WITS (Web Infrastructure for Treatment Services).

Introduction:

WITS is a full Electronic Health Record (EHR), you are free to use it as such. The Office of Substance Abuse and Mental
Health Services - SAMHS only requires the same fields providers used to enter into TDS (Federal TEDS and State TDS)
now be entered into WITS (with a few differences)

This manual only covers the required TDS data. Other manuals/tutorials regarding the EHR functionalities are available
upon request. All yellow fields in the system in the applicable sections and subsections must be entered before your records
are complete and available for TEDS reporting. The intent of this manual is to walk you through the applicable sections and
subsections from admission through discharge.
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Logging In:

Step 1: When logging into WITS you will get a warning screen, the screen states that this is a secure site and only registered
users have the right to access. https://me-training.witsweb.org. Click on OK to bring up the login screen.
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Maine-WITS Training e n

- Web Infrastructure for Treatment Services

WARNING:

Access to this system is resiricted 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.
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Step2: Enter your User ID and password, Click Go
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UserID | schandler

Forgot your Password/PIN?
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Step 3: Enter your PIN, click Go
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Login

UserID | schandler

Password | seseses

PIN

Forgot your Password/PIN?
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Home Page:

Step 1: Click on Client List to start the TDS Admission process; The client list screen is a search screen; you can search for
your client in any of the applicable fields (Historic TDS clients can be searched for using the TDS client ID (DOB
and Last four SSNs), enter the TDS client ID in the Provider ID field). An asterisks (*) is a wildcard in the system so
if you know that the last name/initial is you can type “C*” and the results return would be any last name starting with
a“c”.
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Schedule for:  Stan Date: EEegE Seapch Calendar | EdiliAdd Schoeduk:

DRAFT DRAFT DRAFT DRAFT DRAFT DRAFT DRAFT DRAFT DRAFT DRAFT



Step 2: To Add a new Client: click on Add Client (Right hand side of screen)
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Step 3: After you select Add Client, the Client Profile page will show. Enter all of the required information (denoted in
YELLOW). PLEASE NOTE - Full names are not required but the fields can’t be blank either. You can enter the full
name but if you’d rather not, a first and last initial is sufficient (see below)

CLIENT PROFILE
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Home Page I m——
» State Wadlist Fust Name o 210
¥ Agency Niiie Name
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al Dashboard bos ﬂ.
~ Client List a

Adternate Names Diiesrs Licanse
Addiional Informalion

Contacl info
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History
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Addiional Informalicn
Contactinio Save

leral Conlacls

Carment Deeree™|Yog | v
Other NUmbers. L
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Clicking Save or Finish: Clicking “save” will save what you haven’t entered on this screen; clicking finish thinks-yoh’re

done so it will bring you back to the main client search screen, clicking the right arrow will bring you to the next screen but
it has not saved your work.

Step 4: The next screen collects data that aren’t relevant to TDS so you can click the right arrow again and it will bring up
“Additional Information” — this is where Race, Ethnicity and Veteran Status are collected.

ADDITIONAL INFORMATION
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Maine-WITS Training

User: Chandler. Stacey | Location: Training Agency A Training Facility A & B Generate Report | @ Snapshot

& Client: C, S| F319824ZC317100 © Clear Client

Home Page Additional Information
» State Waitlist Ethmnw‘ | . |
» Agency Races SeleT
01-White - <
» Group List 02-Black or African American - .
03-American Indian or Alaskan Native {th ni Clty
Clinical Dashboard 04-Asian
05-Native Hawaiian or Other Pacific Islander - L2
~ Client List Special Needs Selectad Special Needs —Race
Hearing - -
e i eteran Status
Alternate Names Physical
Visual - -
General Client Comments
Contact Info

Collateral Contacis
Other Numbers
History Sexual Orientation

Allergies Religious Preference

Linked Consents English Fluency

Non-Episode Contact

o . o | =
» Activity List

Interpreter Meeded I:D Citizenship
Episode List

A R — =" 00

» My Setlings

Reports

Support Ticket

When selecting Race click on the race(s), then click the right arrow to put the race in the selected Races Box. You can select

one or many, to select many hold your control button, select the races then click the right arrow to move the selections to the
right.
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Wos Maine-WITS Training

User: Chandler, Stacey | Lecation: Training Agency A Training Facility A #* B Generate Report | @ Snapshot

& Client: C. S| F319824ZC317100 © Clear Client

Additional Information

Ethnicity 02-Puerto Rican I=]
» Agency Races Selected Races

Home Page

» State Waitlist

03-American Indian or Alaskan Native - 01-White -
» Group List 04-Asian > 02-Black or African American
05-Native Hawaiian or Cther Pacific Islander
Clinical Dashboard 99-Otner
~ Client List Spetial Needs Selected Spetial Neets
5 Hearing o A
~ Client Profiie Lantuene D
Aliernate Names Physical -
Visual - -

General Client Comments
Contact Info

Collateral Contacts
Other Numbers
History Sexual Orientation B

Allergies Relgious Preference y

Linked Consents English Fluency v

Non-Episode Contact
N N NE—
» Activity List
“‘f mrpreer Heodea|___|v]

Episode List

»_System Administration
p—

[1-es

The complete the client profile click Finish and it will bring you back to the client search screen below:

Maine-WITS Training x

NOTE:
Still in the
client
folder

» C

Apps [ Juniper g Office of Substance .. [ OSADS Main Menu [] Cognos [ DTxC20 fb SAMHS DHHS Maine [ MS-TAMS Logon [ Imported From IE b Motor Carrier Servic,

https://me-training.witsweb.org/p#stay
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ser Chandler, Stacey | Location: Training Agency A Training Facility A #* @ Snapshot

@k ] Client: C, S | F319824ZC317100) © Clear Client

Home Page © The filter you created has been applied to the client list. *

» State Waitlist

» Agency
. First Name Last Name|C
Clinical Dashboard
ssh DOB|
~ Client List Maine-WITS Training Client Id
» Client Profile Unique Client Number Proviger Clent ID

Linked Consents Treatment S(aﬁ’—m Frimary Care Staff

Non-Episode Contact Case Status |All Clients M Intake Staff v
» Activity List Other Number omberTyee [

Episode List Inciude Only Active Consents

» System Administration

» My Seitings
ient List (Export;
Reporis
- | Actions. |u.|'!|u=c|i=n|# Full Name ‘ms ‘ssu ‘Gendnr
Support Ticket
@ Fiisusazo20sio c.a 1111850 0824 Female
& FarseazeaTion c,s annsze 1234 Female

Clients with Consents from Outside Agencies

Actions  Agency Unique Client # Client Name poB SSN Gender
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Step 5: Hover your mouse/curser over the pencil to the left of your client so see the different options available. You can
either click on Activity List here or on the right hand side of the screen.
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& Client: F319824ZC © Clear Client N
Home Page @ The filter you created has been applied to the client list. x
} Siate Waitlist
= cemsegen _________________________________________________________}
» Group List Agency Training Agency A Facitty| [=]
Clinical Dashboard Frst Name| Last Name C
SSN DOB
v Client List laine-WITS Training Client Id
» Client Profile Unique Client Number| Provider Client ID
Linked Consents Treatment Stafi| [+ primary care star
Non Episode Contact Case StatuslAH Clients | - \ Intake sm\ \ x |
» Activity List Other Number Number Type| [=]

Episode List ncluge Only 2ctive Gonsents Yes [ v
» Sysiem Administration

» My Settings i _ i
Client List (Export Add Client
Reporis
——— ‘ Actions ‘lln'glmclnnl# ‘an Name |m |m ‘Gnndu
ln2t & | F1s0sezc2osino ca 111880 0824 Female

F3198242C317100 cs 11978 1234 Female

Actions  Agency Unique Client # Client Name DoB SSN Gender

The Activity List is where you start a new episode of care:

Step 6: Click on Start New Episode

y
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ugm Maine-WITS Training

User: Chandler. Stacey | Location: Training Agency A Training Facility A # @ Snapshot

& Client: C, S| F3198247C317100 © Clear Client
Azl ® Please select a case, or click Start New Episode. X

» State Waitlist
» Agency
» Group List

Case#  Status | Eacility | Intake By Intake Date  Closed Date. | Latest PE

Clinical Dashboard
~ Client List
» Client Profile
Linked Consents
Non-Episode Contact
» Activity List

» System Administration

» My Seitings

Reporis

Support Ticket
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Step 7: Intake: Complete all areas highlighted in yellow. The first step on the intake is to designate the staff member
working with the client by selecting the “Intake Staff”
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User: Chandler. Stacey |

Home Page
» State Waitlist
» Agency
» Group List
Clinical Dashboard
~ Client List
» Client Profile
Linked Consents

Non-Episode Contact
 Activity List

Tx Team
» Screening
» Assessments
» Admission
» Encounters
» Notes
» ASAM

» Treatment

Location: Training Agency A, Training Facility A &

& Client: C, S| F3198247C317100 | 1

© Clear Client

Intake Case Information

Intake Faciity | Training Facility A

Intake Staff Chandler, Stacey

Initial Contact,

Case# 1
Case Status| Open Active H
Initial Contact Date =)

County

Intake Date 3312015 £

Source of Referral

L=
[

progant| [ +] DusDate "

Referral Contact

[z]  Prenstal Treatment v

Add Collateral Contact

Special Intiative

Acquired Brain Disorders

Adultwith Crganic Disorder wio SED
Adultwith Severe and Persistent Mental lliness
< ]
Inter-Agency Service

Child Protective Services (QCS)

Court/Legal Interface

DCSF

HIV Posiive] [+] Hepc Positive| [=]

Injection Drug User [ + | shared necates| [+]

Presenting Problem (In
Client's Own Words)

Special Initiative Selected
: :
= .

Inter-Agency Service Selected

= ‘

B Generate Report | @ Snapshot
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User: Chandler, Stacey |

Home Page
» State Waitlist
» Agency
» Group List
Clinical Dashboard
~ Client List
» Client Profile

Linked Consents
Non-Episode Contact

 Activity List

Tx Team
» Screening
» Assessments
» Admission
» Encounters
» Notes
» ASAM
» Treatment

Location: Training Agency A, Training Facility A &

& Client: C, S| F319824ZC317100 | 1

Intake Case Information

© Clear Client

Intak @ity | Training Facility A

Intske Staff| Chandler, Stacey

Initial Contact| ‘

[=] case#/l
0 Case Status|Open Active [+]
Q Initial Contact Date ]

County

001, Training
002, Training
003, Training
004, Training
005, Training
008, Training
007, Training
ang Traininn

Referral Contact|

Source of Referral [l A= 1]

Intake Date 331/2015 £

pregran [ [a] oveOme =
Prenatal Treatment v

B EETET*

HIV Positive | v ‘ Hep C Pnsllrue‘ |

<

Injection Drug User | v ‘Shamd Need\es‘

<

Presenting Problem (In
Ciient's Own Words)

Special Inttiative
Acquired Brain Disorders.

Adultwith Organic Diserder wio SED
Adultwith Severe and Persistent Mental lliness
< ]
Inter-Agency Service

Child Protective Services (OCS)

CourtiLegal Interface

nras
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You can start typing in any of the drop downs the value OR you can select from the list of values, as you type in a value it
will appear, hit Tab to go to the next field.
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wirs Maine-WITS Training

User: Chandler, Stacey | Location: Training Agency A Training Facility A & B Generate Report | @ Snapshot

& Client: C, 5| F319824Z7C317100 | 1 © Clear Client

Home Page

Intake Case Information

» State Waitlist . - ‘ 'l

Intake Faciity [Training Facility A Casc#1

» Agency Intake Staff| Chandler, Stacey | - H Case Status |Open Active [+]

» Group List Initial Contact, ‘ v Initial Gontact Date 03/02/2015 | (8
. County SC-Sagadahoc v Intake Date 03/02/2015 £
Clinical Dashboard v g ‘ e Dt
Source of Referral 2 Prmnant:D ue Date. =]
~ Client List a |
- Prenatal Treatment v
» Client Profile Referral Contact|
Linked Gonsents HIY Postive [+ HepCPostive [+]
Non-Episode Contact Injestion Drug User ‘ v ‘Shared Needles‘ ‘ » ‘

Presenting Problem (In
Clients Own Words)

Tx Team 4
» Screening
» Assessmenis Special Initiative Special Initiative Selected
P Acquired Brain Disorders. - -
D AIEEET Adultwith Organic Disorder wio SED
» Encounters Adultwith Severe and Persistent Mental lliness. A
M ] -
b = Inter-Agency Service Inter-Agency Service Selected
» ASAM Child Protective Services (OCS) - -
Court/Legal Interface ]
» Treaiment D - -
<l . I e o = » B ™ 2 T e P
27 m u [ E 'O - # -

All of the date fields have “date pickers” which is a calendar that pops up so you can select the date. You can also type in
the date.
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l;ﬂﬂ Maine-WITS Training

User: Chandler, Stacey | Location: Training Agency A Training Facility A & B Generate Report | @ Snapshot
& Client: C, S| F319824ZC317100 | 1 © Clear Client

Home Page Intake Case Information

» State Waitlist

Intake Faciity [Training Facility A Casc#1

» Agency Intake Staff| Chandler, Stacey | - H Case Status |(Open Active H

» Group List Initial Contact, Initial Contact Date 3/2/2015 =]
Intake Date 3212015 F)

PregnantNo | v| DueDate =)

Clinical Dashboard County |56 Sagadahoe

Source of Referral 08-DEEP

 Client List
i v Prenatal Treatment -
» Client Profile Referral Contact | e el renaal Tresimen
34 Colistersl Contac P . ) =
Linked Consents — HIV Posttive Yes [ ] Hep c Postive|No [+]
Non-Episode Contact Injection Drug User|In LastB Manths | + | shared Needies| [+

~ Activity List Problem Area 01-Substance Abuse Only | |

Presenting Problem (In
Clients Own Words)
Tx Team 4

» Screening

» Assessmenis Special Initiative Special Initiative Selected
P Acquired Brain Disorders. - -
© AR Adultwith Organic Disorder wio SED -
» Encounters Adultwith Severe and Persistent Mental II\ness A -
<
Inter-Agency Service Inter-Agency Service Selected
» ASAM Child Protective Services (QCS) - -

» Notes

CourtiLegal Interface
» Tleaiment

Notice, only the yellow fields were entered. The white fields are not required to save the record, nor are they required by
SAMHS.
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Scroll to the bottom and click save. Any errors/omitted fields will prompt an error. Errors are denoted in pink/red (see

below)
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£}

5=
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c https://me-training.witsweb.org/p#stay

Home Page
} State Waitlist
» Agency
» Group List
Clinical Dashboard
~ Client List
» Client Profile
Linked Consents

Non-Episode Contact
* Activity List

Tx Team
» Screening
» Assessments
» Admission
» Encouniers
» Notes
» ASAM
» Treatment
» Follow-up
» Discharge
Consent
Referrals
Paymenis
Episode List

Click Finish (Finish will save what has been entered) and the clients” activity list will show up

Maine-WITS Tr:

4

£l

o Required fields are missing.

Intake Case Information

[} OSADS Main Menu [ Cognos [ PTxC20  fb SAMHS DHHS Maine [ MS-TAMS Logon () Imported From [ b Motor Carrier Servic..

[ty
1]

Intake Facilty | Training Facility A

Intake Staff| Chandler, Stacey

Initial Contact|

County | SC-Sagadahoc

Source of Referral 08-DEEP

Referral Gontact!

Add Collateral Contact

Special Intiative

Acquired Brain Disorders

Adultwith Organic Disorder wio SED
Adultwith Severe and Persistent Mental lliness.
< ]

Inter-Agency Service

Child Protective Services (OCS)

Court/Legal Interface

DCsF

Developmental Disabilities

Date Closed

Case# 1

Case Status| Open Active ‘

Initial Contact Date 3/22015 £

Intake Date 322015 £

. PregraniNo|+] ouepte &
‘ .| Prenatal Treatment :
HIV Positive | Yes. ¥ | Hep C Positive| NO
Injection Drug User|In Last6 Months | - ‘Shared Need\es‘

Problem Area|01-Substance Abuse Only H

Fresenting Froblem (In
Ciient's Own Words)

Special Initiative Selected

‘=

<

Inter-Agency Service Selected

‘B
‘-

cancel | save [l Finisn |

& -

Apps [Y Juniper b Office of Substance ...

C' & httpsy//me-training.witsweb.org/p#stay

I;’IB Maine-WITS Training

User: Chandler, Stacey |

Home Page
» State Waitlist
» Agency
» Group List
Clinical Dashboard
~ Client List
» Client Profile

Linked Consents.
Non-Episode Contact

Intake
Tx Team

» Screening

» Assessments
» Admission

» Encounters
» Notes

» ASAM

» Treatment

DRAFT DRAFT

Lecation: Training Agency A, Training Facility A #

& Client: C, S| F319824ZC317100 | 1

Actions  Activity
# | Client Information (Profie)

, Intake Transaction

© Clear Client

322015

20212015

Created Date
302015

AM2015

[} OSADS Main Menu [ Cognos [1 DTxC20 b SAMHS DHHS Maine [ MS-TAMS Logon (] Imported From IE & Motor Carrier Servic...

Status
Completed

Completed

@ Snapshot

DRAFT DRAFT DRAFT

DRAFT DRAFT DRAFT DRAFT DRAFT



Step 8: Admission: Click on Admission Under “Activity List”
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WWWQ Agency A Training Facility A & @ Snapshot =
I Client: C, S| F3198247C317100 [ © Clear Client

Home Page

» State Waitlist Actions  Activity Activity Date Created Date Status
& | Clentinformation (Profle) 31212015 303072015 Completed
» Agency
_ # | Iiske Transaction 32/2015 303172015 Completed
» Group List

Clinical Dashboard
~ Client List
» Client Profile
Linked Consents

Non-Episode Contact

Intake
Tx Team
» Screening
» Assessments

» Encouniers

» Notes

» ASAM

» Treatment

» Follow-up

» Discharge
Consent

Step 8a: This will bring up the Admission Profile screen; you need to select the type of admission. Regular admission (for
most episode types) and Shelter/Detox (for shelter or detoxification episodes) and the Admission Staff
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wirs Maine-WITS Training

User: Chandler, Stacey | Location: Training Agency A Training Facility A & @ Generate Report | @ Snapshot

& Client: C, S| F319824ZC317100 |1 © Clear Client

Home Page Admission Profile
» State Waillist Full Name: C, S Residence/Barough: Sagadahac
» Agency Referral Source: DEEP Race: Black or African American White

5 Gender: Female Ethnicity: Puerto Rican

» Group List DOB: 3/1/1978 Age: 37

P — Basis for Decision

Potential Client for 54| B y

oGl g Potential Client for MH B y

» Client Profile Potential Client for TBI N v

Linked Consents Est. Duration of TX (days) Treating Here For |SA >

Non-Episode Contact

Client Type] )
~ Activity List Admission Type| ki
Intake Admission Staff| Chandler, Stacey v

Tx Team

Admission Date 3/31/2015 £

» Screening Affectetioo-DependentNo ||

» Assessments # of Prior SA TX Admissions Client Reported Health Status -
~ Admission # of SA Hospitalizations in Past 6 Months MHIMR Dlagnus\s‘ |-|
4 of Prior MH TX Admissions in Past 12 Mo )
Education| [+]
Financial/Household #of Prior MH Hospitalizations in Past 2 Yrs
Vi 5
Youth # of Months Since Last Discharge Domeste Vielence Survivor I:D

Substance Abuse # Medical Tx at Physician/Clinic in Past 12 Mo/

Fill in the applicable fields (denoted in Bright and Pale Yellow)

# of Prior SA Tx Admissions

# of Prior MH Tx Admission in past 12 months #Medical Tx at Physicians Office past 12 Mos

# of Prior MH Hospitalizations in Past 2 years # Hospital ER Admissions past 12 Mos

MH/MR Diagnosis # Medical Hospital Inpatient Adms past 12 Mos

Education Self Help Attendance

DV Survivor # times gambled
If applicable (not 0 above) Has Gambling Led to
problems

DRAFT DRAFT DRAFT DRAFT DRAFT DRAFT DRAFT DRAFT DRAFT DRAFT



¢« > C https://me-training.witsweb.org/p#stay 7| =
Apps [ Juniper b Office of Substance .. [ OSADS Main Menu [ Cognos [ DTxC20 f& SAMHS DHHS Maine [*] MS-TAMS Logon (] Imported FromIE & Motor Carrier Servic...
SRR Potential Client for MH| | = | Il -

+ Client Profile Potential Cient for T8I [« [+]

Linked Consents Est. Duration of TX (days) Treating Here For| SA -

Non-Episode Contact

Client Typs! &
¥ Activity List Admission Type | Admission v
Intake Admission Staff| Chandler, Stacey )

Tx Team admission Date 3312015

» Screening Aﬁenedrc.mependem wm
» Assessments. # of Prior S& TX Admissions 0 Client Reported Health Status v

~ Admission # of SA Hospitalizations in Past & Months MHIMR u.agnm\n1-niagnnsau Mental IHnEssiDisnrdarl B \
# of Prior MH TX Admissions in Past 12 Mo 0

Edunalmn“M—Snphanra College M
Financial/Household #of Prior MH Hospitalizations in Past 2 Yrs 0
Vi 2
Youth # of Months Since Last Discharge Demestic Violenc & Survivor H
e # Megical Tx at Physician/Clinc in Past 12 Mo 0
Tobacco # Hospital Emergency Room Admissions in Past 12 hio 0
e # Medical Hospital Inpatient Admission in Past 12 bio 0
B — # Other Medital Tx Locations Admission in Past 12 bo 0
# of times the client has atiended a sefi-help program in the 30 days preceding the date of admission (o treatment services. Includes
ASAM attendance at A4, NA, and other seff support groups focused on recovery from substance abuse and dep
Diagnosis ‘EH—NU attendance in the past month | . ‘
In your lfetime, how many times have you gambled (bet) with money or possessions?
Program Enroll ‘20_39 Times | . ‘
Treatment Team Has the money or time that you spent on gambling led to financial problems or problems in your famiy, work, sthool or personal lite?

» Encouniers

£33 O
» ASAM

» Treatment

» Follow-up

» Discharge

Here you can click Save, Finish or use the Right Arrow. | prefer saving each screen so ensure none of my work is lost. After
saving click on the Right Arrow to go to the next section, Admission/Financial/Household

Step 8b: Admission — Financial and Household section.
N C, https://me-trail

i Apps [ Juniper fb Office of Substance.. [%] OSADS MainMenu [ Cognos [ DTxC20 8 SAMHS DHHS Maine [ MS-TAMS Logon (] Imported FromIE  f8 Motor Carrier Servic...
& Client: C, S| F319824ZC317100 [ 1 © Clear Client .

» State Waitlist wm
Financial Info

ng.witsweb.org/p#stay

o
T}

» Agency -
Employment Status | D1-Full Time: 35 Hours [v] Primary Income Src| 01-Wages y
» Group List Months Emp in Last & Months Expected Payment Src|02-Human Services (other than child, adult prote . | =
Clinical Dashboard Employer Insurance Type|03-Medicare N
~ Client List Annual Housenold Income Iz
» Client Profile
Linked Consents Other Income Sources Other Income Sources Selected
. 00-None - =
Nen-Episode Contact
01-Wages
~ Activity List 02-Retrement < =
Intake Household Composition

Tx Team

Household Compositon Marital Status|D1-Never Married [s]

<

D Sz Living Arrangement|02-Independent Living, With Gthers. [x # of People Living With Clent
» Assessmenis

Relation to Client Living with Client ||
~ Admission Auntis)

Profile Brather(s) )
Daughteris) -

»
-]
»

Youth # of Dependents (by Age Group) Ifthe Client has dependent children, where are the chiliren while the ¢lient was in traatment?
Substance Abuse 0-12 Months 0 With the Client [=]

Tobacco 13-35 Months [0
Legal 3.6 Vears D
Assmi Scores 612 Years 0
ASAM 1317 Years |1

00 :

The Financial/Household subsection collects the following:

Employment Status

Primary Income

Expected Payment Source

Insurance Type

Living Arrangements

Marital Status

# of Dependents in each age group

(If applicable) Where the dependents are while the client is in Tx
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After entering the financial/household information Click Save. The next applicable section is Substance Abuse — after
saving click on Substance Abuse in the left hand menu
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» State Waitlist m

Financial Info
» Agenc
gency Employment Status‘[l‘\—Fu\lT\me' >35 Hours. \ v| Primary Income Sre[01-Wages -
» Group List Months Emp in Last & Months Expected Payment Src |02-Human Services (other than child, adult prote.... |+
Clinical Dashboard Employer Insurance Type|03-Medicare v
+ Client List Annual Househokt mmme‘ ‘ ¥ |
» Client Profile
Linked Consents Other Income Sources Other Income Sourcss Selectsd
. 00-None - -
Non-Episode Contact 01-Wages
~ Activity List 02-Retirement - -
Intake Household Composition
TxTeam Household Compostion| [=] Marital Status|01-Never Married [«
» Screening Living Arrangement|D2-Independent Living, Wit Others. Iz #of Peopie Living With Client
» Assessments
Relation to Client Living with Client | |
~ Admission Aunt(s) -
Profile Brother(s)
Daughter(s) -
Youth # of Dependents (by Age Group) I the Client has dependent c hikdren, where are the children whiks the client wes in treatment?
0-12 Months [0 With the Client [+]
Sobacco 13.35 Months 0
Legal 3-5vzars 0
812 Years 0

Assmt Scores
A 13-17 Years 1

00 :

Step 8c: Admission - Substance Abuse screen
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lm! Maine-WITS Training

User: Chandler, Stacey | Location: Training Agency A Training Facility A #* & Generate Report | @ Snapshot

& Client: C, 5| F319824ZC317100 | 1 © Clear Client

Home Page Adr

» State Waitlist
Substance Abuse

» Agency

Rank Substance Severity Frequency Method Detailed Drug Gode
» Group List Primary ‘ | '| =
- Secondary: y
Clinical Dashboard
Tertiary v
~ Client List At what age did the clisnt FIRST Use the substanc es indicated Primary Secondary Tertiary
= above (if unknawn, enter ‘97
» Client Profile #0f DAYS since LAST use of the substances indicated sbove:  Primary Secondary Tertiary —
Linked Consents i icti
4 of Daye Abstnent i Last 30 Daya C:Pcenrmdlmons Selected Other Addictions
MTHEERTE TE #0f Days in Support Group in Last 20 Days
w Activity List #of Days Attended AAINASimilar Meetings in
Lest 30 Days . <
Intake
T Team Medization Assisted T I=]
» Screening Pharmacotherapy Planned Yes

» Assessments Comments

~ Admission 7
EIEmOO
FinancialHousehold
Youth

Select the Primary Substance — you’ll notice that some primary substances will automatically fill in the detailed drug code
and method (i.e. Alcohol pre-fill some of the other information in for you). Complete all yellow highlighted fields.
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I;!lﬂ Maine-WITS Training

User: Chandler, Stacey | Location: Training Agency A Training Facility A #* [ Generate Report | ® S

& Client: C, S| F319824ZC317100 | 1 © Clear Client

Substance Abuse

Home Page

» State Waitlist

» Agency Rank Substance Severity Frequency Method Detailed Drug Code
» Group List Primary \m-mcunul |v| v | |- Hm-Ora\ \vann-Amunm \-|
- Secondary ‘ | v | =
Clinical Dashboard
Tertiary v
~ Client List At what age did the client FIRST use the substantes indic ated Primary Secondary Tertiary
= above (if unknown, enter ‘7
» Client Profile #0f DAYS since LAST use of the substances indicated above:  Primary Secondary Tertiary
Linked Consents
#of Days Abstnent i Last 30 Days [:Eﬁdmmns Selected Other Addictions
Non-Episode Contact # of Days in Support Group in Last 30 Days
~ Activity List # of Days Attended AANA/SImilar Meetings in
Last 30 Days . -

Intake
Tx Team Medication Assisted Tx? | I=]

» Screening Pharmacotherapy Planned Yes

» Assessments
Comments

~ Admission -
Profc s | 00
Financial/Household
Youth

Also, if there’s no secondary or tertiary, selecting None will prefill the associated fields:
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uﬂn Maine-WITS Training

User- Chandler. Stacey | Location: Training Agency A Training Facility A # @ Generate Report | @ Snapshot

& Client: C, 5| F319824ZC317100 [ 1 © Clear Client

Home Page

Adm

» State Waitlist

Substance Abuse

» Agency Rank

Substance Severity Frequency Method Detailed Drug Code
» Group List Primary: |01-Alcohol v - ‘D]—On:e in Last 30. |vHD1—Ora\ \ vHDmD—mcnnm \ v|
— Secondary: | 04-Heroin B « |[0-Daity | +|[04-niection |+ | [0400-Heroinivorphine [+]
Clinical Dashboard
Tertiary:  |00-None « |[nia « | 00-Not Applicable 00-Not Applicable| D000-None
~ Client List At what age did the clisnt FIRST use the substanc es indicated Primary Secondary Tertiary [gg
-~ above (if unknown, enter '§7°)
D (S Fiae #0of DAYS since LAST use of the substances indicated above:  Primary Secondary Tertiary
Linked Consenis i it
& of Days Abstnent i Last 30 Daye C‘);r’:e;rflﬂgl‘dmmns Selected Other Addictions
MTREERTE TEiE #of Days in Support Group in Lest 30 Days >
~ Activity List # of Days Attended AAINA/Similar Mestings in
Last 30 Days . o
Intake
—emee Medication Assisted Tx| [+
» Screening Pharmacctherapy Planned Yes

» Assessments Comments

~ Admission

Z|
EDEI 00

Financial/Household
Youth

The Substance Abuse screen collects:

Primary, Secondary and Tertiary Substances (generic and detailed drug codes)
Primary, Secondary and Tertiary Frequency

Primary, Secondary and Tertiary Ages of 1% Use

Medication Assisted Treatment Type

Click Save and move to the next screen o
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Step 8d: Admission - TOBACCO
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uﬂn Maine-WITS Training

User: Chandler, Stacey | Location: Training Agency A Training Facility A & B Generate Report | @ Snapshot

& Client: C, S| F319824ZC317100 | 1 © Clear Client

Home Page Tobacco / Nicotine

» State Waitlist
T

» Group List

Age of First Use

Clinical Dashboard
~ Client List
» Client Profile

In the past 30 days, what tobac ¢ alnicotine product did you use most frequently? :D

Other (Please Describe)

It past 30 sy, how aten i you s ohascomssmopreaote? | [x]

Linked Consents

. e
A ey 00
* Activity List

Intake
Tx Team
» Screening
» Assessments
~ Admission
Profile
Financial/Household
Youth
Subslance Abuse ~

If no tobacco is used that is the only information on this screen; if tobacco is used other fields will turn yellow and need to
be filled in
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Mﬁ Maine-WITS Training

User: Chandler, Stacey | Location: Training Agency A, Training Facility A & [ Generate Report | @ Snapshot

& Client: C. S| F3198247C317100 | 1 © Clear Client

Home Page

} State Waitlist

s Slent Cutenty Use Tobace 7

» Group List
P Age of First Use

I e

~ Client List Other (Please Describe)

It ot 30 8y, nowanen i youuse onascomsemepreaete | [

Rotaorpamisraton | []
M ESEmOoo
ncel IS
w Activity List

Intake

Clinical Dashboard

» Client Profile
Linked Consents

Tx Team

» Screening

» Assessments

~ Admission
Profile @
Financial/Household
Youth
Substance Abuse:

Age of first use
Past 30 day use
Route of Administration

Click Save and move to the next screen o
Step 8e: Admission - LEGAL HISTORY

DRAFT DRAFT DRAFT DRAFT DRAFT DRAFT DRAFT DRAFT DRAFT DRAFT



€& > C @ htips//me-training.witsweb.org/p#stay <ol =

i Apps [ Juniper b Office of Substance .. [ OSADS Main Menu [ Cognos [ DTxC20 f& SAMHS DHHS Maine [ MS-TAMS Logon [J Imported From IE & Motor Carrier Servic.. () WITS PROD

wirs Maine-WITS Training

User: Chandler. Stacey | Location: Training Agency A Training Facility A # B Generate Report | @ Snapshot

& Client: C. 5| F319824ZC317100 | 1 © Clear Client

Home Page

» State Waitlist
Legal History

Legal Status
00-No Legal Involvement -
01-Probation/Parole
02-Furloughed - -
< | | >
~ Client List

» Client Profile Domestc Vioknce Oftender{Yes |+

Linked Consenis #of Arrests in Lifetime

NOn—EpiSOde Ccontact # of Arrests in Past 12 Menths |0
N _ # of Arrests in Past 20 Days 0 =
- Activity List v

Intake

Use arrows to select
and move items
from the left box to

» Agency
» Group List

Selerted Legal Status

Clinical Dashboard

Tx Team
» Screening
» Assessments

# of OUI Arrests in Past 12 Months0

~ Admission
Profile

Financial/Household Wil Client Use Tx/Evalustion to Satisfy DEE
E— Requirements?
@ DEEP Status | Multiple Offender H

— EIEO00
Data collected on Legal History Screen:
Legal Status (it’s okay to select more than one)
DV Offender
# of Arrest in Past 12 Mos
# of Arrests in Past 30 Days
# OUI Arrests Past 12 Most
Will Client use Tx.Evaluation to satisfy DEEP Requirements (If YES, DEEP Status needs to be filled in)

Click Save at the bottom of the Legal History Screen
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Step 8f: Program Enroliment (AKA: Level of Care): The last step in the admission process is to add the level of care, in
WITS the level of care is referred to as “Program”. Select Program Enroll from the left hand menu

[ty
1]

€« > C https://me-training.witsweb.org/p#stay
i Apps [ Juniper b Office of Substance .. [ OSADS Main Menu [ Cognos [ DTxC20 fB SAMHS DHHS Maine [ MS-TAMS Logon [ Imported From IE b Motor Carrier Servic... Q) WITS PROD

03 Court v -
Clinical Dashboard < Sl ke 1 » S

~ Client List

» Client Profile Domestic Viclence Dﬁender

Linked Consents #of Arrests in Lifetime
# of Arrests in Past 12 Months O

# of Arrests in Past 30 Days [

Non-Episode Contact
w Activity List
Intake

Tx Team
#0f OUI Arrests in Past 12 Months D

» Screening

» Assessments
¥ Admission
Profile

Financial/Household Wil Client Use Tx/Evaluation to Satisfy DEE
st Requirements?
®r DEEP Status | Multiple Offender H

Substance Abuse -
EIEmOO
Tobacco

Assmt Scores
ASAM
Diagnosis

Treatment Team
» Encounters
» Notes
» ASAM
» Treatment

PROGRAM ENROLL
Then click on Add Enrollment
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User: Chandler, Stacey | Location: Training Agency A Training Facility A #* @ Snapshot

& Client: C, 5| F319824ZC317100 | 1 © Clear Client

Home Page Program Enroliment
» State Waitlist
» Agency
» Group List
Clinical Dashboard

(X

» Client Profile =
Linked Consents.

Non-Episode Contact
 Activity List
Intake

Tx Team
» Screening
» Assessments
~ Admission
Profile
FinancialHousehold
Youth

httns://me-traininawitsweh.orn/n# -
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Select the Program Name (Level of Care), and the Start Date (1% treatment session). The date will default to the date of data
entry so be sure to select/enter the actual start date
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mn Maine-WITS Training

User: Chandler. Stacey |

Location: Training Agency A Training Facility A #

& Client: C. 5| F319824ZC317100 | 1 © Clear Client

Home Page Mroaram Enroliment Profile
» State Waitlist

Faciity| Training Facility A [r Days on Wait List Start Date 33412015 | B
» Agency Program Name N End Date. ]

» Group List Program Staff ‘| Q

Clinical Dashboard Termination Reason | v ‘
Extended Qutpatient #2

~ Client List Rioise

Intensive Quipatient#1

» Client Profile Methadone
Linked Consents TFA Program 4
Non-Episode Contact m
w Activity List
Intake

Tx Team

» Screening
» Assessments

~ Admission
Profile
Financial/Household
Youth

Once a program is selected the screen will update with some of the information you have entered along the way:
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Home Page
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@ This is the Initial admission. The enroliment admission status values are collected on Admission screens. x =
» State Waitlist
Program Enroliment Profile
» Agency
» Group List Facity Training Facility A [=] Days on Watt List Stant Date 3312015 B8 -
P N Intensive Outpatient #1 02 End Dats
Clinical Dashboard rograr e E la] e pee =

Program Staff| Chandler, Stacey [+] Agreemen(#l:m
~ Client List

Termination Reason| I+

» Client Profile
Linked Consents

Notes

Non-Episode Contact

- Activity List -
Tx Team Enrcliment Type Initial Admission DSM Diagnosis v
» Screening #of Arrests in Last 30 Days 0 Marital Status 01-Never Married Primary Income Src 01-Wages
Cizmraon Pregnant at Enrcliment No Living Arrangement 02-Independent Living, With Others Expected PE""’;{‘; 02-Human Services (other than child
~ Admission Methadone Used as Part of Tx Yes Employment Status 01-Full Time: =35 Hours Heatth Insurance 03-Medicare
Profile Psye "it“;gﬁnporhﬁgng‘ :'rdoﬁ‘:nr-‘\ D1-Diagnosed Mei Hi\.g:ve:I'CE:r:Ep\ae'tig 14-Sophomare College
Financial/Household * 0\;-2?:; ﬁ??'p?\ﬁ;ﬁ‘"t‘ﬁffﬁ [01-No attendance in the past month =
Youth 30 Days
Substance Abuse Primary Drug Secondary Drug Tertiary Drug
Tobacco Drug Type D1-Alcohol D4-Heroin 00-None
Detailed Drug 0100-Alcohol 0400-HeroinMorphine 0000-None
Legal Freg of Use 03-Once in Last 30 days 08-Daily 00-Not Applicable
T E2Es Route of Intake 01-Oral 04-Injection 00-Not Applicable
ASAM Age of First Use 18 20 %
Diagnosis Actions
(Cnmp\e{e TEDS/NOMS Disenroll Status Enrollin Conc urrent Program -
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Click on Finish and it brings you back to the program enrollment screen where you can see the enroliment for the client
-
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User: Chandler, Stacey | Location: Training Agency A Training Facility A & @ Snapshot

& Client: C, 5| F319824ZC317100 | 1 © Clear Client

Home Page

Add Enroliment

» State Waitlist Start Date

343112015

End Date Eacility

Training Faciity A

Actions Program Name Notes

» Agency # | Intensive Outpatient #1
» Group List
Clinical Dashboard

e 00
» Client Profile |
Linked Consents

Non-Episode Contact
 Activity List
Intake
Tx Team
» Screening
» Assessments
~ Admission
Profile
Financial/Household
Youth
Subsiance Abuse -

Click on “Finish” and it brings you back to the Activity List where all of the pieces will say “Completed” — ignore the
“Diagnosis Summarys” saying “Not Applicable” — this is functionality within the system, but because it’s not required for
Maine its not applicable, you can also ignore “Follow up” on this screen (using a client for testing in the system as this
manual is being written)
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wirs Maine-WITS Training
User: Chandler, Stacey | Location: Training Agency A Training Facility A & @ Snapshot
& Client: C, 5| F319824ZC317100 | 1 © Clear Client
Home Page
» State Waitlist Actions  Activity Activity Date Created Date Status
Ag , Client Information (Profile) 212015 33012015 Completed
» Agency
b @ = # | Intake Transaction 22018 /3112018 Completed
roup Lis
e & Aamission 3172015 3112015 Completed
~ Client List , Client Program Enrolment (Intensive Outpatient #1) 312015 32015 Enroliment Completed
» Client Profile & Folowup 3102015 3112015 Completed
i e 4 Dignosis summary 13172015 3112015 Not Appic able:
Non-Episode Contact
Intake =

Tx Team
» Screening
» Assessments
» Admission
» Encounters
» Notes
» ASAM

» Treatment
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If any data are missing in the admission process it would say “In progress” in the “status” column
Next to “In Progress” there’s a “details” link (be sure your pop-up blocker is turned off to use this functionality)
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Wi Maine-WITS Training

User: Chandler. Stacey | Location: Training Agency A Training Facility A #* @ Snapshot

& Client: C, S| F319824ZC317100 | 1 © Clear Client

Home Page
» State Waitlist Actions  Activity Created Date Status
Client Information (Profik) 322015 30302015 Completed
» Agency
Intake Transaction 3022015 3372015 Completed

» Group List

%% % NN

- Ad 312015 313172015 n Pro Detais)
Clinical Dashboard mission n Pre
« Client List Follow Up 3312015 303172015 Completed

» Client Profile Diagnosis Summary 3142015 303172015 Not Appiic able

Linked Consents
Non-Episode Contact

Intake

Tx Team
» Screening
» Assessments
» Admission
» Encounters
» Notes
» ASAM

Clicking on “details” will bring up a pop-up box showing you the items that still need to be filled in before it is complete.
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& Client: C. S | F3198242C317100 | 1 [ Cognos [% DT«C20 b SAMHS DHHS Maine [Y MS-TAMS Logon [ Imported From IE b Motor Carrier Servic.. () WITS PROD

Admission Progress

= Num of Arresis Last 30 Days is missing.
Domestic Violence Offender is missing.
= “#of QUI Arrests in Past 12 Months is missing.
Will Client Use Tx/Evaluation to Satisfy DEEP
Requirements is missing.

Legal Status is empty.

Num Of Arrests is missing.

Tobacco Use is missing.

Completed Program Enroliment is missing.

ility A &

@ Snapshot

824ZC317100 |1 © Clear Client

Activity Date Created Date Status
{Profik 31212015 303012015 Completed
in 3212015 31312015 Completed
e 33112015 303112015 In Progress (Detzis)
 Client List § | Folowln 313112015 33112015 Completed
» Client Profile I Diagnosis Summary 31312015 312015 Mot Applicable

Linked Consents
Non-Episode Contaci

Intake

Tx Team

» Screening
» Assessments
» Admission

» Encounters
» Notes
» ASAM
» Treatment
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Step 9: ENCOUNTERS (Units of Service)
**Prior to discharging the client Encounters (Units) need to be entered. To enter Units click on Encounters
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User: Chandler, Stacey | Location: Training Agency A Training Facility A & @ Snapshot
& Client: C, 5| F319824ZC317100 | 1 © Clear Client
Home Page
» State Waitlist
o , Client Information (Profile) 322015 3012015 Completed
» Agency
b @ = # | Iniake Transaction 202015 33112018 Completed
roup Lis
Glinical Dashboard & Aamission 3112015 3112015 Completed
~ Client List ’ Client Program Enrolment (Intensive Outpatient #1) ¥312015 ¥312015 Enroliment Completed
» Client Profile & Folwup 3112015 3112015 Completed
Linked Consents # | Dignosis Summary 3112015 3112015 hot Applicable
Non-Episode Contact
Intake =
Tx Team
» Screening
» Assessments
» Admission
» Notes
» ASAM
» Treatment =

Click on “Add Encounter Record”
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Select the Service (unit code), Enter # of Service Units/Sessions (don’t worry about the note type) and the charge per unit.
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Click on Finish and the encounter is saved
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Step 10: DIS-ENROLL: The next step in the discharge process is to “Dis-enroll” the client from the current program. To do
this, go back to the left hand menu and expand the Admission Section by clicking on “Admission” then click on Program
Enroll,
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Open up the existing enrollment by clicking on “Review” which appears when you hover your mouse/cursor over the pencil
icon:
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This opens up the existing program enrollment. Select the termination reason and enter the end date
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Notice at the bottom of the screen under “Actions” the “complete TEDS/NOMS Disenroll Status” is not clickable yet, after
you enter the required information and click on save it becomes a clickable hyperlink (see below)
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Click on “Complete TEDS/NOMS Disenroll Status” to go through the discharge process: you are now

-~ C 8 hups//me-training.witsweb.org/p#stay
HE Agps [ Juniper B Officeof Substance .. | OSADS MainMenu [ Cognos [ DTG 20 B SAMMS DHMS Muine | MS-TAMS Logon (C] Impormed From £ (B Motor Carriee Servic.. () WITS PROD

wis Maine-WITS Training = Logout
User: Chandler, Slacey |  Locabon Traming Agency A, Trarung Facidy A o & Snapshol

& Client: C. 5| FI19824ZC317100 | 1 © Clear Client

TEDS/NOME lus a1 Program Disenrodment (4/1/

-Treatment is Comoleta - Agiesments
5 i

1l Time: »35 Hours

¥ Agency
» Group List

Al P ] il Wi ’
T Aetangamen D2-4n108D8NGeA Living, With Clhers

# of Arewts in e Prioe 30 Deys

v Caend Profile

208 Timea Vou Have Faric oated n & 567 Help Group in the Last 30 Days

Frimary Drug Sexondary Diwg Tertiary Drug
rug Type| O01-alcohol »| [04-Herom »| ‘0d-Hone
Fresuency of N s
thed . v| Do-NotAppicable

Actions

Profie [nn-r...», Chert

Fnane @bHousenokl

o] - 1)

Subvstance Abuse

changes, or you can leave the way they are if nothing changed.
Data collected on the TEDS/NOMS Status at Program Disenrollment:
e # Arrests in the Prior 30 Days
e #of times you have participated in a Self Help Group in the Last 30 Days
e Frequency of use (for each of the substance)
Click Save
After clicking “Save” you notice on the bottom of the screen under Actions that you now have an option to “Discharge
Client”, Click on “Discharge Client” to start the discharge process
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Step 11: DISCHARGE PROFILE
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Step 11a: Data collection on the Discharge Profile:
Discharge Referral

Deliberate Referral to Other than SA Tx
Did you recommend a self help group
Type of Therapy

Scroll to the bottom and click “Save”, then click on the right arrow to go to the next screen 9
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Step 11b: Data collected on Legal History:
e Legal Status
e  # Arrests Prior 30 Days
e  # OUI Arrests During Tx

Click the next arrow to move to the next screen o
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Step 11c: DISCHARGE: Status Changes Since Admission
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was in treatment?

Intake
Tx Team

» Screening
» Assessments
» Admission

» Encounters
» ncan e 00
» ASAM
» Treatment
» Follow-up
~ Discharge
Profile
Legal

Pregnant (females only)

Marital Status

Living Arrangements

Employment Status

Primary, Secondary and Tertiary Payment Sources

Health Insurance (this will help to capture folks changes in Insurance Coverage)
County (you can now update county in case a client moves while in tx)

Where were the dependent children (if applicable)

Participated in School or Training while in Tx

Click the next arrow >
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Step 11d: DISCHARGE: SUBSTANCE ABUSE
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» Treatment

» Follow-up
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Data collected at Discharge: Substance Abuse
e Frequency of Use
e Medication Assisted Treatment
e Has the degree of presenting physical or psychological dependence on the alcohol and/or other drug substances
improved at discharge?
e MH/MH
e How many psych admissions to a hospital did the client have during Tx?
Click the Save, then the next arrow
DISCHARGE: Tobacco/Nicotine
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Home Page

Tx Team
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Profile
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Status

Data collected on DISCHARGE: Tobacco
Does Client Currently Use Tobacco
(If NO click finish) —
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Dashboard
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THE ABOVE SCREEN IS THE EQUIVILANCE OF A SUCCESS SCREEN IN TDS - YOU HAVE SUCCESSFULLY
DISCHARGED THE CLIENT

If Tobacco Status is Yes:
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Enter Age of 1 Use
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Route.

Click Finish to Save and Complete the Discharge Process
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THE ABOVE SCREEN IS THE EQUIVILANCE OF A SUCCESS SCREEN IN TDS - YOU HAVE SUCCESSFULLY
DISCHARGED THE CLIENT (FEEL FREE TO DANCE, | WOULD)
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