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Section 1. Set Up Who Can Add Clients to Your Program Waitlist 

 
Where:  Agency – Facility  - Program  

 
1. The Waitlist works by program. This means that you may place a client on the waitlist for a 

program, which is housed in a facility, in an agency.  You may also place a client on the waitlist 
for all programs in the state with the same modality.  
 

2. There are two roles that you grant to users which gives them access to the State Waitlist.  The 
roles are either full access or read only, depending on the user.  
 

3. Within each Program (per Agency, per Facility), you can indicate whether the program is 
available for the cross-agency waitlist (any person in any agency can place a client on the waitlist 
for that program), local only (only users within your agency can place clients on the waitlist for 
that program) or none (there is no waitlist tracking for the program at all).  This will determine  
 

4. Each program’s capacity is important in relationship to the waitlist, as this will determine the 
number of available beds. Also, if you indicate that the program is gender specific or age 
specific, it will limit the types of clients that can be place on the waitlist (e.g., if a program is 
limited to females on the set up screen, no one may place a male client on the list). 
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5. You may set up information about your facility in the Facility – Special Services screen. This 
information will be displayed when a user wants more information on your facility from the 
Program Waitlist screen. 

 

6. A WITS Administrator, has the ability to control the priority score of clients on the waitlist.  You 
can assign a weight score to each category (pregnant, IV drug user, etc.) so that the total score 
for the client is calculated and visible to agencies when they determine whether to accept the 
client.  You may also add additional values that may be weighted. 
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Section 2. Using the Waitlist 

 
Where:  State Waitlist  

 
1. State Waitlist will be visible on the WITS menu to those users with one of the Cross-Agency 

Waitlist roles.  Users may search the entire waitlist, or narrow the search based on Modality, 
Age Group, Agency, Geographic Area (if used), etc.  Once they find a waitlist that they wish to 
place the client on, they will click “Review List” If they would like to see more information about 
the facility, they may click on “Facility Details”.  

 
 

2. The agency user may view non-identifiable information about clients on each specific program 
waitlist. This can help to determine if the client should be placed on the waitlist. For instance, if 
there are three pregnant females waiting for a program, who have been waiting for several days 
for 2 available beds, you might not want to put a male client on this program’s waitlist.  
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3. If the Program is within your agency, you can Accept or Reject the client from this screen. You 
may also place a client that is in your agency on the waitlist by clicking “Add Client to Waitlist.” 
The client may have an intake, but does not need to have one. You must only enter enough 
information to “SAVE” the client profile. 
 

4. To add a client to a waitlist, the user searches for the client (by name), enters the priority 
criteria (pregnant, IV drug user, etc). Note that if the client is accepted, the pregnant 
information will populate the intake screen. A final field to be aware of is the “Add client to all 
waitlists for this modality?” If you select yes, the client will be placed on all waitlists for all 
programs of that modality (which accept outside clients). Once the client is accepted into a 
program and you refer them, the other waitlist records will be closed automatically.  

Adding a Client to the Waitlist 
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Section 3. Accepting Clients 

 
Where:  State Waitlist  

 
There are two important sub-screens: My Programs and My Clients. 
 

1. “My Programs” – allows the user to manage and view waitlists for programs within their agency. 
From this screen, you may view the number of clients waiting for a specific program. Clicking 
“Review” allows you to view all client waitlist records for that program.  
a. You may contact the referring agency and refer to the client using the “Waitlist ID.” 
b. You may ask that agency to send you consented information. 
c. You may accept the client off the waitlist. This will not admit the client, but will send an 

email to the originating agency to inform them that they will need to create a Consent and 
Referral to your agency. 

d. You may reject the client. Please note that if you reject a client, they cannot be referred to 
your program again. 
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2. “My Programs” – allows you to manage and view clients you placed on any statewide program 
waitlist. From this screen, you may: 

a. Click “Review” to update the client’s waitlist record (i.e., if a woman becomes pregnant 
while waiting, you will want to note that as it changes her priority on the waitlist and 
provides valuable reporting information for block grant funding). 

b. Click “Delete” to remove the client from the waitlist (i.e., the client no longer needs the 
program, moves, etc.) If you placed the client on more than one program waitlist for the 
modality, WITS will ask if you want to remove the client from all waitlists for this 
modality. 

3. A highlighted row indicates that the client has been accepted.  

 

4. To refer an accepted client to the program, 
a. Locate the client in your client list. 
b. If the client does not have an intake, create one. Otherwise, use an open intake. 
c. Create a consent. WITS will ask if the consent is linked to a waitlist record. If you 

say yes, WITS will let you choose from a defined list of agencies. 
d. Create a referral. WITS will automatically populate the agency, facility and 

program on your referral. 
5. The accepting agency will accept the referral and process the client through the intake 

and admission process in their agency.  
6. A waitlist record is deleted once the client has been referred to the agency. Any 

associated waitlist records for other programs of the same modality are also deleted. 

WITS uses the program’s set number of beds or slots, and automatically subtracts the number of 
clients enrolled in the program to determine the number of available slots or beds. 

WITS keeps track of the number of clients on the waitlist as they are added or deleted. 
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