
To Confirm your client is due for the 

6 Month Follow-up Assessment: 

1.  Getting here: Login, select the Facility, select 

Agency on the Navigation Pane (left menu). 

Select GPRA Follow-up Due.  

GPRA Follow-up Assessment Guidance 

This guidance is designed to help you complete your GPRA 6 month Follow-up assessment.  

2. Search using the following criteria: 

Grant: ATR 4 

Agency/Facility Type: Follow-up 

Followup Attendance: Within Window 

Follow-up Type: 6 month 

Enter the search criteria. Select Go. Confirm in the 

list that your client is listed in green and that their 

follow-up is due.  



Re-Open the Episode to complete 

the Assessment: 

3. Search for the client. Contact the WITS Help 

Desk to have the episode re-opened if necessary. 

Complete the GPRA Follow-up: 

4. Select Client List on the Navigation Pane. Select 

Activity List. Select GPRA. 



5. Select “Add GPRA 6 Month Follow-up.” 

6. Select Yes to continue with the assessment.  

7. Complete the assessment. When completed the 

record will appear ’read only’ and in gray fields.   



8. If the client is also discharging at this time:  

Select “Yes” to populate the discharge GPRA Inter-

view with values from the follow-up. If the client is 

not discharging at this time, do not complete the 

assessment.  

9. Confirm the 6 Month Follow-Up has a Record 

Status of “Completed.” 



Re-Open the Authorization to com-

plete the Encounter: 

10. Contact BPA to have the client authorization 

reopened to bill for the GPRA Follow-up.  

11. Confirm the authorization status is ’Active’ for 

the authorization that contains the GPRA Inter-

view.  



Re-Open the Client Program           

Enrollment (ATR 4): 

12. Select the Client List, Select Activity List on the 

blue navigation pane (left menu). Find the Client 

Program Enrollment (ATR 4), click 

and select Review.    

13. Remove the End Date from the Program Enroll-

ment Profile Screen. Select Save and Finish.  



Create the Encounter: 

14. Select the Client List, Select Activity List on the 

blue navigation pane (left menu). Select Encoun-

ters. Select Add Encounter.  

15. Complete the Encounter Note. Select Release 

to Billing in the Administrative Actions Box.  



Close the Intake: 

16. Select the Client List, Select Activity List on the 

blue navigation pane (left menu). Over the Intake 

Transaction, click                and select Review.  

17. Enter Date Closed. Select Save and Close the 

Case to close the intake.  


