Is Locked v | True ®

» Tx Team Groups

» Billing Has IP Session

» Coniract Management False
© Add Search Criteria True

Alerts Configuration

Clinical Dashboard
» Client List Search Save Search

» System Administration
Reports

Support Ticket

Search results for

ST, R . 2345 Next SelectColumns [~ Select View . £
First Name Last Name Agency Email Identifier
ra test viea Administrative Agency amber.albro@feisystems.com tviea
& Staffadmin Access Administrative Agency rkinney@feinfo.com staffadmin
& Bill Bassler Administrative Agency Bill. Bassler@feisystems.com BBassler
& David Webb Administrative Agency david.webb@feisystems.com dwebb

5. Click Search to display your results.
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6. To clear your search results and query, next to each field click the X. If you happen to hover over
the X you will see its description Remove Search Criteria appears.

wis HI-WITS QA

User: Ferrate. Maia = | Location: Admanistative Agency, Administratrve Ut o

# Manage Saved Searches

|
Fase

Scarch B Save Search

St Cotomns |- seectven [0 =
amber atro@femysten com
Access fiinney@teinta com m
S Dassder Admmatialive Agercy Bl Barsslev emyslerts com Dlasade
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Creating a Staff Member

1. Ensure you are in the proper agency prior to creating a staff record for that agency.

2. To create a new staff member click the Create New Staff Member link to open the Staff Profile
screen.

17211

WITS HI-WITS QA Diagnostics — Logout

User: Ferrante, Maria | Location: Administrative Agency, Administrative Unit & @ Snapshot

E Q, Staff Member Search

© Create New Staff Member

! searcn |
Search... Search
Showing 1-50 of 218 . 2 3 4 5| Next Select Columns || = Select View ES
First Name Last Name Agency Email
& test creat Administrative Agency ysun@feinfo.com
ra VasuC Nalluruc Administrative Agency vasu_nalluru@feisystems._com
& 17613 doc Administrative Agency scott. kramperth@feisystems.com
& Me Voy Administrative Agency sean lafrance@feisystems.com
rd Miles Standish Administrative Agency michael.walker@alaska.gov v
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3. Onthe Create New Staff Member screen, enter the required information (indicated by a red bar

to the right of the field) including:

a. First Name
b. Last Name
c. Gender

4. When complete click Create. You will then be taken to the Staff Member Profile screen.

Create New Staff Member

Prefix

First

Rubber

Preferred

Iiddle

Last

Duckie

Suffix

Gender

Tip: The create button
will remain un-active until
all required fields have
been completed.

Male

Create Cancel

WITS Enhanced Architecture
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Creating a Staff Member’s Profile

17.211

wITS HI-WITS QA Diagnostics — Logout
User: Ferrante, Maria | Location: Administrative Agency, Administrative Unit #* @ Snapshot

E @ Back to Search & Staff Member Workspace D + DONE EDITING

Completion Requirements

ile » _
Profile
== Add Email Address ﬂ
e Duckie, Rubber
M Male 4 Add Employment Start Date B
rs = Add Staff Member Type

% %Y

Additional items

Define Employment Profile
Manage Accounts and Roles
Add Facility Assignment

Add Access Category

Add Professional Qualification
Add Email

. Add Phone Number

Tip: Now that you have s Adaress

created a staff member, Add Identifier

on the profile panel enter ARG

Add Checklist Item
. 7
in the staff member’s date R

of birth and picture. Add Training
Add Note
Add Treatment Domain

1. Use the Completion Requirements, to complete the Staff Member’s profile with the required
information including:
a. Add Email Address
i. To begin, click on Add Email Address under the Completion Requirements
section.

ii. Enter the email address.

iii. Click Save.

iv. After adding an email address you can also add:
1. Add a phone number for the staff member.
2. Add an address.
3. Select the preferred method of contact.

21| Page
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Email Address:

rubber.duckie@hi.org

B Frimary

If additional Contact Information needs to be added click Add under the corresponding section of the
panel and repeat the above steps.

Tip: When adding email addresses make sure to designate one as primary by checking the primary box as this will
determine the email account where the staff member will receive their WITS login information.
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b. Add Employment Start Date & Add Staff Member Type
i. To begin, click on Add Employment Start Date under the Completion

Requirements section. The Employment Profile screen shown below opens.

ii. Enter the Employment Start Date.

iii. Note: The Staff Member Type which is the next item on the completion module
is also on this screen.

iv. Select the Staff Member Type.

v. Complete any additional fields as necessary.

Select

Staff Member Type:
Select

Employment Type:

Taxonomy Type:

Select

Taxonomy Classification:

vi. Click Save.

i. The panel now appears as below.

Employment Profile

Title Staff Member Employment Type Employment Date Range "

Admimstraiur i 08/17/2014 -

ial Security Number (This field may or may not show up in the completion module
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depending on whether or not you have this as a required field in WITS Prime, however, it
does show up in the Additional items list under Identifiers for everyone to use).

[t

Type:
Social Security Number

Identifier:

d

Noie:

B o

1. To begin, click on Add Social Security Number under the Completion Requirements
section and the Identifiers screen above appears.

Choose Social Security Number as the Type of Identifier

Enter the social security number

Click Save

If additional Identifiers such as DEA numbers, Employee Numbers, Social work number
etc. need to be added click Add under the corresponding section of the panel and
repeat the above steps.

vk wnN

Tip: As you complete menu items whether in the Completion Requirements section or in the
Additional items sections the items move from the right hand side of your screen under the
Completion Module to the left hand side under Profile. By clicking on the items under profile this can
be used as a navigation menu to view completed items in the staff member’s profile. As the user clicks
on the various panels they are automatically brought to that panel.
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If the Completion Requirements sections ONLY are completed the Staff Members profile will appear as

below:

Profile

Duckie, Rubber

b& Male

08/26/1982

Employment Profile

Administrator

© Add

Contact Information

Phone
= rubber.duckie@hi.org Primary
© Add
. Mobile 478-698-5698 Primary
© Add
Q Home
1515 Quack Quack Lane
Honolulu  Hawaii 21356
© Add
|dentifiers
Social Security Number 999-59-9999
© Add

WITS Enhanced Architecture

08/17/2014 -
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Creating Staff Member Accounts
After you have completed all the items in the Completion Requirements section, the next step is to set
up the staff member with an account in WITS. The following additional items must be completed:

1. Manage Accounts and Roles: This allows you to create a login for your staff member and grant
them access to perform various actions.
a. To begin, under the Additional Items section click Manage Accounts and Roles.
b. This will open the User Account panel below.

[oser Accoun]

User ID- Tip: Once you enter a

user ID you cannot edit

this field.

c. Enter the User ID that you would like the staff member to use to log into WITS.
Next, click Create Account.

e. When you click Create Account the username is automatically emailed to the staff
member. In a separate email the staff member also receives a link which allows them to
set their password, pin and security question.

f.  Once you have created the staff member’s account, the User Account panel now
displays a Role section.

rduckie
‘_ © Manage roles

g. To assign roles to the staff member click Manage roles.
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Tip: The roles that
you are granting
the Staff Member
here are at the
Agency Account
level.

Roles

& Duckie, Rubber

Available Roles snow description Assigned Roles
Search Search
Admission (Full Access) Task Group o o Activate/Deactivate System Accounts Task
Full az:e_ss_loal options under Client List/Activity View included roles Can activate/deactivate System Accounts.
List/Admission Included Roles: (hide roles)
Admission (Read-Only) Task Group o - Activate/Deactivate System Accounts
Eiﬁi-dor‘::lsymaun:ess to all options under Client List/Activity View included roles Agency H999 Management Task Group
Allows access to the Agency H999 Management screen View included roles
Admission Delete Task Group [+) o
Allow the ability to delete Admission records under Client View included roles Agency Invoicing (Full Access) TaskrGroup
List/Acitivity ListAdmission Full access to the Invoicing screens used for Cost View included roles
Reimbursement and located under Agency Billing.
Agency Administrator Task Group [+)
Assessments (Read-Only) Task Group
This role should be assigned to the person in charge of : .
updating an Agency record (Agency Profile, Contacts, Read-Only access to all options under Client List/Activity
Govemance, Announcements, Tx Team Groups, etc_). This List/Assessments.
role gives access to all sub-menus under the Agency List. Included Roles: (hide roles)
aswella oup Kotes and Reports section, - Assessmenis (Read-Only)
Included Roles: (hide roles) - Clinical
~ AJP Administrator (Read-Only)
- Agency Administrator Can GrantiRevoke NOMS Task
= Agency Reporting Administrator
- Assessments Delete Can Grant'Revoke NOMS Administrator View included roles

- Can Grant\Revoke Agency Billing

- Can Grant\Revoke Agency Invoicing Full

- Can Grant\Revoke Agency Invoicing View

- Can Grant\Revoke Client Voucher Signoff

- Can Grant\Revoke Cross Agency Waitlist Management
- Can Grant\Revoke Privacy Officer

- Can Grant\Revoke Program Set Up

- Can Grant\Revoke Support Ticket Agency User

- Can Grant\Revoke Universal Referral

- Manage Treatment Team Groups

Agency Billing Task Group [+
Full access to the Agency Billing screens under View included roles

Agency/Billing.

Agency Events (Full Access) Task Group o

This role will give the user the ability to enter not client View included rcles v
soecific Fvents at the Aoency level

h. The Roles screen below appears.
i. Userscan:
i. Search for available roles by typing in the available roles search box which will
filter the results as the user types
ii. View included rolesin each role
Note: Reset Logon role: gives users the ability to perform operations on
Agency Accounts. This role includes (has been granted) the following
permissions:
i. Activate/Deactivate System Accounts
ii. Lock/Unlock System Accounts
iii. Reset Credentials System Accounts
iv. End IP System Session
v. Lock/Unlock Agency Accounts

These permissions/actions are explained more fully in the
Administrative Actions section of this document.

iii. View the role description
j.  Toselect a role click on the associated plus sign. This will automatically move the
selected role from the Available Roles to the Assigned Roles box.
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k. To delete a role chosen by mistake, click the associated minus sign. This will

automatically move the selected role from the Assigned Roles to the Available Roles
box.

I.  When all roles have been assigned for this user click | am done. All chosen roles are now
shown in the User Account panel.

rduckie
© Manage roles
= Activate/Deactivate System Accounts - Agency H399 Management
= Agency Invoicing (Full Access) + Assessments (Read-Only)
- Authorization Reopen « Can GrantiRevoke NOMS Administrator

NOTE: If the staff member later has any cross agency roles assigned by the WITS administrator, the
Agency Administrator will be able to view those in the Staff Member profile as shown in the screenshot
below. The Agency Administrator cannot edit or add cross-agency roles.

abarden Lock Resel Credentials

» Agency H835 Management

* Agency H959 Management
« Clinical (Full Access)

= Create Agency Claim Balch

= Encounter (Delete) = Manage Treatment Team Groups
« Payor Adjudication « Program Set Up

« Reports Access « WITS Administrator

© Manage roles

= Admission (Full Access) = Agency Billing
« Agency HB35 Management

+ Agency Events (Read-only)

28| Page
WITS Enhanced Architecture



2. Facility Assignment: Allows you to assign the Staff Member access to a facility.
a. To begin, under the Additional Items section click Add Facility Assignment.
b. The Facility Assignments screen appears.

Ebiin

Facilities:

Q | (a

hrtyrty Administrative Unit x
Rampart
Testing Unit

Tip: Select one facility at a
time and enter the
effective start and end

] ] P2 Has end date dates if applicable. This
June 2015 will allow you to grant
user access to that facility
for a specified period of
time.

Effective:

Tue  Wed

22

0z
|23 o7 os 09 10 11 12 13

24 14 15 16 17 18 19 20

25 21 22 23 24 25 26 27
26 28 20 30

27

c. Select the Facility that you would like the staff member to have access to.

d. Select the Effective or beginning date of access. If applicable, select the end date you
would like the access to end, otherwise, uncheck the Has end date box.

e. Click Save.
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Adding additional items to a profile

The remaining items under the Additional items section allow the user to
customize the staff member’s profile with relevant data. It is important to
note that some of the panels such as access category, and the treatment
domain panel below are exposed and used in some WITS instances, exposed
but not used in others and NOT shown in some instances. Please only
complete panels which you normally complete in WITS Prime or find useful.

Professional Qualifications: This panel allows us to denote a degree,
certification, or license held by the staff member. In addition you can record
the issuing institution and the effective dates.

a.

b.

Tip: After completing the
Professional Qualifications
panel if you click Include in
Display Name, the Profile
panel now shows the user’s
credentials next to their
name.

LN

To begin, under the Additional Items section click Add
Professional Qualifications.
The Professional Qualifications panel appears below.

Category:
License

Type:

Licensed Clinical Psychologist
Issuer Name:

John's Hopkins University|

B inciude in Display Name

date

Effective:

-

Select the Category the degree falls into:
i. Certification

ii. Degree

iii. License
Select the Type: Filters based on the category chosen.
Complete the Issuer’s Name field.
Enter the Effective Dates if applicable.
Click Save.

WITS Enhanced Architecture

Additional items

Define Employment Profile
Manage Accounts and Roles
Add Facility Assignment

Add Access Category

Add Professional Qualification
Add Email

Add Phone Number
Add Address

Add Identifier

Add Language

Add Checklist ltem
Add Relationship

Add Training

Add Note

Add Treatment Domain
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Language: Being able to communicate in more than one language can be essential in the treatment
process if a client does not speak English. The Languages panel allows you to document the various
languages that a staff member speaks and the proficiency by using a Likert Scale. The Likert Scale allows
you to quickly view the expertise of a staff member’s reading, speaking and writing by looking at the
multi-colored scales.

a. To begin, under the Additional items section click the Add Language.
b. The Languages panel appears.

Language:

Italian

Moderately Proficient
Reading: ‘Speaking: AL

Very Proficient Extremely Proficient Moderately Proficient

Save Cancel

c. Select the language that the staff member speaks.

d. Next, hover over the various scales. Each rectangle indicates the corresponding
proficiency level. Choose the appropriate level for each of the scales.

e. Click Save.

6. To add additional languages click Add under the corresponding section of the panel and
repeat the above steps.

Checklist Item: The Checklist panel allows you to create a checklist of items which have been completed
or are in the process of being completed for the staff member such as a background check and
performance review.

Note: In WITS Prime Check List items were displayed on the Staff Profile screen. Some instanced
had its turned on and other had it turned off. These seven items below have either become Check
List items or a Check List Item Follow Up Question.

Dev. Plan Date

Last TB Test Date

Preformance Review Date

Policies and Procedures Manual Received
Required Background Checks Completed
Backgroud Check Outcomes Acceptable

Last Performance Appraisal Process Participation

AN NI NI N NN

a. To begin creating a Check list, under the Additional Items section click the Add
Checklist Item.
b. The Checklist pannel appears.
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c. Select the correct category:
i. On Boarding
ii. Periodic
iii. Separation

b. Select the corresponding Type.

DT

Category:
©On Boarding

Type:
Background Check

Bl o

d. Then click save. The screen will appear as below.

Check List Items

On Bearding

Background Check u

© Add Follow Up Question

@ Add Check List ltem

e. Next, click Add a Follow Up Question.
f. Select the corresponding question and answer and click Save.

Check List ltems

On Bearding

Background Check [_]

Was the background check acceptable?

coe

@ Add Check List Item

WITS Enhanced Architecture
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g. Check the check box to show the checklist item has been completed and enter the
completed date.

Chesck List llems

On Boarding

Background Check ™ 080112015 o]

» Was the background ¢
Akl Foilk

h. To add additional checklist items click Add under the corresponding section of the panel
and repeat the above steps.

Notes: The Notes panel allows you to document anything you feel necessary in regards to this staff
member. As you type the box automatically expands which allows the user to easily view what is being
typed. In addition, the user also has the ability to enlarge the text box by pulling the tab in the lower

right hand corner of the box.

a. To begin, under the Additional items section click the Add Note.

b. The Notes panel below appears.

o]

c. Enteryour note.
d. Click Save.

Notes

Ferrante, Maria Rubber Duckie is pursuing his PHD 06/09/2015 -

© Add

e. To add additional Notes click Add under the corresponding section of the panel and
repeat the above steps.

Tip: When your note is saved WITS automatically enters a date stamp on the panel.
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Training: The training panel allows you to enter any trainings that the staff member has completed and
the date of completion.

To begin, under the Additional Items section click the Add Training.

The Training panel below appears.

Enter the training course that the staff member completed.

Enter the date the course was completed.

Click Save.

To add additional Trainings click Add under the corresponding section of the panel and
repeat the above steps.

S0 o0 T oo

Training Course:

Preventing Harassment

Completed:

06/17/2015| =]

Treatment Domains: If enabled in your instance complete the Treatment Domains panel.
a. To begin, under the Additional items section click the Add Treatment Domain.
b. The Treatment Domain panel opens.

TR

Substance Abuse

W Cancel

c. Select the correct domain.
Click Save.

e. If additional Treatment Domains need to be added click Add under the corresponding
section of the panel and repeat the above steps.
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Access Category: If enabled in your instance complete the Access Category panel.
a. To begin, under the Additional Items section click the Add Access Categories.
b. The Access Category pannel below appears.

c. Select the correct Access Category.
Click Save.
If additional Access Categories need to be added click Add under the corresponding
section of the panel and repeat the above steps.
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Completed Staff Member Profile

If all fields both required and optional are completed your Staff Member Profile will appear as below.

s HI-WITS QA

Wser Forrartn, Maria | Locaior: Admarnssirtg Agency, Admenistisiv Lt o

@ Hack 1o Seasen & Staft Mamber Workspace D v DONE EDITING

Additional ibams
Duckie, Rubbaer, LCP

L4
“ Msie ’
[ i ,
’ 7S
L
Administrane D0TEON
o
anager Davison, Harkey
o M
rudeki
- Agercy Al
¢ + ok Cross Agency VWistis! Mssagement
- Eof Stafl Members
Adeninistrative Unit 06012015
Licenss Licemsed Cinical Paychaiogist JOhiTS Hopks
Urrvensty
Degree Bacheks of Science wvL
Degree Masters Degree: Loy
al
Prons
= rusber duckoe@i org Primary
ot pp—— Primary
v Home
1515 Quack Quack
ootk Mawal
Socul Securtty Number o )
Atecicaid identifier SBEESAETA4N
On Bearding
Background Chetk v, Az
3 Was the Backpround check actepiabla? )
Periodic
Pertormance Revie W [ E
+ [ e 522 membes participae in $he: perioamance rmiew? os
atan
Spasish: Castian
Moderatesy Froscent Moderatety Profickent y Fronsent
Training
Preventing Harassment 0611712015
Notes
Ferante, iana RUDDEr DUCKiE IS pUrsIng NS PHD OBa2015

Substance Abuse
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Staff Member Administrative Actions

Agency Administrators, or others who have roles which have given them permission to access the
Actions on the staff member list, may perform the following actions when managing staff accounts. Step
by step directions for performing these actions are shown below at the Agency Account Level, however,
these actions below can be performed at both the System and Agency Account level.

e Enabling A Staff Member’s Account
0 When a Staff Member has tried to log into WITS unsuccessfully three times, they will
have disabled their account.
0 The enable button will no longer appear under the actions column on the Staff Member
List screen, as searching for enabled/disabled accounts would cause performance issues
in the staff member search. The button is now on the Staff Member’s Profile.
e Ending an IP Session
0 “Has IP Session” is equivalent to the “Release Lock” in WITS Prime.
0 This action will be used when a user forgets to log off before closing a browser on one
PC, and then tries to login from another with a different IP.
e Lock/Unlock
0 Locking an account is the same as “Disable Account” or “Remove Account” in WITS
Prime.
0 Locking a user is the administrator’s way of intentionally preventing that user from
accessing the system.
0 A reason must be entered when locking an account.
e Reset Credentials
0 Asin WITS Prime, Reset Credentials allows the administrator to reset the password for
the user.
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Enabling a Staff Member’s Account
When a Staff Member has tried to log into WITS unsuccessfully three times, they will have disabled their
account and will receive the notification screen below.

"% Hawaii QA
E&..

') Web Infrastructure for Treatment Services

Your Account has been disabled.

Please contact your Wits administrator or supervisor.

e In WITS Prime a user could re-enable a Staff Member’s account on the Agency Staff List screen.

wirs Maine-WITS Training = P

User: Frsrantee, Marks | Location. Administrativg Agency, Adninsaratin Lt o

User 10
Sinll Acthe Inficalin| Aclive | =

Lnst bineme

s
Desydie.crg

Account Informanon Siny Fians harante@leny stams com

e In WITS EA a Staff Member’s account can be re-enabled at the System Account Level, or Agency
Account Level. You will now need to review the Staff Member’s profile to re-enable their
account in WITS.

e The enable button will no longer appear under the actions button on the Agency Staff List
screen.

wms HI-WITS QA

User, Fermante, Maria = | Location Admiristats Agency, Administiative Unit o ® Snapshat

on Search

& Seect Columns 11+ Setect View ﬂ," &

Active maria ferrante@leisystems com
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To enable a Staff Member’s account perform the following steps:

1. Inthe left hand navigation panel click Agency followed by Staff Member.
2. Search for the Staff Member, then hover over the pencil icon and click View Profile.

wis HI-WITS QA Diagnasics

User; Famrants, Maria | Location: Administrative Agency, Administrative Unit #

Tip: When hovering
over the pencil icon
the user can also P S
Lock a Staff Member

out of WITS and

Q, Staff Member Saarch

© Create Noew Stall Member

* Faciity List

Reset their LT oo G . Sclert Colums | [l ~ Selec! View ﬂ;
Credentials from : gy e =
this screen as well. DO Administrative Agency maria ferrante@fetsystems.com

Diagnostics

Home Page @ Back to Search & Staff Member Workspace D
- Agency
» Agency List
S Profile » ) s
GPRA Discharge Due Profile Additional items
GPRA Follow-up Due E

» Facility List Duck, Daisy
Female

Define Employment Profile
Manage Accounis and Roles

~ Add Facility Assignment
» Tx Team Groups

» Billing
» Coniract Management

Add Access Category
Add Professional Qualification
Add Email

o Employment Profile Add Phone Number
Clinical Dashbeard Add Address

Aleris Configuration

» Client List Add |dentifier

Administrative Staff . 07/11/2000 i

Add Language
Add Checklist ltem

» System Administration

» My Settings
Add Relationship
Reports s ot S S P
Support Ticket Add Note
Add Treatment Domain
User Account

dduck

- Admission (Full Access) - Agency Administrator
- Agency Invoicing (Full Access)

4. Under the Additional Items menu to the right of the screen click Manage Accounts and Roles.
This brings the User Account panel to the top of the page and makes it editable.
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Lo

mp Hl-W|TS QA Diagnostics

User Ferrante, Maria | Location Administrative Agency, Administrative Unit &
Home Page @ Back to Search & Staff Member Workspace
Tip: Users can also i
» Agency List
Lock a Staff Member GgF'RA)D‘S‘mafge Due User Account - Additional items
OUt Of WITS a nd GPBTA Fc-)llow—up oue . Define Employment Profile
. 0> (sl e User Account » s dduek Lock  Reset Credentials
RESEt thew T _ > Add Facility Assignment
Credentials from S - , © Manage rofes et —
this screen as well, [T e | s

Add Email
Add Phone Number
Facility Assignments Add Adaress
- e Add Identifier
» System Administration Testing Unit 07/05/2001 - Add Language
- Program Assignments Add Checklist ltem

Alerts Configuration

Clinical Dashboard

5. To re-enable a Staff Member’s account click Enable.

Next, click Done Editing.

7. The Staff Member whose account was enabled will receive an email from noreply@witsweb.org
letting them know that their account has been re-enabled.

o

H S O+ ¢ = Account has been Enabled [Wits] - Message (HTML
FILE MESSAGE

%Ignore x Q @_ 9) ’Z;v "o m =T 2% Mark Unread

9.) To Manager F _m H. Categorize =

. Delete  Reply Reply Forward Move
8®J“”k Al E’Ev EJ Team Email . )v |> Follow Up ~
Delete Respond Quick Steps [F] Move Tags [F]

Wed 7/15/201512:39 PM

noreply@witsweb.org
Account has been Enabled [Wits]
To B Maria Ferrante

oIf there are problems with how this message is displayed, click here to view it in a web browser.

Hawaii QA

Web Infrastructure for Treatment Services

Dear Duck, Daisy

Your accountdduck has been enabled.

Thank Youl
Wits QA Team
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End IP Session
A Staff Member who forgets to log out of their WITS session before leaving work, may wish to log on
from a different location.

When that Staff Member tries to log into WITS from another IP address, WITS will stop them and display
the message below.

Web Infrastructure for Treatment Services

l’ﬂn HI-WITS QA Version:17.24.1

Your account is already in use.

Please contact your HI-WITS QA administrator or supervisor.

Powered by

To clear an active System Account session so that the Staff Member can sign in from a different IP
Address, perform the following steps. (NOTE: This used to be called Lock/Unlock in WITS Prime)

1. To begin, in the left navigation panel click on Agency followed by Staff Members. This brings
you to the Staff Member Search screen.

2. Next, in the search bar search for the desired staff member.

3. Hover over the pencil icon and click End IP Session.

Note: End IP Session
may also be accessed
from the Staff
Member’s Profile

screen.

HI-WITS QA Disgnostcs = Logout

User: Fortanta, Maria | Lacation: Admanistrative Agancy, Administration LUt 2

© Creale New Stall Member

Swarch

. Select Columns | 1l -

Last Kame Agency Emall Igtentitier
Comas AGTINSHAIVE AQENCY MEOMas@Tenso.com MOOmas
Carter Adminstrative Agency maria carer@fento com mearier

wisiration Ferante Administrative Agency Maria Ferrante@teisystems. com miemante

4. The staff member should now be able to log into WITS from any computer.
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Lock/Unlock

Administrators have the ability to lock Staff Members out of WITS intentionally so that they cannot sign
into WITS. This functionality is used if a staff member left the organization, took an extended leave of
absence, or needed to be temporarily locked out of WITS for some other reason. This can be done at
both the System Account and Agency Account Level.

Currently it does not matter at which level you lock out the Staff Member as at either level they will not
be able to log into WITS. If you have locked out a Staff Member at the System Account Level, they must
be unlocked at the System Account Level. If a Staff Member is locked at the Agency Account Level a user
can unlock their account at either the Agency Account Level or at the System Account Level on the
Agency Accounts panel. Note: This distinction is important as it paves the way for new functionality in
the future.

In WITS Prime this functionality was available on the Staff Member’s Account information page under
Administrative Actions by clicking Disable Account or Remove Account.

To lock a Staff Member’s account perform the following steps:

1. Inthe left hand navigation panel click Agency followed by Staff Member.
2. Search for the Staff Member, hover over the pencil icon and click Lock.

wis HI-WITS QA Diagnasics

IUser: Famante, Maria | Location: Administrative Agency, Administrative Unit #

Tip: The Lock

feature can also be
accessed from the
user’s Member ollow-up D Search
Profile screen.

Q, Staff Member Saarch

© Create Noew Stall Member

Sefect Columns 11~ Sedect View n =

[

Administrative Agency maria ferante@eisystems.com

‘Support Ticket

3. The Lock screen below will appear.

Lock

Lock Reason:

Staff Member on FMLA until 12/1/15

4. Enter the reason that you are locking this Staff Member’s account and click Lock.
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5. Upon locking the Staff Member’s account at the Agency Account Level you will see:

HI-WITS QA

WiTS
st Farrande, Mars = | Locabon Adswrstratrs Ageney, Adewrestrstron Link o

E @ Bscko seacn & Sttt Member Woriepace 9 < ooNE EDMTG

Lock was successful. [

Enable  Reset Gresenias

© Manage rcies

- Admission (Full Access) - Agency Adminestrator
- Agency ivesting [Full Aceess)

6. The Staff Member is now locked out of WITS and cannot log in.
7. If they try to log in, they will receive the following screen.

Version:17.24 1

F;’“‘ HI-WITS QA

Web Infrastructure for Treatment Services

Your account is locked.

Please contact your HI-WITS QA administrator or supervisor.

Powered by @

8. Release Lock can be performed from the Staff Member List (see step 2), by clicking Release
Lock.

9. The Release Lock panel will appear and inform the user of the reason the account is locked and
who locked it.

Release Lock

Lock Reason:

A Staff Member out on FMLA until 12/1/15

Locked BY: Ferrante, Maria

Release Lock Cancel

10. To unlock the account click Release lock.
11. The Staff Member now has regained the ability to log into WITS.
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Reset Credentials
Reset Credentials allows the administrator to reset the password for the user.

To Reset a Staff Member’s credentials perform the following steps:

1. Inthe left hand navigation panel click Agency followed by Staff Member.
2. Search for the Staff Member, hover over the pencil icon and click Reset Credentials.

wirs  HI-WITS QA pagrostcs = Logous

User: Ferrante, Maria = | Location: Agency, Admini Unit & 2 SSRS Reports | @ Snapshol

MENU

= Q, Staff Member Search

© Create New Staff Member

Search
Search... Search
Showing 1-50 of 234 . 23|45/ Next Select Columns Il + Select View . = &
First Name Last Name Agency Email Identifier
& test viea Administrative Agency amber.albro@feisystems.com tviea
' StaffAdmin Access Administrative Agency rkinney@feinfo.com staffadmin

Bassler Administrative Agency Bill Bassler@feisystems.com BBassler

Reset Credentials View Profile

Administrative Agency david.webb@feisystems.com dwebb

Adminisirative Agency Run Fan@feisystems.com rfan

3. The Staff Member will receive an email with instructions to reset their credentials.
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System Accounts

Accessing a System Account

To access a Staff Member’s System Account:

1. From the home page click System Administration

2. Then click System Accounts
3. You are now taken to the System Account Search Screen

Logout

wirs HI-WITS QA S

Moria | Losation Admanetisthas Agery, Administrative Uil #

s Atmanesiration
. Seiect View L}

gement

dincent

ALIma2s

PR

darin minra

stasone

adrin

Vincent, Donna

Lima. Andre

Dstupan, Adexances

Miura, Darin

Fasone. Susan

U, Admin

hikocvincentihawai m com

kGRINUPAN BRI 1T Com
daringbcoani ong
stasonegapoaitani org

ey iteisystems. com

Enhone Mymber

Uniknawn

Unknawn

unkiwn

Unknawn

Unknown

Uniknawn

Conrad, Jennigar : 3 on Unikrxrver

wedentials  View Profile Aztve hknbnunasE@nwal 1r com Unknawn

Active Jrasoi@hawakantel net Unknawn

, VRO Deactivated Vi fbbooahu.arg UnKnawn

Faml miner Miser, Rani Active IR aahu oy Urikrewn

4. This screen allow the user to:
a. Search for a staff member across all agencies (if the staff member has a login
account)
Disable a Staff Member’s System Account
Lock a Staff Member’s System Account
Reset a Staff Member’s Credentials
View a Staff Member’s Profile
Download a list of all System Accounts in excel
View the Staff Member’s Identifier which is the WITS username

m o o0 o

5. After choosing the Staff Member, hover over the Staff Member’s Account and click
View Profile
6. This opens the Staff Member’s System Account below.

Note: A System Account represents the Staff Member’s login to the system. In the past a Staff Member’s
record had a login ID, now a Staff Member’s System Account has an identifier which is the Staff Member’s
username. Previously in prime the Staff Member’s login ID was on the account information page of the staff
profile.
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E @ Back to Search

Agency Accounts »

jeonrad  Active

Jennifer

Conrad
jennifer.conrad@feinfo.com
Unknown

« Agency Billing - Billing Encounter List
System Account + Client Confidential + Client Diagnosis
Roles - Clinical (Full Access) - Create Agency Claim Batch
« Encounter (Delete) « Facility Administrator
« Facility Billing (Full Access) + Manage Treatment Team Groups
« Payor Adjudication + Program Set Up
+ Reports Access - WITS Administrator
« WITS Billing Administrator
Agency Accounts
Administrative Agency
Agency
Account Roles

a. The screen shot above shows WITS Administrator’s System Account. Most WITS
Administrators or System Administrators will not have any roles under their
Agency Account. It is okay if they do, but is not necessary.

b. Notice that this user’s System Account above only has roles at the System
Account level on the Profile panel. Those roles determine her access at a System
Account level.

i.  When this user enters any Agency, she maintains those System roles.
ii. If she also had roles assigned at the agency level, she would inherit
those permissions while in the context of that agency.

c. A Staff Member such as a counselor would only have roles in the Agency
Accounts panel. These roles would be given to Staff Members when you are
creating their Staff Member Profile. The Agency Account Roles can be managed
through the Staff Member’s Staff Profile in the Agency and in the System
Administration panel above as they will automatically update each other.

d. All users will still have a single System Account, single Agency Account and
single Staff Member record.
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7. To make any changes to the users System Account click EDIT at the top of the screen.
8. Administrative actions such as Manage Roles will appear at the right hand of the panels

Profile
Agency Accounis »

jeonrad Active Deactivate Lock Reset Credentials

g
Jennifer 4
Conrad

jennifer conrad@feinfo.com

Unknown
© Manage roles
Agency Biling - Billing Encounter List

- Client Confidential + Client Diagnosis

=+ Clinical (Full Access) + Create Agency Claim Batch

= Encounter (Delete) + Facility Administrator

= Facility Billing (Full Access) + Manage Treatment Team Groups
= Payor Adjudication + Program Set Up

- Reports Access - WITS Administrator

‘WITS Billing Administrator

Agency Accounts

Administrative Agency Lock

© Manage roles |

9. To add roles either to the Staff Member’s System Account or to the Agency Account
click on Manage Roles under the corresponding panel.
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Roles « lamdone

& Duckie, Rubber

Available Roles Snow description - Assigned Roles W] snow dessription
Search Search
Admission (Full Access) Task Group o o Activate/Deactivate System Accounts Task e
Full access lo all opticns under Client List/Activity View included roles Can activate/deactivate System Accounts
List/Admission Included Roles: (hide roles)
Admission (Read-Only) Task Group o - Activate/Deactivate System Accounts
Read-Only access to all options under Client List/Activity View included roles Agency H999 Management Task Group
List/Admission. e
Allows access to the Agency H999 Management screen View included roles
Admission Delete Task Group [+) o
Allow the ability to delete Admission records under Client View included roles Agency Invoicing (Full Access) TaskrGroup e
List/Acitivity List/Admission Full access to the Invoicing screens used for Cost View included roles
Reimbursement and located under Agency Billing.
Agency Administrator Task Group [+)
Assessments (Read-Only) Task Group
This role should be assigned to the person in charge of o e
updating an Agency record (Agency Profile, Contacts, Read-Only access to all options under Client List/Activity
Govemance, Announcements, Tx Team Groups, etc_). This List/Assessments.
role gives access to all sub-menus under the Agency List, Included Roles: (hide roles)
aswell o pun Notes and the Reports section - Assessmenis (Read-Only)
Included Roles: (hide roles) - Clinical
~ AJP Administrator (Read-Only)
- Agency Administrator Can GrantiRevoke NOMS Task )
= Agency Reporting Administrator
- Assessments Delete Can Grant'Revoke NOMS Administrator View included roles

- Can Grant\Revoke Agency Billing

- Can Grant\Revoke Agency Invoicing Full

- Can Grant\Revoke Agency Invoicing View

- Can Grant\Revoke Client Voucher Signoff

- Can Grant\Revoke Cross Agency Waitlist Management
- Can Grant\Revoke Privacy Officer

- Can Grant\Revoke Program Set Up

- Can Grant\Revoke Support Ticket Agency User

- Can Grant\Revoke Universal Referral

- Manage Treatment Team Groups

Agency Billing Task Group o
Full access to the Agency Billing screens under View included roles

Agency/Billing.

Agency Events (Full Access) Task Group o

This role will give the user the ability to enter not client View included rcles v
soecific Events at the Agency level

10. The Roles screen below appears.
a. Userscan:
i. Search for available roles by typing in the available roles search box
which will filter the results as the user types
ii. View included roles in each role
iii. View the role description
b. To select a role click on the associated plus sign. This will automatically move
the selected role from the Available Roles to the Assigned Roles box.
c. To delete a role chosen by mistake, click the associated minus sign. This will
automatically move the selected role from the Assigned Roles to the Available
Roles box.
11. When all roles have been assigned for this user click | am done. All chosen roles are now
shown under the corresponding panel and the user is taken back to the Staff Member’s
System Accounts page.

Tip: To view the last time a Staff Member logged in, view their profile in the system account and click on the
history button next to System Account Workspace. A list of all business operations performed on that system
account are shown such as Activating and Deactivating an Account, End System Session, Grant System Role,
Lock account, Revise Contact Information, Revised Session Expiration, Revoke System Role, Start System
Session and Unlock.
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Logging into WITS

The process of logging into WITS has changed as now the User ID, Password and Pin are all on the same
page.

1. To login, open your browser then enter the URL of your WITS system.

wirs HI-WITS QA

Version:17.21.1
Web Infrastructure for Treatment Services

WARNING:

Access to this system is restricted to authorized users only. Violators subject to imprisonment and/or fine.
Continuing beyond this point certifies your understanding and compliance with all applicable restrictions

and regulations_

Powered by @

2. Type inyour User ID, Password and PIN then click Login.

W% Hawaii QA
E:ﬂil

\ Web Infrastructure for Treatment Services

Login

User ID
[

Password

Password

Pin

Pin

Forgot Password?

Tip: Any user who has not previously answered their security question will be prompted to answer it
as soon as they log into 18.0 for the first time.
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3. If asked, choose your Agency and Facility and click Go.

wis HI-WITS Dev sl = B

User: Wihise. Ryan B | Location Adminstrafive Agercy

1© Thars is curmaney 1 support Bekat with status Panding WITS Admin’

Home

Thcosanr -

Start Date:

End Ds

4. You will then be taken to your homepage.
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System Settings

In order to allow more intuitive access in EA the My Settings menu item on the left hand navigation
menu is being removed. The functionality will now be accessible in other places in the WITS system.

Currently the My Settings menu items allows the user to Change Facilities, to Change Password/Pin

Home Page

» Agency

Authorization Dashboard
» Client List
» System Administration
My Settings
Change Facility
Change Password/PIN
Change Security Question

Reports

Support Ticket

and to Change Security Question.

Password/Pin and Security Question
Users can now Change Password/Pin and Change Security Question by hovering over the user’s Name
which is displayed in the top left hand corner of the screen.

wirs  HI-WITS QA
Location: Administrative Agency, Administrative Unit &

© There are currently 4 people on this facility's waitlist.

="
RISt © There are currently 2 people that have been referred in.
Clinical Dashboal
Client List © There is currently 1 support ticket with status 'Pending WITS Admin’.

stem Adminisiration

Announcements
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Changing Facilities
If users have access to more than once agency, facility or both they will be able to change facilities by
clicking the Location in the top left hand corner of the screen.

im HI-WITS QA Diagnostics = Logeut

User: Vimmer, Mor || Lozation: 20

@& Spapshot

0@ There are currently 4 paople on this facility's waitlist.
0 There are currently 2 people that have been referred in.
Cilent List @ There is currently 1 support ticket with status 'Pending WITS Admin'.
em Admiristration

Home

Support Ticket

Once the user clicks on Location they can now change their Agency, Facility or both.

Logeut

‘@ H |-W|TS QA Diagnostics

User: Vimmer, Mor | Loeation: A0 a6 Snapshot

Curment Agency Administrative Agency
Group List

Current Facility Admiristrative Unit
Clinical Dashboard

Mew Agency Administrative Agency
Client List

& e = New Faciity Administrative Unit
System Administration

Reparts

Support
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Logging Out of WITS

The process of logging out of WITS has not changed.

1. To log out of WITS click the log out button in the top right hand corner of your screen.
2. The Logout screen will appear.
3. Click Yes to log out.

' HI-WITS QA

Logout

Are you sure you want to log out?

™

Powered by
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