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WITS AGENDA

• WITS Basics

• WITS Login

• Client Search \ Setup

• Intake

• Program Enrollment

• GPRA

• Consent and Referral

• Close Program Enrollment 
and Intake

11/28/2017



First Time Login

1. Account Created Email

Locate your User ID

2. Reset Credentials Email

Click the link

User ID is 

Created



Credentials

12/2019



Forgot Password

Allows user to reset password after 1 or 
2 failed attempts.  

If password is entered a 3rd time 
incorrectly – your login account will be 
locked and you will need to contact the 
WITS Administrator.



WITS Security Tips

Account will lock if signed in on one computer and then use a different 
computer to log in. To prevent, always remember to log out at the end of the 
day and anytime your computer is unattended.

 Password and Pin must be changed every 60 days. 

 Account will be disabled after 60 days if you do not log in. 



Usernames and Passwords
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PinPasswordUsernameTrainee

virginiawestsortrainee1Katie Keeney

virginiawestsortrainee2Victoria Swain

virginiawestsortrainee3Heather Bergdall

virginiawestsortrainee4David Delida

virginiawestsortrainee5Staci Lafferty

virginiawestsortrainee6

virginiawestsortrainee7

virginiawestsortrainee8

virginiawestsortrainee9

virginiawestsortrainee10

virginiawestsortrainee11

virginiawestsortrainee12

virginiawestsortrainee13

virginiawestsortrainee14

virginiawestsortrainee15

virginiawestsortrainee16

virginiawestsortrainee17

virginiawestsortrainee18

virginiawestsortrainee19

virginiawestsortrainee20

https://wv-training.witsweb.org



Basic Navigation



Search for a client
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System Links



Workflow

Client 
Profile

Intake
Program

Enrollment
GPRA Intake

Consent 
and Referral

GPRA 6 
Month

Follow up

GPRA
Discharge

Close
Program

Enroll and
Intake

SPARS



Add A Client



Hands On Activity- Add a Client

Step 1: Click the Add Client Link.

Step 2: Fill out the information. 

Step 3: Click Save.



Additional Client Information

After completing the client profile, fill out 
additional information: 

Alternate names
Additional Information
Contact Info
Collateral Contacts
Other Numbers
History



Duplicate Clients

If a client is in Agency A, and added to Agency B, a message 
will come up that it is a duplicate client.  A WITS 
Administrator will be able to make the transfer so that a 
duplicate client is not added to the system!



Hands On Activity- Additional Information

Step 1: Click the Next arrow on the Add Client Page.

Step 2: Fill out the Additional Information page. 

Step 3: Click the next Arrow to get to the Contact Info Page

Step 4: Fill out the Contact information (Phone Number and Address) 

Step 5: Click the next arrow to get to Collateral Contacts. 

Step 6: Fill out the Collateral Contacts page.

Step 7: Click Finish.

Step 8: Use the green YES icon in Zoom to let me know you’re done!



Activity List 

• Links to forms to complete 
information.

• Can only be accessed after 
searching for a client.

• Once an Episode is 
created, additional items 
will be on the activity list 



Intake



Hands On Activity- Intake

Step 1: Click on Activity List

Step 2: Click New Episode

Step 3: Fill out the Intake information

Step 4: Click Save and Finish

Step 5: Use the green YES icon in Zoom to let me know you’re 
done!



Client Program Enrollment



Hands On Activity- Program Enrollment

Step 1: Click on Program Enrollment

Step 2: Click New Program Enrollment

Step 3: Fill out the Program Enrolment page, choose SOR II Program.

Step 4: Click Finish

Step 5: Use the green YES icon in Zoom to let me know you’re done!



GPRA



Hands On Activity GPRA

Step 1: Complete the Record Management and Services Sections of 
the GPRA

Step 2:  Click the next arrow to go to the next screen

Step 3: Use the green YES icon in Zoom to let me know you’re done!



Hands On Activity GPRA

Step 1: Complete the Demographics and Military sections of the GPRA

Step 2:  Click the next arrow to go to the next screen

Step 3: Use the green YES icon in Zoom to let me know you’re done!



Hands On Activity GPRA

Step 1: Complete the Drugs and Alcohol sections of the GPRA

Step 2:  Click the next arrow to go to the next screen

Step 3: Use the green YES icon in Zoom to let me know you’re done!



Hands On Activity GPRA

Step 1: Complete the rest of sections of the GPRA

Step 2:  Click the next arrow to go to the next screen

Step 3: Use the green YES icon in Zoom to let me know you’re done!



GPRA Follow up Due



Follow Up Dates

GPRA 
Intake 
Date

Window 
Open for 

Follow-up

GPRA 
Follow-up 

due

Follow-up 
window 

ends

Five 
months

Six 
months

Eight 
months



Follow Up Dates Example

GPRA 
Intake 
Date

Window 
Open for 

Follow-up

GPRA 
Follow-up 

due

Follow-up 
window 

ends

Five 
months

Six 
months

Eight 
months

March 
21st, 2022

August 
21st, 2022

September 
21st, 2022

November 
21st, 2022



When is GPRA data collected?
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Month 1 Month 2 Month 3 Month 4 Month 9+ Month 7Month 5 Month 6 Month 8

6-Month Follow-up

DischargeIntake

Timing varies and discharge is defined by your agency. If 
you do not have a discharge definition, check with your 
agency administrator. 

GPRA follow-up interview 
is REQUIRED regardless 
of client discharge status



GPRA Follow up Due 



GPRA Follow up Due Detail 



GPRA Discharge Due

II



Grant Management Dashboard

35



GPRA Follow up



Encounter



Hands On Activity 

Step 1: Access the Encounter Screen and Click Add New Encounter.  

Step 2:  Fill out the information on the Encounter Screen

Step 3: Click Save and Finish 



Consent



Referral



Discharging a Client

Confirm all three 
GPRAs: 

Intake

Follow Up

Discharge

Are completed

Close 
Program 

Enrollment

Close 
Intake



GPRA Discharge



Hands On Activity 

Step 1: Access the GPRA screen and Click Add GPRA Discharge 

Step 2:  Fill out the information

Step 3: Click Save and Finish 



Update Client Program Enrollment



Hands On Activity- Close Program Enrollment

Step 1: Click on Program Enrollment

Step 2: Open the Program Enrollment record

Step 3: Update the date for end date and fill out the termination 
reason

Step 4: Click Finish

Step 5: Use the green YES icon in Zoom to let me know you’re done!



Close Intake



Hands On Activity- Close Intake

Step 1: Click on Intake.

Step 2: Open the intake record

Step 3: Update the date for case closed

Step 4: Click Finish

Step 5: Use the green YES icon in Zoom to let me know you’re done!



Duplicate Enrollment Process – Steps to Resolve

Step 1:  Provider (Tier 1 Support)
The two agencies for which the client is registered should coordinate efforts. The first agency will 
need to create a Consent and Referral in WITS to send the client to the second agency. That would 
then automatically create the Client Profile in the second agency. In order to not violate HIPAA, the 
staff member can ask the client and/or the first agency that he or she was registered with.

If the providers cannot coordinate on their own, or if the client does not know the other agency 
where they previously had an episode, then the provider should contact the state  (Step 2).

Step 2: WITS Admin
The WITS Admin can use the GPRA Follow Up Due Detail screen to search for the client across the 
state. If the client exists then the client will display.  The state can then coordinate with both agencies 
to create the Consent and Referral to send the client to the new agency.



https://surveyhero.com/c/wvsor 
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