UWITS Tip Sheet

Client Referral
Consent Referral Accepting Referrals

This tip sheet focuses on how to share client records and make client referrals
using UWITS.
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Client Referral

Consent

Entry Steps: Client Profile, Intake. Additionally, if
your agency has a standard set of information that
is regularly shared with one or all agencies when
making a referral, an Agency Disclosure
Agreement(s) should be established prior to
initiating client consent.

1. Consents are required before sharing any
information about a client with anyone outside the
agency. In UWITS, an independent
consent/disclosure must be established before
information can be shared.

2. Generate the client’s Activity List. Click Consent

from the Left Menu. Existing consents will be
listed in the Client Consent List.

3. Review Existing Consents: There may be
several consents already on record. Click Review
to review any existing consents. Note: make sure
there is no active existing consent with the agency
you are about to initiate consent with. If a client
consent has been revoked, it will be noted in the
Status.

4. To initiate client consent, click Add New Client
Consent Record hyperlink.
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To access the Consent
module, click Consent from
the Activity List.

Administrative Agency
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Add New Client Consent Recorz

To review an existing
consent, click Review.




Consent

formation ith (only one agency per consent s alowed).
. . . K Client Disclosure Agreement

information with (only one agency per consent is allowed). You may

get a warning message in red that says “No Agency Consent Policy Note: Consented information may not be redisclosed.

C . . . . . Client Name: B
Exists”, please continue on with your selection. It is stating that you Uniaue Clisnt Number.  BouDa12548

have not established a Disclosure Agreement with this Agency. Disclosed From Agency: Administratue Agency

Entities with Dizclozure Agreements L

. I i f . h System Agency | Yes v

6. Disc OSEd To Non Sys_tem Agency I yOU WI_S to ) Disclosed To Agency | SLCo Outreach Unit v Facility | All Facilities
Document the sharing of information with agencies not using Disclosed To Entiy (Non System

UWITS, you may select “Non System Agency” and enter the agency. | __» Purpmmi’:j::j,‘;' Nesds sssessment

Earliest date of services to be 1112016 g

. consented
7. Enter the Purpose — DISClosure. / Has the client 5?5:1:;??5:1: Yes v | Date client signad ennse

8. Earliest Date of services to be consented: The consent date is | J/ " "ormaion Te B fensene

the date that triggers the sharing of information (i.e., if a user enters /| Exorston e [oste Sgnestos) L P
1/15/10, only information entered on Expiration type is required for disclosure sctivities
1/15/10 and forward from the client’s episode will be shared - Clent Information Options . Disclosure Selection

nothing entered prior to 1/15/10 will be shared. - -

Behavioral Health Assessment

Client Information (Profile)

9. The “Has the client signed the paper agreement form”. Client Screening

If client has signed the paper form select “Yes”. If this is not e feseement
marked “Yes” the agency you are consenting to will not be able to "*

view the consented data. Discharge M

4 » -

10. The Client Information Options may be included on a client by
client basis using the mover boxes to add information to be shared. Comments Other Disslozures
Elements selected need to be moved to the Disclosure Selection

with the arrow buttons. Note: an expiration type must be associated

with each element of information selected in the consent. =

ESE

11. Once the Screen is completed click “Save”.

Note: By clicking “Save” the record becomes

uneditable and this consent must be revoked and a new consent must be created if any changes need to be made. At this point, information has
been disclosed to the other agency.
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Client Referral

Consent (continued)

12. Revocation: A client may revoke consent
prior to its expiration. To revoke a consent,
click the Revoke button at the bottom of the
screen. The status of the consent will change
to ‘Revoked’ on the Activity List.

Note: Revocation is not retro-active. Any
information that was already shared prior to
revocation will continue to be shared.

13. Create a Referral using this Consent:
Click on the link Create Referral Using this
Disclosure Agreement or go to the

Left Menu and click Referrals to access the
Referral List.

Client Disclosure Agreement

Mote: Consented information may not be redisclosed.
Client Name:  wayne, Bruce

Unigue Client Number:  B9wi41254M
Disclosed From Agency: Administrative Agency
Entities with Disclosure Agraements

System Agency Yes

Disclosed To Agency SLCo Cutreach Linit
Disclosed To Entity (Mon System
Agency)

Purpose for disclosure Needs assessment
Earligst date of services to be =
consented 112018
Has the client signed the paper i
agreement form

r Client Information To Be Consented

Create Referral Using this Disclosure

Facility All Facilities

Date client signed consent 318/2016

Expiration Type Date Signed(DS) + Days
Client Information Options Dizclosure Selection
Behavicral Health Assessment . Admission (DS, 3M82016) -
Client Screening ASAM Tx Plan (DS, 3182016
DENS ASI Assessment Client Information (Profile) (DS
DENS ASI Lite Consent (DS, 3M8/2018)
Discharge n Diagnosis List (DS, 3M&/2018)
Dirug Test Results
Encounter Detail
GPRA Assessment
GFRA Interview
Intake Transaction M -
4 » 4 »
Comments Other Disclosures
s~ b

Finish R Revoke .




Referrals

1. The client disclosure agreement allows you to
create a referral for the client. Users will now
see that many of the fields on the referrals
screen are pre-populated.

2. ‘Referred By’ column: Select a ‘Reason’ for

the referral from the drop down box. Select

‘Yes’ for “Is Consent Verification Required?” Select
‘Yes’ for “Is Consent Verified?” Select ‘No’ if client is
not enrolled in a Program for Continue this Episode of
Care? Enter any comments you wish to share with
the agency you are making the referral to in the
‘Comments’ box. Referral Status is pre-populated
with ‘ Referral Created/Pending’ do not change.

3. ‘Referred To’ column: Enter the Facility, the
Program, and the Appointment Date

(if known). Review the Consents Granted to
ensure this is the correct consent.

4. Click the Save or Finish button.

5. Once you have clicked the Finish button the
referral is automatically sent, and you will be
taken to the Client Referral Status screen.

6. Referrals coming into and leaving your agency
can be tracked by accessing ‘Referrals’ from

the ‘Agency’ section of the Left Menu

(Referrals In or Referrals Out).

UWwiITS

Training

Home Page
Agency >
Group List b
Client List ¥
Client Profile b
Non-Episode Contact
Activity List ¥
Intake:
Watt List
Tx Team
Screening b
Assessments b
Admission >
ASAM
Encounters b
Notes b
Treatment b
Outcomes b
Discharge b
Consent
Payments
Episode List
System Administration
My Settings b
Reports
Support Ticket

y, Administrative Unit
Good | BICO11585F | Case #: 2

Client Referral for Client, Good

[ Referred By

Agency Administrative Agency
Facility Administrative Unit
Staff Member Virchow, Connie

Program | 6-Administrative Unt/TEDS 99_2.5_C v |

State Reporting
Cateqory AUt outpatient

Reason | Funding Request v|

If Other [ ]

« Coneent Veriation eaued”

Is Consent Verified? | Yes

II

Continue This Episode of Care?

Comments

Referral Status | Referral Ci g v|

r Referred To
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Logout

Signed Cunsemsl Interim Group Services

Agency Interim Group Services

Faciity | mterim Group Services

Staff Member |

Program | 98_1.0_Assmt

State Reporting
Catogary AdUtoutpatient

Mon-System Agency
Non-System Modality
Mon-System Specifier

Appt Date Undetermined

Consents Granted

Consent Date:7/30i2007
Disclosure Domains:

Client Information (Profiis) (UD, +30)
Intake Transaction (UD, +30)
Miscellaneous Note Detail (UD, +30)

Projected End Date | ]

Created Date 7/3042010 3:55 PM

o @@

T

When the Referral
Screen is complete,
click Finish.



Accepting Referrals Select the Referral Status Codes you would like to
display and move it to the Search Criteria box,

Accepting Referrals (Referrals In)

then click Go.
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1. Accepting client referrals is considered an Agency Jraining 555 | Coce 21
function. Select ‘Agency’ from the left menu.

Logout

Home Page Referrals for Administrative Uni* ¢,

Agency ¥ Referral Status Codes Search Criteria
Agency List ¥

. . Placed/Accepted Referral Created/Pendin
2. To view referrals made to your agency, click Aency Profie 331’:5!::’3;2:;‘.’" €
Referrals In. To begin, select the Referral Status Contacts B ozotes by program /

Governance b

Codes and move them to the Search Criteria box Tl
(u;ing the_ arrow). Then_click Go. Thi's' will generate T
a list of clients referred in to your facility by status =T o mmneve Retoral e PSS e 0w
o Review B9C110368M Client, Brian  11/311968 6/25/2009 Valley Mental Health/Forensics ' oo Created/Pending |Uni when you accept
co de. Wit List P g client
Faciity List b Amb_Intensive Referral Administrative
Staff List b Revicw BICI10368M Clnl, Brian  11/3/1968 6252009 Valley Mental Health/Forensics ' oo Created/Pending Unit
Tx Team Groups b
3. To VieW a referraL CIiCk ReVieW next to the NDn-S(affPhyz::iansb Review B9LO041254M Lee, Bruce  4/1211854 7112010 VOA_Cornerstone/OUTPATIENT gma'(";;"we E:‘;{;:,pendmg ﬁ:n"""ﬁ'm""e
appropriate client. sone 2010, 7ex
T:’Jaf:"":gg i c\-,}!drini;[ra[iweunit -
. . . . 1585F | Case #: 2
4. This will generate the Referral screen displaying T Loy
. . . . Home Pa "
the referral information, including any comments Agoncy ¥ T o
entered by the referring agency. ey i » Ageney Crninsllusics Senvces Signed Consents Adminirsive Agency
g Facilty Treatment Program Agency Administrative Agency
glnlam Staff Member Westergard, Cory, SLCoOU Facility Administrative Unit
5. To accept a referral, select Placed/Accepted for Sovemnce > Progrem 7-Treatment Progran 0 Oufpatient 421 Staffember
Referral Status. Enter the Appointment Date and Ammauncenents S eory Adut oipatent I
B Referrals ¥ ; ate Reportin .
status (if known). Or you may select another Feferrai ] ¥ i s B
Referral Status- w::’i;m > Is Consent Verification Required? Yes Non-System Modality
Faciity List - Is Consent Verified? Yes Non-System Specifier
) ) ) Staff List b - o ETD | -
Note: If the client already exists in your agency, T Team Groves orinue T Epsoce of Care Aovtpae| [Undetermined
. . Non-Staff Physicians b Consents Granted
select Rejected by Program. This removes the ST — Consent Date 2712008 a
S g losurc Domains ]
referral from the Referrals Created/Pending list, Coriractansgement » Betaviaal Healh Assessment D, )
and you will still be able to view the consented g ] | [
information by the referring agency. Sy hamyirsen > e L =
Reports Proyfcted End Date | pig peq/ coepted
. . . . Support Ticket reat e HEfErra\CrEald;‘Fendmg I
6. To view the information the referring agency agreed (e tared Terminted e @@
to share with you, use the scroll bar to view et s T
consented information under ‘Consents Granted’.
Select a Referral Status. If you wish to accept Click Finish
7. Click Einish. This will take you immediately to the the referral, select Placed/Accepted. If the when done
Client Profile screen. Once a case is accepted, follow client already exists in your agency, select
the procedures for entering client data in your agency. duplicate clients.



