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Scanning & Uploading Notes 
 
 
WARNING: It is the user’s responsibility to upload the correct documents on the correct client record. WITS does not check 

the client name or location when it uploads a document and will not prevent you from uploading to the wrong 
client or uploading to the wrong location. 

 
 
STANDARDS: Effective July 1, 2019, all Notes (hand written or other types that must be kept) must be scanned as 

individual files and uploaded to the appropriate Encounter Note/Miscellaneous Note record in WITS for all 
new clients entered in WITS, and for any existing clients with a Note on or after July 1, 2019. 

 
 
STANDARDS: Notes will be scanned and uploaded in WITS within five (5) business days of the creation of the Encounter 

Note/Miscellaneous Note. Each Note will be scanned as an individual file using the document storage file 
naming conventions and abbreviations. 

 
 
STANDARDS: It is the Regions responsibility to ensure the standards set forth by policy 14-02 Behavioral Health Records 

Retention in the DBH Policy eManual are followed. 
 
 
TIPS: If you do not have the ability to upload documents, contact your contact your Regional WITS Administrator (RWA). 

RWAs will complete an Online Portal Request to request the Automation Help Desk assign the individual the role of 
Document Management (Full Access).  

 
 
TIPS: The Encounter Note/Miscellaneous Note record must be saved before a scanned Note can be uploaded. 
 
 

1. Scan and save the Note file to a secure location using the file naming convention: Date Signed or Activity Date_Name of 
Activity (description of the note followed by NOTE)_Client Last NameClient First Name.  

a. Example: 201900624_DRNOTE_BrownShelly 
 
2. Go to the Client Activity List.  
 
 

 
 
 

3. Click  on the blue navigation pane.  
 
 

http://sharepoint/sites/BH/policy/eManuals/BHPolicyeManual/index.html#!Documents/1402behavioralhealthrecordsretention.htm
http://sharepoint/sites/BH/policy/eManuals/BHPolicyeManual/index.html#!Documents/1402behavioralhealthrecordsretention.htm
http://sharepoint/sites/BH/policy/eManuals/BHPolicyeManual/index.html
https://dbhhelpdesk.serviceprocloud.com/helpdesk/Account/Login?ReturnUrl=%2Fhelpdesk%2F
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4. Hover over the  and click  under Actions.   
 
 
 

 
 
 

5. Click .  
 
 
 
WARNING: It is the user’s responsibility to upload the correct documents on the correct client record. WITS does not check 

the client name or location when it uploads a document and will not prevent you from uploading to the wrong 
client or uploading to the wrong location. 

 
 

 
 
 

6. Click . 
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7. Select the scanned Note on the secure location and click Open. 
 
 
 

TIPS: Descriptions include the Activity Type along with the Agency Name/Individual’s Name. 
 
 

 
 
 
8. Enter a description if needed.  

 Example: DR Note 20190701 
 
 
 

 
 
 

9. Click . 
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TIPS: If the full description is not displayed, hover over the description and a pop up will display the information entered in 
the description field.  

 
 

 
 
 

10. Click . 
 
 
 

 
 
 

11. The Note is uploaded to the Note record in WITS. Click . 
 
 
12. Remove the scanned Note file from the secure location. 


