
 

 

1. Getting here: Login, click Agency and click Health 

Information Mgmt on the Navigation Pane (left 

menu). 

 

Note: When searching for a client on the Release of 

Health Information Search screen, client names will 

only display after a disclosure or a request for their 

records has been created.  

  

Health Information Management Module: Disclosing Information 

Document a Client Record Request 

 Creating Disclosure of Information 
 Resolving a Disclosure of Information 
 Creating a Disclosure Letter, Disclosure Checklist, or Denial Letter 
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2.    Click Add Disclosure. 

 

Creating a Disclosure of Information 
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3. Select the Client Name.   

  

NOTE: Client information will populate in the read-

only section at the top of the screen after client is se-

lected. 

 

4. Enter the Request Received Date.  

 

 

Note: The HIM Staff field populates with the 

name of the staff member creating the Disclosure 

record. The Status of the Disclosure of Infor-

mation defaults to Pending. 
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5. Enter the Records Requested Dates in the From 

and To fields. 
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6.   Select the Addressee or click Add Addressee. 



 

 

8. WITS will check the address entered against 

the United States Postal Service database. 

Click Select or Edit as appropriate. 

9.    Click Finish. 

 

Note: The completed Addressee information will 

populate the Requested Information section on 

the Disclosure of Information Profile. 
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7. Complete all appropriate fields for the Ad-

dressee and click Save. 



 

 

10. Enter the Information Requested.   

11. Click Finish.  
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12. Update the Status to Resolved  and enter a Re-

solved Reason.  

13. Complete the appropriate fields in the Re-

sponse Information section. 
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Resolving a Disclosure of Information 



 

 

15.  The Disclosure becomes read-only. Click Finish. 

 

Note: Update the Status to Pending and click Save 

to make edits to the record.  

 

14. Enter Comments if necessary and click Save.  
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16. On the Health Information Mgmt screen, hover 

over the   next to the  appropriate Disclo-

sure  and click Review. 

17. Select Disclosure Letter, Disclosure Checklist 

or Denial Letter from the Administrative Ac-

tions box at the bottom of the page.  
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 Creating a Disclosure Letter, 

Disclosure Checklist, or Deni-

al Letter 
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18. The Disclosure letter, Disclosure Checklist or De-

nial Letter will open in a new window. Close the 

window when finished. 
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