Creating a Consent, Referral, and Provisional Voucher

These instructions will be used by treatment
providers for ONLY ATR clients to create a
Provisional Voucher for another agency.

Prior to starting this process, please review the
Authorization Change Requests & Provisional
Vouchers - Overview to determine if you need to
complete an Authorization Change Request in
addition to the Provisional Voucher.

Create the Consent

1. Getting here: Login, select the Facility, select
Client List on the Navigation Pane (left menu)
to generate the Client Search Screen, find
client, select Activity List.

NOTE: The Intake Activity Date will be used as
the Earliest Date of Consented Activities on the
Consent.

2. Select Consent on the Navigation Pane.
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Unigue Client #
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Click Add New Client Consent Record.

Select the Disclosed to Agency and enter the

Purpose for disclosure.

Enter the Intake Date as the Earliest date of
services to be consented.

Click Save.

NOTE: Click Print General Consent if you want
to use the Release of Information generated
from WITS.

Client Consent List
Start Date

Disclosed To Status

Signed?

Created Date

Add New Client Consent Record

Date Actions

Client Disclosure Agreement

Note: Consented information may not be redisclosed.
Client Name: Morning, Thursday
Unique Client Humber: 21010187385320H
Disclosed From Agency: D Wiliams Agency

Entities with Disclosure All Other Agencies

Agreements
Swystem Agency Yes -
Disclosed To Agency RSS élam A.lune
Disclosed To Entity

(Non System Agency)

Purpose for disclosure Provigional Voucher

Earliest date of services to be consented|11/7/2013

Has the client signed the No
paper agreement form

Clignt Information Options Consent Expires Upon

Admission - F Discharge{UD) +Days|_ i
CAFASE Assessment T o
CALOCUS Assessment = ‘ |F Date Signed(DS) +Days >
Client Eligibility il el =
Court Monitoring Form |—‘ Other Event(OE) Exﬂ |‘§
Discharge | B
2 - | | Crim Just Cond
Diecharge/Continuing Care Planni E E"d
. . (CIC) i i
Dispensary Order Detail s
Drug Test Results Description
ECourt Admission - |
ECourt Case Management > =1
Comments| | Other Disclosures|

* Date client signed consent

Disclosure Selection

Client Information (Profile) (UD, +365)
Consent (UD, +365)
Intake Transaction (UD, +355)

8

Enter the Intake Date.
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Select Yes after the client has signed the
Release of Information.

The Date client signed consent will default to
today’s date. Update as necessary.

Click Save.

nt Disclosure Agreement

Note: Consented information may not be redisclosed.
Client Name: Morning, Thursday
Unigue Client Number: 21010187383320H
Disclosed From Agency: D Wiliams Agency'

Entities with Disclosure y q '
Agreements —
System Agency Yes -
Disclosed To Agency RSS Stand Alone -

Disclosed To Entity
(Mon System Agency)

Purpose for disclosure Provisional Voucher
Earliest

as the client signed the
aper agreement form

e client signed consent|11/2212013 <@ @)

Client Infor Disclosure Selection
Admission 7 |F Discharge(UD)  *Days] | | Client Information (Profike) (UD, +365)
CAFASE Assessment Tl Consent (UD, +365)
CALOCUS Assessment = ‘ |— Date Signed(DS) +Days| || Intake Transaction (UD, +385)
Client Eligibility

1=
=

Court Monitoring Form |— Other Event(OE) ;4—

Discharge |T Crim Just Cond

D:lscharge.fCDntinuing C.are Planni '(CJC} Exp|
Dizpensary Order Detail

Drug Test Results Description
ECourt Admission -
ECourt Caze Management - -

Comments| & Other Disclosures|

Administrative Actions
’7Print Gegeral Consent Print Criminal Justice Consent /

NOTE: Cicking Print General Consent
will generate a Release of Information
for the client to sign.




Client Disclosure Agreement Create Referral Using this Disclosure Agreement

C r e at e t h e R ef e r r aI Note: Consented information may not be redisclosed.

Client Name: Morning, Thursday
Unique Client Number: 21010187389320H
Disclosed From Agency: D Wiliams Agency
Entities with Disclosure
Agreements
System Agency ¥es

10. Click Create Referrals Using this Disclosure Disclosed To Agency RS Stand Alone @

Disclosed To Entity
Agreement (Non System Agency)

Purpose for disclosure Provisional Voucher
Earliest date of services to be consented 11/7/2013

Has the client signed the es Date client signed consent 11/22/2013
paper agreement form
Client Information Options Consent Expires Upon Disclosure Selection
[Clo o <Days Client Information (Profie) (UD, +365)
Consent (UD, +365)
=Days| || mtake Transaction (UD, +365)

Admission

11. Select the Reason, select Yes for Is Consent CAFASS Assossment.
. ge . - Client Eligibility
Verification Required, select Yes for Is Consent Court Moniorng Form

Discharge

[ »

Verified, and select No for Continue this Dapersary Graerpeal | "
Drug Test Results Diescription
ECourt Admission -

Episode of Care. Gt i

Comments - Other Disclosures. -

Administrative Actions
[Prmt General Consent Print Criminal Justice Consent

12. Select the Facility. [ Finish

13. Select ATR3 as the Program.

14. Click Save.

Client Referral for Mori ing, Thursday

r Referred By r Referred To
Agency D Wiliams Agency Signed Consents RSS Stand Alone -
Facilty Wiliams Treatment Agency RSS Stand Alone
Staff Member Buskey, Michelle Facilty RSS Stand Alone - Boise
Program  Wiliams TreatmentATR 3 : 17122011 - - T
State Reporting
ey Program ATR 3 -
Reason Service not available at this facity . State p;ﬁ':;:’g
It Other ] My. oy @
s Consent Verification Required?  Yes s @ ity Select ATR 3.
Is Consent Verified? Yes A Tl SystenShecifier
Continue This Episode of Care? No F Appt Date Undetermined
Consents Granted
Consent Date:1/7/2013 a
Comments Domain
=] | clent information (Profile) (UD, +385)
Cansent (LD, +365)
Intake Transaction (UD, +365)
Referral Status Referral CreatediPending -

Referral Date [11/22/2013

Projected End Date |

Created Date 11/22/2013 2:27 PM




Create the Provisional Voucher

15. Select Authorizations on the Navigation Pane

under Referral.

16. Click Add New Authorization Record.

NOTE: DO NOT include GPRA Interview Services
on the same authorization as Treatment/RSS
services. Always create a separate Provisional

Authorization for GPRA Interview Services.
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Comments.
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r Referred To
Signed Consents RSS Stand Alone -
Agency RSS Stand Alone

Facility RSS Stand Alone - Boise -

Staff Member -

Program ATR3 -
State Reporting
Category
Non-System Agency

Non-System Modality
Non-System Specifier

Appt Date Undetermined

Consents Granted
Consent Date:11/7/2013 -
Di Domains:

peferral Status Referral Created/Pending

Referral Date ‘1 12212013

Projected End Date |

Created Date 11/25/2013 10:00 PM

tatus Effective Date End Date

Encumbered

Client Information (Profile) (UD, +365}
Consent (UD, =385}
Intake Transaction (UD, +365)
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17. Enter the Referral Date as the Date Approved T -
roup Enroliment atus Pending
if necessary. This date MUST NOT predate the — it R — -
Authorization # Date Approved [11222013 <= The Date Approved is the Referral Date.

‘Administering Agency D Wiliams Agency Updated Date

Referral Date.
Effective Date [129/2013 Updated By
End Date ]Wi‘\ @
Comments \ The Effective Date is the date the client%

will be starting with the new agency.

18. Enter the Effective Date (date the client will be Authorized Services List Add Service
Service Authorized Units Autfprization Amt Encumbered Expended Available Amount Available Units Actions

starting with the new agency).

& If the Provisional Voucher is for Treatment or RSS Services, @
then enter End Date listed on your current Authorization for

treatment services.
® |f the Provisional Voucher is for GPRA Interview Services, then @

enter 9/29/14 as the End Date.

19. Enter the End Date. _

[ Actions

e |f the Provisional Voucher is for TeiErcumberes: -
Total Expended: 0.0

Treatment or RSS Services, then enter

[ Finisn |

End Date listed on your current
Authorization for treatment services.

e |[f the Provisional Voucher is for GPRA
Interview Services, then enter 9/29/14
as the End Date.

Authorization for Morning, Thursday
‘Group Enroliment Status Provisional
Plan ATR 3 Contract 1- DHW-RSS Stand Alone (ATR)/ 7/1/2012 - 6/30/2014

20. CIIC k Save ) Authorization # 1630 Date Approved [1Z62013 |
A=A Administering Agency D Wiliams Agency Updated Date 12/6/2013 1254 Pl
Effective Date [1ZB2013 | Updated By Buskey, Michele

Comments
. .
21. Click Add Service. .

Authorized Services List Add Service

Service  Authorized Units ization Amt Encumbered Available Amount Available Uni Actions
|— Actions Total Authorized: 50.00
Total Encumbered: 50.00
50.00

Total Expended:
Total Available: 50.00

[ cancet § save Y Finish




22. Select the Service and the # of Authorized
Units (using the BPA Provider Guide for
Provisional Vouchers dated 12/6/13).

23. Click Save and Finish.

24. Add Additional Services if needed. Click Save
and Finish.

NOTE: DO NOT include GPRA Interview Services
on the same authorization as Treatment/RSS
services. Always create a separate Provisional
Authorization for GPRA Interview Services.

Authorized Services for Morning, Thursday

Service Case Management -
Authorization # 1678 @
# Authorized Units [1 Select the Service and the # of Authorized Units.

2
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Authorization for Morning, Thursday

Group Enroliment Status Provisional

Plan ATR 3 Contract 1- DHW-RSS Stand Alone (ATR) / T/1/2012 - 6/30/2014

Date Approved [12/6/2013

Updated Date 12/6/2013 12:54 PM

Authorization # 1680
Administering Agency D Wiliams Agency

Effective Date |12/9/2013 Updated By Buskey, Michelle
End Date |1/28/2014
Commenis

orized

Service Authorized Units Authorization Amt Encumbered Available Amount Available Uni
Case Management 1 $50.00 50.00 50.00 $50.00

Add Additional Services

if needed.
L Actions Total Authorized:

Total Encumbered:
Total Expended:

Total Available:

[Concer |

Actions

1.00|Edit | Delste
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