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Section 1. Introduction

This user guide has been prepared for the New York State Office of Alcoholism and Substance Abuse
Services (OASAS). New York Prevention Providers may use this guide to learn the steps to enter the
prevention services delivered within the WITNYS Prevention Intervention module.

Before Reading

View the WITS Basics User Guide before reading this document. The WITS Basics User Guide covers
important topics including basic navigation features, system conventions, and login information.

PARIS to WITNYS : Terminology Cross-Walk

WITNYS PARIS
Agency Provider
Facility PRU (Program Reporting Unit)
Contract Primary/Other PRU-Pair (for County-Provider)

Prevention Intervention

Prevention Activity

Service Approach

Service Approach

Activity Type

Activity Code

Activity Name

Local Name, Non-model Name (text you enter)

Group Name

Class/group Name (text you enter)

One-Time Single-Session

Recurring Recurring and Continuing
Profile View/Edit Activity or Group
Review View/Edit Group Session
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Program Reporting Unit (PRU)
PRUs in WITNYS correspond to the “Facility” selected by the user. Ensure you select the correct Facility
before entering Service Approaches.

wms WITNYS Training
s Scroor, ory | [Licstin Prevotan Prosor  rnary PRy |

Homa Page Change Facility

Prevention Provider 1

Adaministration
wileis Fliary PRU

Freventon Provider 1

Primary PRU

m

Support Ticket

Primary Facility/Program Reporting Unit (PRU): The following Service Approaches should be entered in
the Primary Facility/PRU:

EBP Education (Model)

Non-EBP Education (Non-Model)
EBPS Environmental Strategies
Positive Alternatives (Continuing)
Positive Alternatives (Single)
Information Awareness (Single)
Community Capacity Building (Single)

Other Facility/Program Reporting Unit (PRU): The following Service Approaches should be entered in
the Other Facility/PRU:

EBP Prevention Counseling
Prevention Counseling
Early Intervention

Note: System Requirements

WITS is compatible with up-to-date versions of most modern browsers such as, Internet Explorer
version 10+, Firefox, Google Chrome, and Safari.

The Silverlight plug-in is required for WITS Scheduler.
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Section 2. Home Page
@ Where: Home Page

The Home page is the screen that users will first be taken to when logging into WITS. It provides general
information to the user regarding the agency’s work or process flow. The Home page includes:

1. Announcements: which will be posted by OASAS for system users
2. Alerts: which are currently not used for Prevention process flow
3. Scheduler: this may be used (optionally) by providers as they wish

Diagnostics E Logout

& Snapshol

Wi WITNYS QA

User Prevenhon, Kory |  Lecation: Prevenhon Agency 1, PRU1 #

Home Page Home
b Agency Announcements
» om Administration . 1 : )
» My Setfings
‘Apptws Ta stan Masaage Facuy  Date us
Schedule for:  Start Date: EREEGE h [is] Refresh Search Calendar | Edit/Add Schedule
 States

End Summary

Actions  Start
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Section 3. Prevention Intervention Search

@ | Where: Agency > Prevention > Intervention

Users will find the Prevention Intervention (Data-Entry) search screen by conducting the following steps:

1. On the navigation menu, click Agency (1), then Prevention (2), then Intervention (3).
2. You may click Go to view ALL existing interventions/activities within the PRU, or limit your
search by completing one or more of the following fields:
a. Date: Users may enter a date range using a colon between the dates (“1/1/15:2/1/15").
b. Frequency: Select either One-Time or Recurring.
c. Geo Type: Select the type of service location (County Wide, City/Town, Zip Code,
School).
Service Approach: Select one of the ten available service approaches.
Activity Type: Select one of the Activity Types available.
f. Service Location: Enter the name of the service location (County, City/Town, Zip Code,
School). Users may use a “wild card” search with the use of an asterisk (“*”).

i. To search for Service Locations that begin with a letter or number, enter the
beginning of the text (e.g., “Cort”) and then an asterisk (e.g., “Cort*”). This will
display “Cortland” or any entry that begins with “Cort.”

ii. To search for Service Locations that contain a letter or number, enter an
asterisk (“*”), then any part of the letter or number (e.g., “elementary”), and
end with another asterisk (“*”). For example, *elementary* will display any
Service Location with “elementary” in the field (e.g., “Albany Elementary
School”).

g. Model/Activity Name: Enter the name of the activity or model. Use the “wild card”
technique outlined above to search for any letter or number contained within the field.
3. Click Go.

17131

[ T“ WITNYS QA Diagnostics == Logout

User Prevention, Kory | Location- Prevention Agency 1, PRU 1 4 @ Snapshot

Home Page © Select one or more search parameters to limit your search, then click Go. X

~ Agency

» Agency List Prevention Intervention Search

» Non-5taff Physicians

Facility PRU 1 Geo Type | » Service Location
~ Prevention T
Date Service Approach | » | ModelActivity Name
Frequency | Activity Type
» System Administration )
ear 0

» My Settings

Prevention Intervention List (Export) Add New Intervention

Actions | Model/Activity Name | Date | service Location | Frequency
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4. Once you find the specific Prevention Intervention record, hover over the pencil icon (within the
Actions column), and click Profile. This will allow you to view/edit the existing record.
5. You may use the Clear button to clear the selected search fields and list results.

Logout

wis WITNYS Training

Uiser. Stafl, Prevantion | Location: Prevention Provider 1, Primary PRU. & & Snapshol

Home Page

Pravention Intervention Search

Facility Prirary PRU Geo Type: * Service Location
Date Service Approach | Modeliactivity Name
Frequency Arteaty Type.

Prevention Intervention List  (Export)

» My Settings | : Dam | Servics Location swency
Support Tickel ANWI015 GIFFEN MEMORIAL SCHOOL
2SS 212812015 VEEDER ES Recurnny

9

, I'rogecl Teward Mo Drug Abuse (TND} 22512015 MENANDS SCHOOL Recurnng

’ Incredible Years - Child Dnosaur 22572015 WESTMERE ES Recurnng

’ Health Promofion Event in Albany County 2252015 Albarry One.-Time

7 Life Skills Traming (LST)-M S IS0 WILLIAM § HACKETT MS Recuring

’ Pro Social 252015 WILLIAM 8 HACKETT MS Recurnng

& Cutdoor Adverture Cay (Pos Al Smgle) HIE015 Mew Scotland One-Time

, Problem Gambing Fublic Awareness &1 HH2015 Adbanry One.Time

’f Voorheesville Community Alliance 21192015 Vearheesville One-Time
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Section 4. Add a New Intervention / Service

@ Where: Agency > Prevention > Intervention

Use the Prevention Intervention Search screen to enter NEW interventions/activities. To accomplish
this, click Add New Intervention.

wirs WITNYS Training
User: Schnoor, Kory | Location: Prevention Provider 1, Primary PRU #

Heme Fage Prevention Intervention Search
* Agency .
Facity Primary PRU Goa Type, Sorvice Location

Dt Serach Approach ModalActvity Nesmie

Frequency| Activity Type

= Prevention st (Export) Add New Intervention

System Administration Resource Directory 319201 GIFFEN MEMORIAL SCHOOL One-Time
Progct SUCCESS 27287201 VEEDER E§ Recurming
SUppapexet Projuct Toward No Drug Abuse (TND) 22502015 MENANDS SCHOOL Recurting
Incrudible Years - Child Dinosaus 22502015 WESTMERE ES Rocutring
Health Proemation Evant in Albany Caunty 212502015 Asany Ono-Time

Life Skills Training (LST)-M. § 2252015 WILLIAM 5 HACKETT MS Recurring

Pro Social 22572015 WILLIAM S HACKETT MS Rocurring

saanssaaag

Ouwtdoor Adventure Day (Pos All Singla) 22472015 MNew Scotland One-Tame

The screen below will initially appear:

Agency Priwention Agency 1
Service Appraach v
Gao Type &

ALTNTY Type . Frequency *

$OM Classification .

Faciiey PRI 1

* Systemn Administration Actity M Comments

* My Sedti IO M

oate (] 4
Tolal number of panicgants ]
Genges Ethicity
Male o Hispan o Lating
Femae o NeE Hispan of Lating
unknon o Lanknown o
Age Race
[ o M4 o e o Asian o
&= o 2544 o Black/ African American L] Amencan Indian/ Alaskan Natve o
1214 o 45464 o Htive Haaaany Cier Facinc standes o Moxe than ane race o
17 0 65andover o Race unknown of gther o
130 0 Unkncram o
Actions
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Section 5. One-Time Service Approaches (General)

@ Where: Agency > Prevention > Intervention

To enter Service Approaches with the One-Time Frequency, conduct the following steps:

1. Service Approach: Select the appropriate service approach.

2. Geo Type: Select County Wide, City/Town, Zip Code or School. Based on the Geo Type selected,
complete the location field (County, City/Town, Zip Code, or District/School). (NOTE: all
locations will be filtered by the County of your PRU).

3. Activity Type: Select the appropriate activity type from the list (NOTE: this list is filtered based
on the Service Approach).

4. Frequency: Select One-Time.

I0OM Classification: Select the appropriate IOM classification.

6. Activity Name: Enter an activity name specific to this activity (NOTE: by entering a unique
Activity Name it will allow you to more easily search the activity on the Prevention Intervention
Search List).

7. Comments (optional): Enter any comments which correspond to this activity.

Date: Enter the date of the activity.

9. Total Number of Participants: Enter the total number of participants.

10. Click Save (saves the record and keeps you on the screen) or Finish (saves the record and takes
you to the Prevention Intervention Search/List screen).

b

%

17131

wis WITNYS QA

User: Prevention, Kory |  Location: Prevention Agency 1, PRU 1 &

Home Page Prevention Intervention Profile

~ Agency

Facility PRU 1

Agency Prevention Agency 1

» Agency List Service Approach | Positive Alternatives (Single) | »
» Non-Staff Physicians Geo Type [CityrTown

- Prevention City/Town | Cortland

Activity Type |Community Volunieer Acti.. | = Frequency| One-Time
» System Administration I0M Classification| Universal Indirect ey
» My Settings Activity Name Volunteer Event at Cortland Community Center (2/14/15) Comments:
Date 2/14/2015 ]
y
Total number of participants 40

Administrative Actions
’V Clone

Note: Once the record is saved, the Clone link will appear under the Administrative Actions section. By
clicking Clone, WITNYS will create a new record and will copy much of the information from the current
record. This feature can be used to easily duplicate the activity information on a screen. Note that the

copied fields can be changed in the clone.
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Section 6. Recurring Service Approaches (General)

Where: Agency > Prevention > Intervention

To enter Service Approaches with the Recurring Frequency, conduct the following steps:

1.
2.

10.
11.

12.

Service Approach: Select the appropriate service approach.

Geo Type: Select County Wide, City/Town, Zip Code or School. Based on the Geo Type selected,
complete the location field (County, City/Town, Zip Code, District/School). (NOTE: all locations
will be filtered by the County of your PRU).

Activity Type: Select the appropriate activity type from the list (NOTE: this list is filtered based
on the Service Approach).

Frequency: Select Recurring.

IOM Classification: Select the appropriate IOM classification.

Activity Name: Enter an activity name specific to this activity (NOTE: by entering a unique
Activity Name it will allow you to more easily search the activity on the Prevention Intervention
Search List). For Non-EBP Education this should be your “Non-model” program name.

Group Name: Enter a group name unique to this activity. This will allow you to find it later to
add sessions as they are delivered.

Comments (optional): Enter any comments which correspond to this activity.

Start Date: Enter the start date of the activity.

Total Number of Participants: Enter the total number of participants.

Demographics: Gender, Age, Ethnicity, Race (NOTE: All demographic categories must add up to
the total number of participants.)

Click Save (saves the record and keeps you on the screen) or Finish (saves the record and takes
you to the Prevention Intervention Search/List screen).
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wis WITNYS Training = oot

User: Schnoor, Kory | Location: Prevention Provider 1, Primary PRU. # & Snapshot

Prevenbion Inlervention Profile

Agency Prevention Provider 1
Servca Approach (Non-EBP Education (Noa-... | =
Geo Type School i »
School Distect BERNE-KNOX-WESTERL... | »
Schoot|HELDERAERG CHRISTIA | -

Facility Primsary PRU

Activity Type Parenting/Famity Manage. . | » | Frequency |Recurming '_v‘ T
HOM Classahication Universal Diect ]
am Admimesiration Astivity Name Parenting Eduction Group 1 Commants
ettings Group Name Group 1
Start Date ZHE2015 il -
Support Nickeld
Tatal number of participants. 14
Cender Ethnicity
Male 4 Hispamc or Latino 4
Femals 10 Not Hispanic or Lating 10
[ITr— 0 Unknawn 1]
Ape Raca
02 0 224 4 Whita 10 Asian 0
511 (i} 7584 10 Blisck! Afncan Amencan 4 Amencan Induan Alaskan Natve 0
12-14 o A5G4 1] Hative Hawaiian/ Other Pacific Islander o More than one race 0
1517 0 65and over a Hace unknown of other a
15-20 o Uniknown o
Actions
’V Group Sessions | Ckae

13. Once you click Save, the Group Sessions link will appear under Administrative Actions. This step
will take you to the following screen. Any existing group sessions will appear under the Group
Session List.

14. To add a new group session, click “Add Group Session.”

wITS WITNYS QA Diagnostics — Logout

User, Prevention, Kory | Localion: Prevention Agency 1, FRU 1 # & Spapshol

Sesmon &
Tokal number of parbempants
Comments
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15. Complete the following fields:
a. Total number of participants: This corresponds to the number of participants within
this specific group session.
b. Date: The date of the group session.
c. Comments (optional): Enter any comments which correspond to this group session.
16. Click Save and the record will be added to the Group Session List. (NOTE: You may click Finish
to save the record and return to the profile screen).

l;lll WITNYS QA Diagnostics E

User. Prevention. Kory | Localion Prevention Agency 1, FRU 1 # ® Snapshol

Homa Page

* Agency

mimstraton

Date 021472015

Semsion # 1
Total numbor of parkcipants 50
Comments Comments

You may always access previous group sessions by hovering over the pencil icon and clicking on
Review.

l’;“. WITNYS QA Diagnostcs E

User. Prevention, Kory | Location, Prevention Agency 1, PRU 1 #

& Spapshol

Home Page

» Systom Adminisiration

» My Sellings

Takal nuambor of partcapsants

Comments

17. Click Finish to return to the Prevention Intervention Profile screen.
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Sectlon 7. EBP Education (Model) Strategies

Where: Agency > Prevention > Intervention

To enter an EBP Education (Model) service, conduct the following steps:

1.
2.

10.
11.

12.

Service Approach: Select the EBP Education (Model) service approach.

Geo Type: Select County Wide, City/Town, Zip Code or School. Based on the Geo Type selected,
complete the location field (County, City/Town, Zip Code, District/School). (NOTE: all locations
will be filtered by the County of your PRU).

Activity Type: Select the appropriate activity type from the list (NOTE: this list is filtered based
on the Service Approach).

Frequency: Select Recurring.

IOM Classification: Select the appropriate IOM classification.

Model Name: Select the appropriate EBP Model Name from the drop-down list. Note that the
now list includes the OASAS minimum number of sessions required.

Group Name: Enter a group name unique to this group. This will help you find it later to add
sessions as they are delivered.

Comments (optional): Enter any comments which correspond to this activity.

Start Date: Enter the start date of the activity.

Total Number of Participants: Enter the total number of participants.

Demographics: Gender, Age, Ethnicity, Race (NOTE: All demographic categories must add up to
the total number of participants.)

Click Save (saves the record and keeps you on the screen) or Finish (saves the record and takes
you to the Prevention Intervention Search/List screen).
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wi$ WITNYS QA

User: Prevention, Kory |  Lecation: Prevention Agency 1, PRU 1 &
Home Page Prevention Intervention Profile
~ Agency
Agency Prevention Agency 1 Facility PRU 1
» Agency List Senvice Approach|[EBP Education (Model) 3
» Non-Staff Physicians oo Type | School N
erenion School District|CINCINNATUS CSD v
School | CINCINNATUS HS 3
» System Administration Activity Type|Classroom/Group Education | v quuamy| Recurring ‘ =
» My Settings Model Name | Lions-Quest Skills for Adol. . | »
IOM Classification| Universal Direct [+
Group Name Lions-Quest Skills in Cincinnatus HS - Class 1 Comments:
Start Date 2/14/2015 =
4
Total number of participants 30
Gender Ethnicity
Male 20 Hispanic or Latino 10
Female 10 Not Hispanic or Latino 20
Unknown 0 Unknown 0
Age Race
0-4 0 21-24 0 White 18 Asian a
511 0 25-44 0 Black/ African Amenican 5 American Indian/ Alaskan Native 0
12-14 0 45-64 0 Native Hawaiian/ Other Pacific Islander 0 More than one race 0
1517 30 65and over 0 Race unknown or other’ 5
18-20 0 Unknown 0

Administrative Actions
’7 Group Sessions Clone

13. Once you click Save, the Group Sessions link will appear under Administrative Actions. This step
will take you to the following screen. Any existing group sessions will appear under the Group
Session List.

14. To add a new group session, click “Add Group Session.”

lmu WITNYS QA Diagnostics E Logout
|

User. Prevention, Kory Lecation; Prevention Agency 1, FRU 1 #

aon Profile A Croug Session

Session #
Total rurmber of partiiparts
Commerts
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15. Complete the following fields:
a. Total number of participants: This corresponds to the number of participants within
this specific group session.
b. Date: The date of the group session.
c. Comments (optional): Enter any comments which correspond to this group session.
16. Click Save and the record will be added to the Group Session List. (NOTE: You may click Finish
to save the record and return to the profile screen).

l;lll WITNYS QA Diagnostics E

User. Prevention. Kory | Localion Prevention Agency 1, FRU 1 # ® Snapshol

Homa Page

* Agency

mimstraton

Date 021472015

Semsion # 1
Total numbor of parkcipants 50
Comments Comments

You may always access previous group sessions by hovering over the pencil icon and clicking on
Review.

l’;“. WITNYS QA Diagnostcs E

User. Prevention, Kory | Location, Prevention Agency 1, PRU 1 #

& Spapshol

Home Page

» Systom Adminisiration

» My Sellings

Takal nuambor of partcapsants

Comments

17. Click Finish to return to the Prevention Intervention Profile screen.
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Section 8. EBPS Environmental Strategies

@ | Where: Agency > Prevention > Intervention

To enter an EBPS Environmental Strategy Service Approach, conduct the following steps:

1.
2.

Service Approach: Select EBPS Environmental Strategies.

Geo Type: Select County Wide, City/Town, Zip Code or School. Based on the Geo Type selected,
complete the location field (County, City/Town, Zip Code, or District/School).

(NOTE: all locations will be within the County of your PRU).

Activity Type: Select the appropriate activity type from the list. The list includes all three types
of strategies: Policy/Regulation Improvement, Enforcement and Media Campaigns to improve
social norms. For each Activity type selected you will enter one monthly summary with totals.
Frequency: This is always “One-Time” and will not be editable.

IOM Classification: Select the appropriate IOM classification: Universal Indirect. All the
Environmental activities are categorized as Universal Indirect

Activity Name: Enter an activity name specific to this activity. (NOTE: entering a unique
Activity Name will allow you to more easily search for it later on the Search screen).

Comments (optional): Enter any comments which correspond to this activity.

Specific Fields (Required): Month, Year, # of Events = sum of Policy development meetings,
Media transmissions, Compliance checks, Server Trainings, etc. Total number of participants =
actual participant counts or estimated size of population reached through Media exposures.
Click Save (saves the record and keeps you on the screen) or Finish (saves the record and takes
you to the Prevention Intervention Search/List screen).

17.131

wis WITNYS QA

User: Prevention, Kory |  Location: Prevention Agency 1, PRU 1 &

Home Page Prevention Intervention Profile

~ Agency

: Agency Prevention Agency 1 Facility PRU 1
» Agency List Service Approach'EEPS Environmental Strat. x|
» Non-Staff Physicians Geo Type|CiyTonn 7
~ Prevention City/Town| Harford
Activity Type|Alcohol Outlet Compliance... | » Frequency One-Time
» System Administration |OM Classification| Universal Indirect
» My Settings Activity Name Alcohol Outlet Compliance Check in Harford (January 2015) Comments:
Comments.
4
Month| January 13 Year| 2015
# of Events 5
Total number of participants 40
Admini ive Actions
’V Clone

Note: Once the record is saved, the Clone link will appear under the Administrative Actions section. By
clicking Clone, WITNYS will create a new activity record and will copy much of the information from the
current record. This feature can be used to easily duplicate the activity information on a screen. Note that
the copied fields can be changed in the cloned activity record.
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Section 9. Early Intervention Service Approaches

| Where: Agency > Prevention > Intervention

Note:

For Early Intervention Services, create a new record for each participant and enter demographics.

To enter Early Intervention Service Approaches, conduct the following steps:

10.

11.
12.

Service Approach: Select the Early Intervention service approach.

Geo Type: Select County Wide, City/Town, Zip Code or School. Based on the Geo Type selected,
complete the location field (County, City/Town, Zip Code, District/School). (NOTE: all locations
will be filtered by the County of your PRU).

Activity Type: Select the appropriate activity type from the list. (NOTE: this list is filtered based
on the Service Approach.)

Frequency: Always select Recurring.

IOM Classification: Select the appropriate IOM classification.

Activity Name: Include the individual’s Participant Code in this field. (NOTE: by entering the
Participant Code you will be able to search for that individual on the Prevention Intervention
Search List).

Group Name: This may be the same as the Activity Name.

Comments (optional): Enter any comments which correspond to this activity.

Start Date: Enter the start date of the activity.

Total Number of Participants: Always enter “1”. A new record should be entered for each
individual participant.

Demographics: Gender, Age, Ethnicity, Race of the individual.

Click Save (saves the record and keeps you on the screen) or Finish (saves the record and takes
you to the Prevention Intervention Search/List screen).
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wirs WITNYS Training Logout
User Schnoor, Kery | Lecation: Prevenbion Prawder 1, Other PRU #

Prevention Imtervention Profile

Agency Prevenbon Prowder 1
Serice Approach Eardy Intervention | |
Gea Type | Echaol 5]
School Distict HERNE-KNOX-WES TERL
School [ BERNE-KNOK-WESTERL. . v

Faciity Other PRI

v -
Actiity Type Teen Inferene 0 Froquency Recurmng

10M Classdic aton | Indicated
Actity Name T| 85455 Comments
Group Mame Teen infervens

Siant Date 22772015 () >
Total number of parepants 1
Gondor Ethnicity
Male o Hespan: o Latng )
Famale 1 Mot Higpanie or Lating 1
Unknown (] Unknown 0
Age Race
) i} Fikl) a White a Asian a
511 1] 2544 a DBiack/ Afican American 1 American Indian/ Alaskan Natrve a
12:94 (1} 4554 (] Native Hawaiian! Other Pacific islander 0 Mora than cné race 1}
1547 1 65and over ] Raca unknown of other o
18-20 §  Uni;nown (i
ive Actions

18. Once you click Save, the Group Sessions link will appear under Administrative Actions. This step
will take you to the following screen. Any existing sessions for the individual will appear under
the Group Session List.

19. To add a new session for the individual, click “Add Group Session.”

wITS WITNYS QA Diagnostics = Logout

User, Prevention, Kory | Localion: Prevention Agency 1, FRU 1 # & Spapshol

Haome Page

Total numiser of pabcpunts
Comments
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20. Complete the following fields:
a. Total number of participants: Always enter “1”.
b. Date: The date of the individual’s session.
c. Comments (optional): Enter any comments which correspond to this session.
21. Click Save and the record will be added to the Group Session List. (NOTE: You may click Finish
to save the record and return to the profile screen.)

l;lll WITNYS QA Diagnostics E

User. Prevention. Kory | Localion Prevention Agency 1, FRU 1 # ® Snapshol

Homa Page

* Agency

mimstraton

Date 021472015

Semsion # 1
Total numbor of parkcipants 50
Comments Comments

You may always access previous sessions for the individual by hovering over the pencil icon and
clicking on Review.

l’;“. WITNYS QA Diagnostcs E

User. Prevention, Kory | Location, Prevention Agency 1, PRU 1 #

& Spapshol

Home Page

» Systom Adminisiration

» My Sellings

Takal nuambor of partcapsants

Comments

22. Click Finish to return to the Prevention Intervention Profile screen.
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Section 10. Prevention Counseling / EBP Counseling

| Where: Agency > Prevention > Intervention

Note: For the # of Assessed Participants and Total Number of Counseled Participants, enter ONLY the
number of NEW participants seen in the corresponding month.

To enter a Prevention Counseling or EBP Counseling Service Approach, conduct the following steps:

1.

Service Approach: Select Prevention Counseling or EBP Counseling (EBP Counseling is a
component of the multi-component EBP Project Success).

Geo Type: Select City/Town, Zip Code or School. Based on the Geo Type selected, complete the
Location field (City/Town, Zip Code, District/School). You will use this screen to enter
Prevention Counseling monthly totals for every Location where Prevention Counseling is
delivered. (NOTE: All Locations will be within the County of your PRU).

Frequency: This is always “One-Time” and will not be editable.

I0M Classification: Select the appropriate IOM classification (Selected or Indicated as defined
on page 35 at the end of this manual).

Activity Name: A letter or word(s) is required here. For example by entering “PC” you will be
able to search for all your monthly Prevention Counseling submissions on the Prevention
Intervention Search List.

Comments (optional): Enter any comments which correspond to this activity.

Prevention Counseling — Specific Fields (required): Note: Counts are for the Location specified.

a. Month = Select the Month you are entering here

b. Year (select) = Select the Year you are entering here

c. #of Assessment Sessions = Total # Assessment sessions this month

d. # of Assessed Participants = Total all new participants Assessed this month
e. # of Individual Counseling Sessions = Individual Counseling sessions this month

f. # of Group Counseling Sessions = Group Counseling sessions this month

g. # of Family Counseling Sessions = Family Counseling sessions this month

h. Total Number of Counseled Participants=Total new participants Admitted this month

for Prevention Counseling
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wirs WITNYS Training

User: Schnoer, Kory | Location: Prevention Provider 1, Other PRU.

Home Page Prevention Intervention Profile

~ Agency

Agency Prevention Provider 1 Facility Diher PRU

Servie Approach Prévention Counseling [ |
Geo Type|Sehiool 3
Schoo! Dt VOORHEESVILLEGED. [
Sehool (C.A BOUTON MSHS | =
Frequency Cne-Time
10M Classification| Indicaied [+
Activity Name Prevention Counseling {January 2015) — ' Comments:

Supporl Tckel

Monn‘fm Year;zl]‘lsir

# of Assegament Sesein;w 18

# of Assessed Participants 9

i of Individual Counseling Sessions a

# of Group Counseling Sessions 1

# of Family Counseling Sessions a

9

Total Number of Counseled Participants

r Adiminisirative Actions

8. Click Save (saves the record and keeps you on the screen) or Finish (saves the record and takes
you to the Prevention Intervention Search/List screen).
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Section 11. Administration — Creating Staff Accounts

@ Where: Agency > Staff List > Staff Profile

WITNYS Prevention Directors have the ability to create and manage staff accounts within their agency.
This means setting up new employees, managing their access to facilities and screens through role
assignments, and removing access as needed (e.g., if an employee leaves the agency).

1. Inthe left menu, click Agency, then Staff List to open the Agency Staff Search Screen. (Clicking
Go will display previously entered staff records in the Agency Staff List section.)
2. Click the Add New Agency Staff Record link to open the Staff Profile screen.

E Logout
User Jones, Ashley | Location: Administrative Agency. Administrative Unit #* @ Snapshot
Home Page Agency Staff Search
- Agency ——
= Agency? v User ID
» Agency Lis = —
AQ CY Staff Active Indicater v
GPRA Discharge Due -
First Name Last Name
GPRA Followup Due
Agency Staff List Add New Agency Siaff Record
Staff Profile | " | |
Contact Info Logon Actions lumuame First Name |Aﬂeﬂ Im |Hﬂs§.‘§mlm :#mmmlh_mm

Stafr Assignment

Staff Language
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Staff Profile

3. On the Staff Profile screen, enter the required information including: First Name, Last Name,
Gender, Email, Staff Type, Manager Name, and Start Date.
NOTE: For Staff Type, always select “Agency Staff”
NOTE: Manager Name is required by the system but is not used for any specific purpose by
OASAS -- you may simply select the name of the Prevention Director for the PRU/Facility.

4. When complete, click Save.
5. Then click the Right Arrow button to continue to the Contact Info screen.

User Schnoor, Kory | Location” Prevention Agency 1, PRU 1 &

Staff Profile

Home Page

~ Agency First Name Kory Middle Last Prevention

» Agency List Prof. Credentials Gemer DOB m

GPRA Discharge Due

Taxonomy
GPRA Followup Due
Category .
» Facility List
Sub-Category v
« Staff List
Specialty ‘ » ‘
Contact Info -
Email kory.schnoor@feisystems.com Staff Tva‘Agency Staff | v |
SE RS EITET Social Security Clinical Supervisor v
Staff Language i X
National Provider ID IManager Name v
Staff Qualifications
Title | - ‘ Employment Type‘ | = |
Account Information
Start Date 2/11/2015 ] End Date i) Comments
Staff System Usage
Staft-Plan Profile Dev Plan Dale B PerfRev = 4
» Tx Team Groups Last TB Test Date i
» Non-Staff Physicians Policies & Procedures Manual Reviewed? v Background Check Quicomes Acceptable? v
System Usage Required Background Checks Completed? . Last Performance Appraisal Process Participation? .
» Billin - o
g kory.prevention 2/11/2015 11:33 AM °
» Contract Management
Alerts Configuration
Staff Employment History
» Client List
Start Date End Date Prof. Credentials Updated Da
» System Administration 2/11/2015 2/11/2015
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Staff Contact Info

6. Enter the staff email address.
7. Although not required, address and phone information can be entered.
8. Click Save followed by the right arrow button to be taken to the Staff Assighments screen.

Logout

User Jones, Ashley

Location: Administrative Agency. Administrative Unit #* @ Snapshot

Home Page Contact Info

~ Agency Home Phone # Preferred Method of Contact|
¥ Agency List Work Phone #
GPRA Discharge Due Mobile #
GPRA Followup Due Other Phone #
v Facility List Fax #
w Staff List Emergency(P) #

Staff Profile Emergency (W) #
Email Address jane.doe@feiwits.com

Staff Assignment Addresses Add Address

Staff Language
Staff Qualifications
Account Information

Staff System Usage
Staff-Plan Profile

ot e EIEZOO
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Staff Assignment

9. On the Staff Assignment screen, select a facility from the Facilities Not Approved for box and
click the mover button to move the selected facility to the Facilities Approved for box. This
allows individual staff to access multiple PRU/Facilities.

10. You may also assign a Primary Facility for the staff member, so that when they log into WITS,
they’ll always be brought first to that facility. NOTE: Since most Service Approaches will be
done at the Primary PRU, select that Facility as the “Primary Facility” for each staff.

11. Select the Prevention Domain to assign to the staff member under the Domains box. Click on
the mover button to move the selected domain to the Selected Domains box.

-

wirs
User: Schnoor, Kory | Location: Test Prevention Contractor Agency, Test Facility #
Home Page Staff Assignments for
¥ Agency Facilities Not Approved for: Facilities Approved for
ire s Test Facility
GPRA Followup Due
» Facility List Primary Facilty
¥ Staff List Domains Selected Domains
Substance Abuse Prevention
SelFeils Gambiing
Contact Info SBIRT
Staff Language
Staff Qualifications N
Account Information Actions  Facility Name Program Name Start Date
Staff System Usage
» Tx Team Groups
» Non-Staff Physicians
System Usage
» Confract Management Facility
Alerts Configuration Program
» Prevention Start Date
N End Date
» Group List
Hours/Week
00
» System Administration

12. When complete, click the right arrow button. This will open the Staff Language screen, and
subsequently the Staff Qualification screen. Keep in mind that these two screens are not
required by the system, but may be part of your business process when adding staff.

13. Continue clicking the right arrow button until the User Information screen opens.
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User. Jones. Ashley |  Location: Administrative Agency. Administrative Unit #* @ Snapshot

Home Page Staff Language
~ Agency
» Agency List
GPRA Discharge Due
GPRA Followup Due
» Facility List
w Staff List
Staff Profile Language Fluency

EIEmOO
Staff Assignment

Add | anguage

wirs STANDARD ATR WITS = Logout

User Jones, Ashley | Location: Administrative Agency. Administrative Unit @ Snapshot

Home Page Licenses Add License

~ Agency
» Agency List
GPRA Discharge Due
GPRA Followup Due
» Facility List
~ Siaff List
Staff Profile
Coniact Info

Certifications Add Certification

Staff Assignment
Staff Language

Account Information
Staff System Usage
Staff-Plan Profile
System Usage
» Billing
» Contract Management

Add ree

Alerts Configuration
» Client List
Training Add Training

» System Administration

» My Settings

Reports
Support Ticket
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Account Information

14. On the User Information screen, enter the staff member’s User Login ID and User Email. Please
use the ‘First Initial & Last Name’ format (e.g., ‘ALincoln’ or ‘GWashington’).
15. Next, click the Create Account link to actually create the user’s login.

User: WITS, Administrator, PhD |  Location: 19370_Prevention #

Home Page User Information
~ Agency First Mary Last Tutor
» Agency List Manager Name asdfadf, aaa

Staff Type |Clinical Supenvisor
GPRA Followup Due Title Employment Type

» Facility List
- Staff List
Staff Profile

‘ |Usev Login ID | | User Email: maria ferrante @feisystems.com | |
e — 1 I

Role Descriptions
Contact Info

Staff Assignment
Staif Language
Staff Qualifications

System Access
Staff System Usage Job Function Roles Assigned Job Function Roles
-, - Agency Administrator
» Tx Team Groups i s A
» Non-Staff Physicians Agency Reporting
o Assessments Delete v
System Usage Role Aftributes Assigned Role Aftributes
» Contract Management Admission (Full Access)
- . Admission (Read-Only) ~
Alerts Configuration Agency Events (Full Access) v
Client Access History S s )

» Prevention

Support Tickst Notification Indicator No
Group List Allowed Emergenty Access? Emergency Login 1D
Client List

Actions

[Crﬁﬁtﬁ Account |
My Settings
o

Support Ticket

System Administration

Note: User Login ID

To make sure the User Login ID is created, you MUST click on the Create Account link. When clicked,

the top of the screen will display a message to confirm that User Login ID has been created and an
email is sent to the user with their temporary credentials.

© Login for jane1’ successtully created. x

User Information

First Jane Last Doe
Manager Hame Account, Default Systerr Staff Type Agency Staff
Titie Emplayment Type
[ User Logh ID: jane1 User Emat ashiey jones@feisystems.com ]

The system will automatically send the new staff member an email containing a temporary Login
Password and PIN. The email message will instruct the staff member on how to access the WITS
system and how to change their Password and PIN. Always double check the email address provided

and make sure it is correct; otherwise, the new staff member will not receive the information
necessary to access the system.
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16. Once the staff member’s account has been created, the System Access portion of the screen will
become editable and allow you to set up the staff member’s roles and permissions. The Role
Descriptions section provides information to help identify which roles to assign to this user.

17. Two Job Function Roles are available for WITNYS Prevention:

a. Prevention (Full Access): allows user to create Prevention Intervention activities and
enter activity data

b. Prevention (Read-Only): allows user to only read existing Prevention Intervention
activities

r

-

User Schnoor, Kory | Location Prevention Agency 1, PRU 1 #

Home Page User Information

= Agency

First Koy Last Prevenlion
* Agency List manager Mame Prevention, Kory Staff Type Agency Staff
GPRA Discharge Due Title Empioyment Type
GPRA Followup Dus
User Login ID: kory. prevention User Email: kory schnoori@feisysiems com
» Facility List

- Staff List
Staff Profile
Contact Info

Role Descriptions

Staff Assignment
Staff Language
Staff Qualifications

Job Function Rodes AsSigned Job Function Roles

Siaff System Usage Agency Mdministrator _.n Pravention (Full Access)
taff System Usage Agency Reporting Prevention (Resd-Cnly)
Staff-Plan Profile Assestments Delete v I
. ATR Admanistrator
» Tx Team Groups Roke Atfributes Assigned Rose Altibules
*» Non-Staff Physicians Agency Billing
_‘ : Agency Events (Full Access) ~ “
System Usage Agency Events (Read-only) i ¢
Fulll Access
» Billing Agency Full Access
» Coniract Management &0 . atiod: incicaiior B
Alerts Confiquration Allowed Emergency ACCess? w | Emergency Login ID
» Client List !
¥ System Administration Adminisirative Actions
» My Settings ’V Bemove Account Revet Credentias Disagne Account Expire Credentiais

Note: Reset/Expire Credentials

The Reset Credentials link is used to reset credentials (password and pin) and send an email with
new temporary credentials to the staff email address. The Expire Credentials link only expires the
current credentials so the system forces the user to change password and pin on the next login.
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Section 12. Service Approach Examples — PRIMARY PR

EBP Education (Model)

wis WITNYS Training

User Schnoor. Kory |  Location: Prevention Provider 1, Primary PRU &
Home Page Prevention Intervention Profile
« Agency
Agency Prevention Provider 1 Facility Primary PRU
» Agency List Service Approach |EBP Education (Model) v
» Staff List Geo Type |School v
» Non-Staff Physicians School District|ALBANY CITY SD z

System Usage

School [WILLIAM S. HACKETT MS | =

~ Prevention

Activity Type |Classroom/Group Education |+ Frequenc!u'| Recurring v
Model Name |Life Skills Training (LST) -... |+
System Administration 1OM Classmcanon| Universal Direct v
My Settings Group Name Group 3 Comments:
Start Date 2/25/2015 ] This group is discussing Life Skills Training.
Support Ticket
Total number of participants 23
Gender Ethnicity
Male 10 Hispanic or Latino 5
Female 13 Not Hispanic or Latino 18
Unknown 1} Unknown 0
Age Race
0-4 0 21-24 0 White 10 Asian 3
511 o 25-44 0 Black/ African Amenican 10 American Indian/ Alaskan Native 0
12-14 23 45-64 0 Mative Hawaiian/ Cther Pacific Islander 0 More than one race o
1817 0 65and over 0 Race unknown or other 0
18-20 a Unknown 0
Admini ive Actions

Group Sessions Clone
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Non-EBP Education (Non-Model)

17.

wirs WITNYS Training

User: Schnoor, Kory |  Location: Prevention Provider 1, Primary PRU &

Home Page Prevention Intervention Profile

~ Agency

Agency Prevention Provider 1 Facility Primary PRU

» Agency List
Staff List
Non-Staff Physicians

Service Approach Non-EBP Education (Non-... | =

Geo Type School v
School District BERNE-KNOX-WESTERL... | =
School HELDERBERG CHRISTIA .. | +

System Usage

~ Prevention

Actity Type | Parenting/Family Manage... | Frequency| Recurring v

I0M Classification| Universal Direct v

» System Administration Activity Name Parenting Eduction Group 1 Comments:

» My Settings Group Name Group 1

Start Date 2/16/2015 £ #
Support Ticket
Total number of participants 14
Gender Ethnicity
Male 4 Hispanic or Latino 4
Female 10 Not Hispanic or Latino 10
Unknown 0 Unknown 0
Age Race
0-4 0 21-24 4 White: 10 Asian 0
511 0 25-44 10 Black/ African American 4 American Indian/ Alaskan Native 0
12-14 0 45-684 0 Native Hawailan/ Other Pacific Islander o0 More than one race 0
1517 0 65 andover ] Race unknown or other 0
18-20 0 Unknown 0

’, Administrative Actions

Group Sessions Clone
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Positive Alternatives (Continuing)

wirs WITNYS Training

User: Schnoor, Kory |  Location: Prevention Provider 1. Primary PRU &

Home Page Prevention Intervention Profile
~ Agency
Agency Prevention Provider 1 Facility Primary PRU
» Agency List Service Approach [Positive Alteratives (Conti | +
Sy et Geo Type|ZIP Code .
Non-Staff Physicians Zip Code 12212 .
stem Usage Activity Type |Fitness-Sports Activities . Frequency| Recurring v
= Prevention IOM Classification| Universal Direct v
Activity Name After School Sports (Pos Alt Cont) Comments:
» System Administration Group Name Group A
» My Seffings Start Date 2/18/2015 st 4
Support Ticket Total number of participants 60
Gender Ethnicity
Male 30 Hispanic or Latino 20
Female 30 Not Hispanic or Latino 40
Unknown 0 Unknown o0
Age Race
0-4 0 21-24 ] White 20 Asian 10
511 0 25-44 Q Black/ African American 10 American Indian/ Alaskan Native 0
1214 a0 45-64 0 Native Hawailan/ Other Pacific Islander 0 More than one race 10
1617 30 65andover 1] Race unknown or other 10
18-20 0 Unknown 0

ative Actions

Group Sessions Clone
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Positive Alternatives (Single)

wirs WITNYS Training

User: Schnoor, Kory |  Location: Prevention Provider 1, Primary PRU ¢

Home Page

Prevention Intervention Profile

* Agency

Agency Prevention Provider 1
Service Approach | Positive Alternatives (Single)

Facility Primary PRU

» Agency List
» Staff List

Geo Type |City/Town v
» -S Siciz .
Non-Staff Physicians City/Town | New Scotland .
System Usage Activity Type |Other Pro-Social Activities | Frequency| One-Time x
e
~ Prevention IOM Classification| Universal Direct v
Activity Name Outdoor Adventure Day (Pos Alt Single) Comments:
» System Administration Date 2/24/2015 ]
» My Settings #
Support Ticket Total number of participants 42

istrative Actions
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Information Awareness (Single)

wirs WITNYS Training

User: Schnoor, Kory |  Location: Prevention Provider 1, Primary PRU &

Home Page Prevention Intervention Profile

~ Agency .
Agency Prevention Provider 1 Facility Primary PRU

Service Approach ||nforrnal|un Awareness (Si... | =

» Agency List
» Staff List
» Non-Staff Physicians

Geo Type |Cuunty Wide v
County Albany

em Usage Activity TYPE|HeaIT.h Promotion Event Frequency | One-Time

~ Prevention IOM Classification| Universal Indirect

Activity Name Health Promotion Event in Albany County
» System Administration Date 2/25/2015 [az]

» My Settings

Support Ticket Total number of participants

istrative Actions
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Community Capacity Building (Single)

l;nn WITNYS Training

User: Schnoor, Kory | Location: Prevention Provider 1, Primary PRU &

Home Page Prevention Intervention Profile

= Agency

Agency Prevention Provider 1

Service Approach |Communily Capacity Buildi..

Facility Primary PRU

» Agency List

r S is| .

taff List Geo Type |City/Town 3
» Non-Staff Physicians CityTown Voorheesville -

stem Usage . ; - .

ystem Usage Activity Type |Community Coalition Buildi_.. | + Frequency One-Time .

e
~ Prevention IOM Classification| Universal Indirect v

Activity Name Voorheesville Community Alliance Comments:

System Administration Date 211912015 ) Strong community support.
My Settings 4
Support Ticket Total number of participants 150

ative Actions
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EBPS Environmental Strategies

17.14.0

wirs WITNYS Training

User Schnoor. Kory |  Location: Prevention Provider 1, Primary PRU

Home Page Prevention Intervention Profile

~ Agency

Agency Prevention Provider 1
Service Approach | EBPS Environmental Strat. ..

Facility Primary PRU

» Agency List
» Staff List
» Non-Stafi Physicians

Geo Type | County Wide
County Albany

System Usage Activity TVPE|Media Advocacy Campaign |« Frequency One-Time

~ Prevention |OM Classification| Universal Indirect

Activity Name Newspaper Ad Campaign (January 2015) - Heroin Campaign Comments:
System Administration Heroin Campaign
My Settings. P
Support Ticket Momh Year|2015 .
# of Events. 1
Total number of participants 10000

ative Actions
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Section 13. Service Approach Examples — Other PRU

Prevention Counseling
17.14.0
wirs WITNYS Training

User: Schnoor, Kory |  Location: Prevention Provider 1, Other PRU &

Home Page Prevention Intervention Profile

~ Agency i
Agency Prevention Provider 1 Facility Other PRU

» Agency List
» Staff List

Service Approach |Prevention Counseling

o Geo Type|School v
» Non-Staff Physicians Schoal DistrictVOORHEESVILLE CSD .
System Usage School[C.A. BOUTON MSHS .
~ Prevention Frequency One-Time
1OM Classification | Indic ated -
System Administration Activity Name Prevention Counseling (January 2015) Comments:

My Settings

Support Ticket

Month January || Year[2015 [+

#of Sessions 10

# of Assessed Pariicipants

# of Individual Counseling Sessions

# of Group Counseling Sessions

# of Family Counseling Sessions

N|O|O|w |0

Total Number of Counseled Participants

Administrative Actions
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EBP Counseling

wir WITNYS Training

User: Staff, Prevention | Location: Prevention Provider 1, Other PRU &

Home Page

Prevention Intervention Profile

* Agency

Facilty Other PRU

Agency Pravention Provider 1
» Agency List

Senace Approach | EBP Counseling | >
¢ Non-Staff Physicians Gen Type Sehoal =
 Prevention School District COHOES CITY SO | v
School|COHOES HS [+
em Administration Frequency Ona-Time
» My Settings 1OM Classdication :Iﬁdwmd v
- : Activity Name Project Succoss Counseling (EBP) January 2015 Comments
Support Ticket
4
Month| January [ Year 2015 »

¥ of Assessment Sessions
# of Assecced Participants
# of Individual Counseling Sessions
# of Group Counsaling Sessions
# of Family Counseling Sessions
Todal Number of Counseled Participants

o - el oo
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Early Intervention

-

wirs WITNYS Training

User Schnoor, Kory |  Location Prevention Provider 1, Other PRU &

Home Page

Prevention Intervention Profile

* Agency

Agency Prevention Provider 1 Facility Other PRU

Agency List
Staff List

Service Approach | Early Intervention

Geo Type | ZIP Code v
Non-Staif Physicians 7ip Code[12023 :
System Usage Activity Type [Teen Intervene . Frequency| Recurring \
~ Prevention IOM Classification|Indicated v
Activity Name Tl 89458 Comments:
System Administration Group Name Teen Intervene
My Seftings Start Date 2/27/2015 £ P
Support Ticket Total number of pariicipants 1
Gender Ethnicity
Male 0 Hispanic or Latino 0
Female 1 Not Hispanic or Latino 1
Unknown 0 Unknown )
Age Race
0-4 0 2124 0 White 0 Asian 0
511 0 25-44 0 Black/ African American 1 American Indian/ Alaskan Native 0
12-14 0 4564 0 Mative Hawaiian/ Other Pacific Islander 0 More than one race 0
1517 1  65andover 0 Race unknown or other )
18-20 0 Unknown 0

Py

trative Actions

Group Sessions Clone
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Section 14. Institute of Medicine (IOM) Population-Based Categories

SAMHSA - IOM (Institute of Medicine) Population-based Activity Categories

The National Institute of Medicine (IOM) categorizes prevention populations into three classifications,
and SAMHSA has added a further distinction within Universal: “Direct and Indirect" as defined below.
All Prevention activities must be categorized into one of these four population categories in WITNYS.

1.

Universal-Direct — These activities are designed for the general public or for demographic sub-
populations such as youth without selecting those with higher levels of risk factors or problem
behaviors. A "Direct" activity is one where the prevention professional delivers the activity "in-
person" directly to the participants. An example of a Universal-Direct activity is the delivery of
an evidence-based educational program to all students in the eighth grade at a middle school.

Universal-Indirect — These activities are designed for the general public or for demographic sub-
populations such as youth without selecting those with higher levels of risk factors or problems
behaviors. An "Indirect" activity is one where the prevention professional delivers the activity
using the media, by building community capacity, or by targeting the environmental conditions
that increase substance abuse rather than targeting the participants directly. Examples of
Universal-Indirect activities are informational posters or newspaper articles, substance abuse
awareness training for health care staff, or retail alcohol outlet compliance checks to reduce
alcohol availability.

Selective — Selective prevention programs target specific sub-populations that are at higher risk
for substance use due to their membership in that sub-population. Some examples are:
children of substance abusers, school dropouts, and children who reside in communities with
higher risk factors for substance abuse. The selective prevention program is delivered to
everyone in the high risk sub-population. An individual's personal risk level or behavior is not
assessed and selection is based solely on membership in the higher risk subgroup.

Indicated — Indicated prevention programs are designed to prevent the onset of substance
abuse in individuals who do not meet DSM-V criteria for a substance disorder, but who are
showing higher risk behaviors and the consumption of alcohol and other gateway drugs. The
mission of indicated prevention is to identify individuals who are exhibiting early signs of
substance abuse and other problem behaviors associated with substance abuse and to target
their individual risk factors and early use behaviors. Examples of services for Indicated sub-
populations include Early Interventions such as Teen Intervene and Prevention Counseling.
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