Group List
The Group List Module is designed to allow agencies to create and manage support groups with enhanced features that include creating and editing groups, client sessions and notes.  
Starting on the Home Page
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Click on Group List

You will see the Group Profile List screen
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This is where groups set up by the agency are listed.  
Note: Groups are facility based

Before creating groups to be listed on the Group Profile List, you will want to set up a Group Type.

A Group Type is a category to which you assign a group profile.  You can create several groups and assign them to a group type.  For example, a group type could be: “Parenting Skills”, “Relapse Prevention”, “Process”, or “Recovery Skills”.  You can add as many Group Types as you want and can tailor them to your agency.  Once you add a Group Type, it then becomes an option on the drop down menu for your group profiles.
Setting up a Group Type

From the Group Profile List screen, click Group Type
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You will see this screen
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Click on Add Group Type
Once clicked, you will notice that the Description section has gone from a Gray area to a Yellow area.  This indicates that you can freely type into the test box. 
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· Add the description of the new group type (i.e. “Relapse Prevention”, “Parenting”, “Process” etc.) Note: When you ‘Save’ the description, the screen refreshes and the group type entered displays in the Group Type List Screen
· The Effective Date and Expiration Date are optional; however, may be useful for closed-ended groups.

Click Save

Click Finish
This will take you back to the Group Profile List screen
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To create a specific Group, click Add
You will see this screen
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Complete the following (see example):

· Group Name—Fill in the name specific to the group.

· Group Type—Drop-down menu from previously entered Group Type list.

· Lead Staff— Select from the drop-down menu of staff with rights to the current Facility from Agency Staff list. 
· Start Date—Enter the first date of the group.

· Day of Week—Select the usual day the group will meet. (Optional)

· End Date—Enter the last date of the group. (Optional)

· Time of Day—Enter the usual time the group will meet.
· Co-Lead Staff—Use the mover box to select any additional staff that may be also be conducting the group.  Multiples are allowed.

· Description—Enter a description that explains the purpose of the group purpose.

Example Group Setup
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Click Save
Click Finish
This will take you back to the Group Profile List screen where the Group added is now listed. 
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Creating a Group Roster

Once a group is added it will appear on the Group Profile List. From the here you can start adding clients that will be attending the group.  Click on Group Roster for the group that you are adding clients to.
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You will see this screen.
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Click on Add Member to start adding clients.
You will see this screen
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Complete the following:

· Client Name—From the client list of all OPEN clients in the Facility
*Only clients that have been admitted and enrolled in a program will appear in the drop down menu.

· # of Sessions Approved—Enter number of sessions the client must attend. (Optional)

· # of Sessions Attended—This will automatically fill in from the number of sessions the client attends.

· Client Due—Fee amount if applicable. (Optional)

· Program—List of programs the client has been or is now enrolled in. The client must be actively enrolled in a program to be added to the group roster.
· Status—Select appropriate status for the client being added.
· Status Effective Date—Date the Status is effective.

Click Save 
You can continue to add clients to the group from this screen by clicking on the Add Members action button
Or

Click Finish and return to the Group Profile screen.
Using The Group Session List
The Session List module allows you to create a session for a group complete with a schedule, client attendees and meeting notes. A session is different from a group in that it represents the actual group meeting or event.  Therefore you can add meeting notes, take attendee roll and create an encounter from it.
Creating Notes Overview

Once a group session has been created, you will be able to create three types of notes for the session:
· General Session Note (this is the general note or description of the session)

· Individual Note (a note that is specific to a client)

· Misc. Notes (a note that is specific to a client and is non-billable)

· Encounter Note (a note that is specific to a client and required for billing)

Notes can be created in several places throughout the session.  Each type of note has its own set of characteristics and therefore functions differently and will be treated differently by the system.
Notes can be signed by authorized individuals making them permanent records that are carried forward to the Misc. Notes and Encounter Notes.

Creating a Group Session
Starting from the Group Profile List screen
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Click Review for the group you are creating a session for.
You will see the Group Profile screen
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To create a session, click on the Create Group Session link located above the Roster title bar.

Note: You also have the option of getting to the Session List screen by clicking on the Session List link on the Navigation Pane.

Using the “Create Group Session” Link
From the Group Profile screen, click the Create Group Session link
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You will see the Group Session Notes screen
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Complete the following (see example):

· Note Type—Choose the appropriate note type from the Drop Down menu.  For SUD providers this will almost always be “Group Progress Note” or “Individual Counseling Session”
· Billiable—Choose “Yes” if the session can be billed under the treatment authorization. Otherwise, choose “No”

· Lead Staff—Select the group facilitator from the staff list
· Service—Choose the appropriate service type from Drop Down menu.

· Date—This is the date that Session Note is written
· Start Time—This will be pre-filled from Group Profile

· Location—This will be pre-filled with the Service Location from the Facility Profile created when the Agency was set up in WITS.  At this time, the Service Location set up for all SUD providers is “Office”
· Service—Choose the appropriate SUD service from Drop Down menu

· Co-Lead Staff—If applicable, use the mover box to select co-facilitators from the staff list.
· Note—This is a general group note and not specific to any individual client. Enter general information about the group session here (i.e. Group topic, activities, discussion etc.) DO NOT reveal client specific information in this note.  Enter client specific in an individualized note.

Example Group Session Note
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Click Save

Now whenever you return to this session notes screen, the note will appear in the field for you to view. 

You can now select the clients from the “Attendees” list by clicking on the selection box located to the left of the client’s name.
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Note: Once you have selected the client’s name from the attendees list, you have the option of performing several other functions including Mark as No Show, Mark as Excused, as well as Review, Delete,  and Create individual notes.
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Once you have selected the names of the clients attending the group, click on the Mark as Present link
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Click Finish to complete your group session
Click Finish again

This will take you back to the Group Session List screen
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You will notice that the session you have just created has new functions available to it under the Actions column including Review and Delete. In addition you also have the option to Add more sessions to the “Group Session List” or Print Group Notes (if notes have been added).
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Review—Takes you to the Group Session Notes screen for this group.
Delete—Deletes the group from the Group Session List screen.

Add—Allows you to add new sessions to the Group Session List. 
Print Group Notes—Print Group Session Notes created within a selected date range. Is not client specific.
Creating Individual Note

To begin you will need to navigate to the “Group Session Notes” screen
Starting from the Group Profile List screen
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Click Session List in the Navigation Pane.
You will see the Group Session List screen
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Click on the Review link under the Actions column next to the Group Name of the group you are creating the Individual Note under.
This will take you to the Group Session Notes screen
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Click on the Review link under the Actions column next to the client you are creating the Individual Note.

This will take you to the Individual Notes screen for that client
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Notice that there is an instructional message in the Individual Note box. This message specifies the required information that should be entered into the text box. Proceed and enter you information.
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When completed, click Finish to save the note and return to the Group Session Notes screen.
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You will now notice that in the Group Session Notes screen, under the Attendees section, there is now a brief description of the note just created that appears in the Individual Notes.
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If you need to make changes to your note, or add more information simply click on the Review link to edit.  Otherwise fi you are satisfied with the results, click Finish.

This will take you back to the Group Session List screen.

Note: When you create an Individual Note, the note information you have entered will get carried forward into the Misc. Notes and Encounter.  If you decide to add a signature to the note while you are in Misc. Notes or Encounter Notes, the Individual Note will become a permanent part of the record notes.

Creating a Misc. Note

To begin you will need to navigate to the “Group Session Notes” screen
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Click Session List in the Navigation Pane.
You will see the Group Session List screen
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Click on the Review link under the Actions column next to the Group Name of the group you are creating the Misc. Note under.

This will take you to the Group Session Notes screen
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Click on the Create link under the Misc. Note column next to the client you are creating the Misc. Note for.

This will take you to the Miscellaneous Notes screen for that client
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Complete the following:

· Note Type—Select the note type from the Drop Down Menu

· Program—Optional. This is a Drop Down Menu that displays all the programs the client is currently enrolled in and is pre-filled from Program Enrollment.  In most cases there will only be on choice for SUD providers.

· Start Date—Enter the Date the service was rendered

· Frequency—Optional. Select a frequency type from the Drop Down Menu

· Summary—Write a one line summary in the text box (i.e. Clinical Staffing). The summary will be shown on the Notes List screen.

· Service Date—This will be pre-filled with the date the note was created but can be changed if needed to reflect the date of the service.

· Start Time/End Time-- Enter the Start Time and End Time of the service.  The format is HH:MM AM/PM.  The Duration will automatically calculate based on the start and end times entered.

· Duration—This will be calculated and auto-populated by system when the Start and End Times are entered.

You will see that there are two input fields; one that is grayed-out called Signed Notes and the other Unsigned Notes.
[image: image34.png]Idaho-
wiTs

Training

Home Page
Agency b
Dispensary b
Group List
Clnt List ¥
Clent Profie b
Gain Short Screener
Beneft Appication b
Linked Consents
Non-Episode Contact
Activiy List ¥
ntake
Fee Determination
Drug Testing »
Wa List
Screening b
Assessments b
Admission b
Program Enrol
Encounters b
Notes ¥
e otes
ASAM b
Treatment b
Discharge »
Recovery Plan b
Recovery Plan Rvw b
Consent
Referrals
Payments
Episode List
System Administration b

Print Report  Print View

Author Name: Cark, Treena

e
Program [Tranng Facity/AGuE ensive Ou - 8132010 -  swimme[Eo0 ] At 6

Was Report
Freveney [ EnaTme IO oo e
Summary Parenng wih Love and LogeWeebngon arisort

Signed
Notes

L]
Releas hese otes? [1o =]

Unsigned [Entered by Cark, Treena on 811372011 710 Pt B
Notes [Facitated by: 200, Trai
Jand aiscussed the folowing
[Topic of roup was “Avoiding Power Struggles with Kids.” Clits shared homework assignements from last
|week and completed role-playing exercises. Clent entiied barrers they may have in applying technigues and
[processed ways to overcome those barriers. Group was given homework assignment on Postive
[Reinforcement o be shared and discussed next week.

Aprit 2011





The Signed Notes will contain all the notes that have been signed by an authorized individual and have been permanently recorded, while the Unsigned Notes contains notes that are awaiting signatures or approval.  At this point, you may also edit notes carried over from the Individual Notes.

Click on the Add Note link to add more notes to the existing set of notes.
You will see the Append Miscellaneous Notes screen
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Enter your information into the text box. When finished, click Finish

This will take you back to the Miscellaneous Notes screen.
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You will see that the note entered for the General Group Session and the Misc. Note just added now appear in the Unsigned Notes text box.
Click Sign Note
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The note now appears in the Signed Note section as read-only and cannot be changed.
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· Release these notes?—If “No” is selected on this question, the note will not be available to view by another agency if the record is consented to.  

Click Save

Click the Finish

This takes you back to the Group Session Notes screen.  You will now have a new option under the Misc. Notes column called View. Click on it anytime you want to review your note. 
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To complete your note, click Finish.
This will take you back to the Group Session List screen.

Creating an Encounter Note
To begin you will need to navigate to the “Group Session Notes” screen
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Click Session List in the Navigation Pane.

You will see the Group Session List screen
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Click on the Review link under the Actions column next to the Group Name of the group you are creating the Encounter Note under.

This will take you to the Group Session Notes screen
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Click on the Create link under the Encounter column next to the client you are creating the Encounter for.

This will take you to the Encounter screen
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Complete the following;

· Note Type—This will be pre-filled with Group Progress Notes
· Service—This will be pre-filled with the Group service.
· Program Name—This is a Drop Down Menu that displays all the programs the client is currently enrolled in and is pre-filled from Program Enrollment.  In most cases there will only be on choice for SUD providers.

· Start Date—Enter the Date the service was rendered

· Service Location—This will be pre-filled with the Service Location from the Facility Profile created when the Agency was set up in WITS.  At this time, the Service Location set up for all SUD providers is “Office”

· Start Time/End Time—This will be pre-filled from the General Group Session note.
· Duration—This will be calculated and auto-populated by system.
· # of Service Units/Sessions—This will be pre-filled from the General Group Session note.

· Primary Diagnosis—This will be pre-filled from the Diagnosis on the Treatment Plan.  The Diagnosis will not pre-fill if the Treatment Plan is not complete or is out-of-date.  If missing, the Diagnosis must be chosen from the Drop Down Menu

· Rendering Staff—This will be pre-filled with name of the staff who is creating the Encounter but can be changed if needed.

Note: The Release to Billing link under Administrative Actions is not available at this time

Click Save

Click the Blue Forward Arrow
This will take you to the Encounter Note screen
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You will see that there are two input fields; one that is grayed-out called Signed Notes and the other Unsigned Notes.
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The Signed Notes will contain all the notes that have been signed by an authorized individual and have been permanently recorded, while the Unsigned Notes contains notes that have been copied from the Review Notes, Misc. Notes and General Group Notes.  
Click on the Add Note link to add more notes to the existing set of notes.
This will take you to the Append Encounter Notes screen.
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You will see a large text box with instructions on the type of information you should enter here into this field. Continue and replace the message with your new note here. 

When you have completed your note, click Finish.
This will take you back to the Encounter Notes screen.
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You will see that the note entered for the General Group Session and the Misc. Note just added now appear in the Unsigned Notes text box.

Click Sign Note

The note now appears in the Signed Note section as read-only and cannot be changed.
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· Release these notes?—If “No” is selected on this question, the note will not be available to view by another agency if the record is consented to.  

Click Save

Click the Finish

This takes you back to the Group Session Notes screen.  You will now have a new option under the Encounter Notes column called View. Click on it anytime you want to review your note. 
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To complete your note, click Finish.
This will take you back to the Group Session List screen.
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