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The WITS ATR4 Client Flow provides the basic process a provider will follow when an ATR funded client enters the Substance Use Disorder (SUD) network.  

Additional information is available at wits.idaho.gov.  Links to the WITS eManual and WITS User Guides are provided throughout this document.  If you need 

additional assistance, please view the Decision Trees, also located at wits.idaho.gov.  

 

  

 

http://wits.idaho.gov/IdahoWITSHome/tabid/2588/Default.aspx
http://healthandwelfare.idaho.gov/portals/_rainbow/manuals/WITS/nethelp/Sud%20Provider%20WITS%20eManual.html
http://wits.idaho.gov/IdahoWITSHome/Announcements/WITSUserGuides/tabid/2712/Default.aspx
http://wits.idaho.gov/Portals/73/Documents/substanceUse/ProblemSolvingDecisionTree.pdf
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                                                      ATR4 Client Intake Phase  

 

Search of client list 
shows client already 
exists in your agency

No

Yes

Close any open 
episodes and 

link the consent 
to your current 

client

Accept referral 
to create Client 

Profile and 
Intake

Client Intake 
Phase

Verify Fee Determination 
was created upon accepting 

the referral.  Update 
annually or upon change.

This is the end of the Intake 
Phase, please continue to the 

Assessment Phase.

 
 

Description: 

1. A prospective client is screened by BPA for services.  The client is eligible for services and referred to the provider of their choice.  The provider can contact 
the client by viewing the contact information that was consented to them in WITS. 

2. When the client comes to the first appointment, the provider searches WITS to see if the client has a profile in their agency.  If there is a profile from a 
previous episode, link the clients consent from an outside agency to the client in the provider agency.  Close any open episodes, then accept the referral.  If 
the client is not in WITS, the provider will only need to accept the referral. 

3. Accepting the referral will create a Client Profile and Intake.   
4. Verify the Fee Determination was also created when the referral was accepted.  This needs to be updated annually or upon change. 

                                               

  

http://healthandwelfare.idaho.gov/Portals/0/Medical/SUD/WITSAcceptingReferralsLinkingConsentsAcceptingAuthorizations.pdf
http://wits.idaho.gov/Portals/73/Documents/substanceUse/ClosinganEpisode.pdf
http://healthandwelfare.idaho.gov/Portals/0/Medical/SUD/WITSAcceptingReferralsLinkingConsentsAcceptingAuthorizations.pdf
http://healthandwelfare.idaho.gov/Portals/0/Medical/SUD/WITSAcceptingReferralsLinkingConsentsAcceptingAuthorizations.pdf
http://healthandwelfare.idaho.gov/portals/_rainbow/manuals/WITS/nethelp/Sud%20Provider%20WITS%20eManual.html#!Documents/creatingprintingsigningafeedetermination1.htm
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                                              ATR4 Client Assessment Phase 

 

Does client 
qualify for ATR 

services?

Create Intake 
GPRA

Accept 
Authorization

Contact BPA for 
a new 

authorization 
from a different 
funding source

Client Assessment 
Phase

Complete and 
download the 

GAIN-I

This is the end of the Assessment 
Phase, please continue to the 

Service Phase.

Consent the 
GAIN-I and 

other pertinent 
information to 

DHW 
Contractor

Create an 
encounter for 

the assessment 
and GPRA

Create a Note to 
Authorizor to transfer the 
client from Assessment to 
a Treatment Level of Care 

(LOC)

Yes

No

Create 
Admission

 
 

Description: 

1. Conduct the GAIN-I Assessment and download the GAIN-I Summary (GRRS) into WITS. 
2. Create a Consent to DHW Contractor for the GAIN-I Summary and other pertinent information. 
3. If the client meets the clinical eligibility requirements for ATR4, create the GPRA Intake.  If the client does not meet the clinical eligibility requirements, 

contact BPA to request a new authorization from a different funding source. 

http://wits.idaho.gov/Portals/73/Documents/substanceUse/CreatingaConsent.pdf
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4. Create the admission. 
5. Review and accept the authorization. 
6. Create encounter(s)  (billable notes) for the assessment and GPRA.  
7. Create a Note to Authorizor to request the client be transferred to a Treatment Level of Care (LOC) or to notify DHW Contractor the client is leaving your 

agency.  

                                                     

  

http://healthandwelfare.idaho.gov/portals/_rainbow/manuals/WITS/nethelp/Sud%20Provider%20WITS%20eManual.html#!Documents/creatinganadmission.htm
http://healthandwelfare.idaho.gov/portals/_rainbow/manuals/WITS/nethelp/Sud%20Provider%20WITS%20eManual.html#!Documents/creatingencounternotes.htm
http://wits.idaho.gov/Portals/73/Users/058/38/1338/ACRNotetoAuthorizerIDHWOnly.pdf
http://wits.idaho.gov/Portals/73/Documents/substanceUse/AuthorizationChangeRequestNotetoAuthorizerDischargingaClient.pdf
http://wits.idaho.gov/Portals/73/Documents/substanceUse/AuthorizationChangeRequestNotetoAuthorizerDischargingaClient.pdf
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                                                 ATR4 Client Services Phase 

 

Client Services

Accept new 
authorization 

for LOC (ex. OP 
or IOP)

Create an 
Admission after 

accepting the LOC 
authorization

Create Service Plan
The Treatment Plan and Treatment 
Plan Review are available for use, 

but not currently required in WITS. 

Create Encounters for any billable 
activity

Encounters should be entered 
within 5 days and must be billed 

within 30 days

Create Miscellaneous Notes to 
record information that is not 
billable (ex. conversation with 
WITS Help Desk, BPA, or non-

billable service)

This is the end of the Service 
Phase, please continue to the 

Closure Phase.

Need an 
additional 

authorization?

More units of the 
same service?

Create a Change to 
Service to request 
additional Tx units

Create an Add New 
Service request for 

a new Tx service

Accept new authorization 
and update program 

enrollment if applicable

No

No Yes

Create a Provisional 
Voucher for any 

service not provided 
by your agency

Create a GPRA 
Follow-up 5-8 

months after the 
GPRA Intake

Yes

 
 

Description: 

1. Accept the authorization and create the  Admission.   
2. Create a Service Plan.  The Treatment Plan and Treatment Plan Review are available for use, but are not currently required in WITS.   
3. Create a Provisional Voucher for any services to be conducted outside of your agency.  The client record must have a Consent and Referral to the outside 

provider prior to creating a Provisional Voucher. 

http://healthandwelfare.idaho.gov/portals/_rainbow/manuals/WITS/nethelp/Sud%20Provider%20WITS%20eManual.html#!Documents/creatinganadmission.htm
http://wits.idaho.gov/Portals/73/Documents/substanceUse/TreatmentPlanIDAPAServicePlanGuide.pdf
http://healthandwelfare.idaho.gov/portals/_rainbow/manuals/WITS/nethelp/Sud%20Provider%20WITS%20eManual.html#!Documents/creatingatreatmentplan.htm
http://healthandwelfare.idaho.gov/portals/_rainbow/manuals/WITS/nethelp/Sud%20Provider%20WITS%20eManual.html#!Documents/creatingatreatmentplanreviewfromthetreatmentplanreviewlist.htm
http://wits.idaho.gov/Portals/73/Documents/substanceUse/CreatingSubsequentProvisionalVouchers.pdf
http://wits.idaho.gov/Portals/73/Documents/substanceUse/Creating%20the%20Initial%20Consent,%20Referral,%20and%20Provisional%20Voucher.pdf
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4. Create encounters for billable services.  Providers can check the authorization to see which services are billable.  It is recommended encounters are entered 
within 5 days, but if they are not billed within 30 days, the claims will be denied. 

5. Create Miscellaneous Notes to record information in WITS that is non-billable.  This may be used to track things such as conversations with BPA or the WITS 
Help Desk as well as record any non-billable service.  

6. When the client requires updates, changes, or additional treatment services,  providers will need to create an Authorization Change Request(ACR).  
Depending on the need, providers will create an ACR type of  Add New Service request or  Change to Service request.  Providers will need to check the 
authorization to see if the request was approved or denied with a request for additional information.  Once the authorization is approved, providers will 
accept the authorization and continue to bill for services.  

7. Create the GPRA Follow-up within 5-8 months of the GPRA Intake. 

  

http://healthandwelfare.idaho.gov/portals/_rainbow/manuals/WITS/nethelp/Sud%20Provider%20WITS%20eManual.html#!Documents/creatingencounternotes.htm
http://wits.idaho.gov/Portals/73/Documents/substanceUse/BatchingCreatingReviewingRejectingClaimItemsfromabatchBilling%20.pdf
http://healthandwelfare.idaho.gov/portals/_rainbow/manuals/WITS/nethelp/Sud%20Provider%20WITS%20eManual.html#!Documents/creatingmiscellaneousnotes1.htm
http://wits.idaho.gov/Portals/73/Documents/substanceUse/AuthorizationChangeRequestOverview030413.pdf
http://wits.idaho.gov/Portals/73/Users/058/38/1338/AuthorizationChangeRequestAddNewService.pdf
http://wits.idaho.gov/Portals/73/Users/059/39/1339/Authorization%20Change%20Request%20-%20Change%20to%20Service%2001%2027%2014.pdf
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                                             ATR4 Episode Closure Phase 

Client Episode Closure

Complete GPRA 
Discharge when client 

completes services 
and is no longer 

accessing ATR funds.

Is the client 
transferring to 

another provider for 
continued services?

Yes

No Create a Note 
to Authorizor

Will the client transfer 
to the new provider at 
the same level of care?

Are there more than 2 
weeks (15+ days) left on 

the current 
authorization?

Yes

Create a 
Change to 

Service Request

Yes

No

No

Close Intake

This is the end of the Closure 
Phase, the episode is 

complete.Create a 
Provisional 

Voucher for the 
new agency

Complete 
Discharge

 

Description: 

1. Create the GPRA Discharge. 
2. Create an Authorization Change Request(ACR) to notify DHW Contractor the client is no longer receiving services at your agency.  Depending on the clients 

LOC, destination, and time left on the authorization, the provider will need to create an ACR type of Note to Authorizor or Change to Service.   If the client is 
transferring to another provider, create a Provisional Voucher to transfer the treatment services to that provider. 

3. Complete the Discharge and close the Intake. 

http://wits.idaho.gov/Portals/73/Documents/substanceUse/AuthorizationChangeRequestOverview030413.pdf
http://wits.idaho.gov/Portals/73/Documents/substanceUse/AuthorizationChangeRequestNotetoAuthorizerDischargingaClient.pdf
http://wits.idaho.gov/Portals/73/Users/059/39/1339/Authorization%20Change%20Request%20-%20Change%20to%20Service%2001%2027%2014.pdf
http://wits.idaho.gov/Portals/73/Documents/substanceUse/CreatingSubsequentProvisionalVouchers.pdf
http://wits.idaho.gov/Portals/73/Documents/substanceUse/Discharge050714.pdf
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                                                      ATR4 Client Intake Phase  

 

Search of client list 
shows client already 
exists in your agency

No

Yes

Close any open 
episodes and 

link the consent 
to your current 

client.

Accept referral 
to create Client 
Profile, Intake, 
and Program 
Enrollment

Review and 
Accept 

Authorization

Client Intake 
Phase

This is the end of the Intake 
Phase, please continue to the 

Assessment Phase

 
 

Description: 

1. A prospective client is referred by the Treatment provider.  The RSS provider can contact the client by viewing the contact information that was consented to 
them in WITS. 

2. When the client comes to the first appointment, the RSS provider searches WITS to see if the client has a profile in their agency.  If there is a profile from a 
previous episode, link the clients consent from an outside agency to the client in the provider agency.  Close any open episodes, then accept the referral.  If 
the client is not in WITS, the provider will only need to accept the referral. 

3. Accepting the referral will create a Client Profile, Intake, and Program Enrollment.  Once this is created, the provider can review and accept the 
authorization. 

                                               

  

http://healthandwelfare.idaho.gov/Portals/0/Medical/SUD/WITSAcceptingReferralsLinkingConsentsAcceptingAuthorizations.pdf
http://wits.idaho.gov/Portals/73/Documents/substanceUse/ClosinganEpisode.pdf
http://healthandwelfare.idaho.gov/Portals/0/Medical/SUD/WITSAcceptingReferralsLinkingConsentsAcceptingAuthorizations.pdf
http://healthandwelfare.idaho.gov/Portals/0/Medical/SUD/WITSAcceptingReferralsLinkingConsentsAcceptingAuthorizations.pdf
http://healthandwelfare.idaho.gov/Portals/0/Medical/SUD/WITSAcceptingReferralsLinkingConsentsAcceptingAuthorizations.pdf
http://healthandwelfare.idaho.gov/Portals/0/Medical/SUD/WITSAcceptingReferralsLinkingConsentsAcceptingAuthorizations.pdf
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                                                   ATR4 Client Services Phase 

 

Client Services

Create the Recovery 
Services Program 

Enrollment

Create Encounters for any billable 
activity

Encounters should be entered 
within 5 days and must be billed 

within 30 days

Create Miscellaneous Notes to 
record information that is not 
billable (ex. conversation with 
WITS Help Desk, BPA, or non-

billable service)

This is the end of the Service 
Phase, please continue to the 

Closure Phase.

Need an 
additional 

authorization?

Contact Treatment 
Provider to request 

additional units

Accept new 
authorization

No

Yes
Was the Recovery 
Services Program 

Enrollment created 
automatically?

Yes

No

 
 

Description: 

1. Create encounters for billable services.  Providers can check the authorization to see which services are billable.  It is recommended encounters are entered 
within 5 days, but if they are not billed within 30 days, the claims will be denied. 

2. Create Miscellaneous Notes to record information in WITS that is non-billable.  This may be used to track things such as conversations with BPA or the WITS 
Help Desk as well as record any non-billable service.  

3. When the client requires updates, changes, or additional services, the RSS provider will need to request the change directly from the Treatment provider.  
The RSS provider will accept the authorization and continue to bill for services. 

  

http://healthandwelfare.idaho.gov/portals/_rainbow/manuals/WITS/nethelp/Sud%20Provider%20WITS%20eManual.html#!Documents/creatingencounternotes.htm
http://wits.idaho.gov/Portals/73/Documents/substanceUse/BatchingCreatingReviewingRejectingClaimItemsfromabatchBilling%20.pdf
http://healthandwelfare.idaho.gov/portals/_rainbow/manuals/WITS/nethelp/Sud%20Provider%20WITS%20eManual.html#!Documents/creatingmiscellaneousnotes1.htm


Treatment Provider Client Flow pg. 11 

November 2014 

                                             ATR4 Episode Closure Phase 

 

Client Episode Closure Close Intake
This is the end of the Closure 

Phase, the episode is 
complete.

 
 

Description: 

1. The provider must close the Intake.  

 


