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1 Introduction 
This user guide is for the Wisconsin (WI) Department of Health Services (DHS) Include, Respect, I Self-
Direct (IRIS) Technology System (WISITS) and is used to track the Participants of the IRIS program. 
This guide provides detailed information about the Entellitrak COTS (commercial off-the-shelf) software 
product that has been configured specially to meet the data tracking and business processes for the IRIS 
program and its Participants.  
 

1.1 About Entellitrak 
The Entellitrak application is a flexible data tracking and management platform that provides the ability to 
continuously update the system’s configuration to model evolving workflow and business processes. This 
approach is designed to give everyone in the organization the ability to accurately capture, track, and 
report on the data that drives operations forward. 
Entellitrak provides these key technology features: 
 Browser-based access, requiring no software to be installed on the user’s desktop or mobile 

device. 
 Intuitive point-and-click configuration. 
 Continuously re-configurable to accommodate evolving needs. 
 Ability to attach, store, and search documents. 
 Role-based security and access model 
 Platform-independent architecture (including Windows and UNIX) 
 Broad database compatibility, including Oracle and MS SQL Server 
 Single Sign-On and multiple authentication support 
 Low system maintenance requirements 

 

1.1.1 Browsers 
The Entellitrak application is available using the following platforms: 
Desktop:  
 Microsoft EDGE  
 Google Chrome 
 Mozilla Firefox 

Warning: Accessing the system from a mobile phone Safari browser is not recommended due to security risks and 
instability issues with system records and processes. 

Note: Please note that the Internet Explorer (IE) 11 desktop application ended support for certain operating 
systems on June 15, 2022. Customers are encouraged to move to Microsoft Edge with IE mode. 
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1.2 About This Guide 
This guide discusses how to: 
 Log into and out of Entellitrak 
 Using roles in Entellitrak 
 View and modify the Entellitrak Home screen and Tracking Inbox 
 Navigate the Entellitrak system. 
 Create WISITS Participant and other records. 
 Create Work Requests and Reminders 
 Perform Standard searches of WISITS records. 
 Create and share Saved Advanced Searches 
 Run reports. 
 Use the help module. 
 Custom Administrator records management 

 
Figures are used to illustrate the system within the guide’s sections describing system features and 
functionality. Some screens within the system are long and require scrolling to view all the data fields. 
For illustration purposes, some figures will be cropped with a “tear” type of mark to indicate it is only a 
partial view of the screen. This tear mark may appear on the top/middle/bottom of a figure to show if data 
is below/above the section in the figure. 

 
Figure 1-1 Figure Tear Mark 
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1.3 Documentation Roadmap 
Table 1-1 : Documentation Roadmap describes the available Entellitrak documentation. 
 

Document Title Audience Covers 
WISITS User Guide (this 
document) 

End users of the WISITS.  Basic instructions for using 
WISITS. 

WISITS Requirement 
Specification Guide 

Technical end users of the 
WISITS. 

Specifications used to create the 
WISITS. 

Entellitrak Application 
Configuration Guide  

custom site 
developers/application engineers 
system administrators 
installers 
Entellitrak administrators 

Detailed guidance for advanced 
configuration of an Entellitrak 
application. 

Entellitrak Administrator Guide Entellitrak administrators 
installers 
system administrators 
custom site 
developers/application engineers 
Entellitrak super users 

How to configure and administer 
Entellitrak sites, including data 
and users. 

Table 1-1: Documentation Roadmap 
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2 Getting Started 
This guide provides information about how to use Entellitrak to enter, store, view, and report on data 
entered into the system. Additional documentation for system administrators and application developers 
is available that covers installing, configuring, and using advanced features of Entellitrak (see 1.3 
Documentation Roadmap). For questions not covered in this guide, contact your system administrator. 
This chapter provides an overview of how to use Entellitrak. It covers the following topics: 
 Logging into the system 
 Changing a password 
 Logging out of the system 
 Home screen and Tracking Inbox 
 Navigation tabs and navigating the system. 

Note: When using the system, it is important that the pop-up blocker be turned off. Some key features such as 
search results or reports may be configured to be displayed as a new pop-up window. 

 

2.1 Logging into WISITS  
To log into the system, you must first be assigned a username and password by the system 
administrator. After opening a supported browser and entering the provided URL in the address field, 
users with a valid username and password should follow the login instructions below.  

1. Enter your username and press the tab key. 
2. Enter your password. 

Note: When logging into the system, the password is displayed in bullets for security purposes. The username and 
password are case sensitive.  

3. Press the enter key or click Sign On. 
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Figure 2-1: WISITS Login Screen  

Note: First time users will be prompted to reset their password. Follow the prompt messages to reset the password 
using the following criteria:  

 
After successfully logging into the Entellitrak system, the Home screen is displayed, along with the 
Navigation Tabs that are available to your role. See section 2.4 Changing Roles for more about roles. 
For more information on the Home screen, see section 2.5 Home in this guide. 

 
Figure 2-2: Home Screen 

1. Must be at least 8 characters long. 
2. Must contain a combination of upper- and lower-case letters, numbers, and special characters. 
3. Must be different from the last 10 passwords. 
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2.1.1 Unsuccessful Logins 
Unsuccessful logins generate an error message. The Invalid Username or Password message, shown in 
Figure 2-3, is displayed when either the username or password is incorrect. 

 
Figure 2-3: Invalid Username or Password Message 
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2.1.2 Invalid Token Message 
If a browser window was left unattended for an extended amount of time and the user attempts to log into 
the system, an Invalid Token error message may be received. This is a built-in security measure by the 
system. The user must close the window and open a new browser window. If the message is still 
received, clear the browser history, and open a new browser window.  

 
Figure 2-4: Invalid Token Message 
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2.2 Locked User Accounts 
The system allows three login attempts with an incorrect username or password. If all three attempts are 
unsuccessful, the account is locked, and the Account Locked message is displayed. A system 
administrator must be contacted to unlock the account or use the password reset option. 

 
Figure 2-5: Login Screen with “Account is Locked or Inactive” Message 

 

2.2.1 Reset Default or Expired Passwords 
When a new user first logs into the system, they will be prompted to immediately update the default 
password provided by the administrator.  

1. If a new user, enter the username and password provided by the administrator. 
Or, if the password has expired, continue with these same steps.  

2. When prompted, enter, and confirm the new password. 
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Figure 2-6: Reset Default or Expired Password  

3. Click Change Password. The user is logged into the system and their home dashboard displays. 
 

2.2.2 Reset Password Link 
If locked out of your account, the Reset Password link can be used to enter a new password for access 
to the system. 

Note: To use the Reset Password feature, your system account must include your email address. 

1. Click the Reset Password link. 

 
Figure 2-7: Reset Password Link 

2. Enter your username and click Submit. The system sends an email containing a reset code 
needed to reset your password. 
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Figure 2-8: Password Reset - Enter Username 

3. After receiving the email and code, click the link to navigate to the password reset completion 
screen. 

4. Click Enter Code. 

 
              Figure 2-9: Password Reset - Enter Reset Code 

5. Enter Username, Reset Code, New Password and Confirm New Password. 
 



  
 

WISITS User Guide Page 11 

 
Figure 2-10: Reset Password 

6. Click Reset Password. 

 
Figure 2-11: Login with new Password 

7. Enter the username and new password to enter the system. 
 

2.2.3 Unlock Account Link 
If locked out of your account, the Unlock Account link can be used for access to the system. 

Note: To use the Unlock Account feature, your system account must include your email address. 

1. Click the Unlock Account link. 
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Figure 2-12: Unlock Account Link 

2. Enter your username and email address associated to your username and click Send.  

 
Figure 2-13: Unlock Account - Enter Account Name and Email Address 

3. The system displays the message in Figure 2-14.  

 
              Figure 2-14: Unlock Account – Message for email 

4. The system sends an email to the user with a link and token to unlock their account as indicated 
in Figure 2-15 

 



  
 

WISITS User Guide Page 13 

 
Figure 2-15: Unlock Account – Email example. 

5. Click here link. 

 
Figure 2-16: Login with new Password 

6. Enter the username in the Account Name field and the token emailed in the Verification Token 
field. If successful, the system will display the message in Figure 2-17. 

 
Figure 2-17: Unlock Account – Successful message. 

 
7. The user may now log into the system as normal and change their password. 
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2.3 Logging Out of System 
Log out of the system by clicking the Sign Out link that appears in the system menu above the 
navigation tabs. 

  
Figure 2-18: Home Screen with Sign Out Link in System Menu 

Note: The number of Entellitrak licenses is based on concurrent usage by system users. If the number of users 
trying to login exceeds the number of licenses, the system will not allow users to log in until a current user 
has exited the system. If a user closes their browser without clicking the Sign Out link, their session will not end 
until their account times out due to inactivity. As a best practice, always sign out to make licenses available to 
other users. 
 

2.4 Changing Roles 
The Entellitrak system controls user access to system functionality and data through the use of system 
roles. Roles in the application are utilized by the system administrators when setting up users so they 
have specific privileges and access rights to features in the system that they will need to perform their 
assigned tasks. 
System roles are created by the system administrator. The system administrator also sets permissions to 
system functions and data for each role. If your account has more than one role in the Entellitrak system, 
you will be able to access the Change Role link in the upper left corner of your screen in the system 
menu.  

Note: If you are unable to access data objects that are a part of your tasks, contact your system administrator 
since your permissions to tracked data objects may not be set up correctly 

To change your role: 
1. Move the cursor over the Change Role link. All roles assigned to your account are displayed.  

 
Figure 2-19: Roles Assigned to a User Account 
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2. Click the needed role. Your role is then changed, and the system functions and data permissions 
are modified accordingly. For example, in the figure below, the role has been changed to 
Administrator, and the additional tabs available to the administrator role are displayed.  

3. The system tracks both the user’s system default role and the role the user utilized when creating 
a specific record. The User’s “assignment” for newly created records will be associated with the 
Role utilized when creating the record. The user may continue to see the record in their assigned 
Participant records the next time they log into the system in a different role but when the user 
opens the record, the assignment for that record is still the same as the Role used to create the 
record. 
 

 
Figure 2-20: Administrator Role View, Showing Additional Tabs 

Tip: You can see the role that is currently being used by looking at the top right of the screen next to the 
account name.  

 

2.5 Home Dashboard 
The system provides several features to help you quickly and easily navigate the system. 
When you first log into the system, the Home screen displays; which lists up to the first ten records that 
are assigned to you (or you via your assigned group). A record is assigned to you if you created the 
record, or if it was assigned to you by another user or automatically by the system. Depending on your 
role and preferences, you may also see a My Reports section that displays quick links for any saved 
reports. 

Note:  Tracking Inbox items will differ depending on role. 
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Figure 2-21: Home Screen 

Note:  Dashboard Searching includes Provider Search, Participant Search, and an Authorization number Search. 
Authorization number is found, the user will be navigated to it in a new window. The Participant MCI ID 
number is recommended for the quickest and most accurate search results. The various fields are shown in Figure 
2-22 

 

 
Figure 2-22: Dashboard Searching 
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2.5.1 Navigating Tabs 
The Navigation Bar at the top of the table, as shown in Figure 2-21, allows you to navigate to the 
Tracking Inbox as well as other functions in the system. The tabs in the Navigation Bar provide the 
system functions to which you have access. The role in the example below has access to Home, 
Tracking Inbox, Search, and Reporting. 

 
Figure 2-23: Navigation Bar 

The navigation bar tabs displayed when you log in are determined by your role and by the system 
permissions assigned to that role.  
For example, the Administrator role in the example below can access the navigation bar tabs shown in 
Figure 2-24. 

 
Figure 2-24: Navigation Bar Tabs for Administrator Role 

 
By contrast, the Intake Referral Specialist role in the example system can access the following navigation 
bar tabs: 

 
Figure 2-25: Navigation Bar Tabs for Intake Referral Specialist Role 

More information for each of the navigation tabs follow within this user guide. 
 

2.5.2 Tracking Inbox 
The Tracking Inbox is a repository for all base tracked records accessible to an assigned user. The 
tracking inbox links to base tracked objects, also known as a record. Records within the system include 
data fields relevant to that particular record. 
A base tracked record is a main record that will usually have multiple child (or sub) tracked objects, or 
records, linked to it. The child tracked records will display when the base tracked record is saved. For 
example, when a new Participant base tracked record is saved, tabs for child tracked records for the 
Participant will display for the user to create multiple records for the Participant’s addresses, phone 
numbers, contacts, etc.  
In some cases, a user's role may have access restrictions to some or all these records as well, 
depending on their need-to-know basis. For example, some roles may have a read-only access to the 
data while other roles may have access to edit the record's data. 
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There are two ways to view the base tracked records within the Tracking Inbox. The user can click on the 
Tracking Inbox tab to view all base tracked records in a tab view. All current records created by the user 
will be listed on the base tracked object listing. 

 
Figure 2-26 Tracking Inbox Tabs 

The user can also hover over the Tracking Inbox tab and the role-accessible base tracked objects will 
display in a menu. 

 
Figure 2-27 Tracking Inbox Hover 

 

2.5.2.1 Tracking Inbox Navigation and Display 
The controls in the Tracking Inbox listing screen provides the user with the ability to control the 
information displayed within the screen. The controls are described below. 
 

 
Figure 2-28 Tracking Inbox Navigation Controls 

  - New: Enables the user to create a new base tracked record from the listing screen. 

  - Page Controls: Used to navigate multiple pages of records. Use |< or >| 
to navigate to the beginning or end of the record listing and < or > to navigate back or forward a 
page per click. 

  - Listing Display Controls: Users to manually enter the quantity of records per 
page that they want to view in the Tracking Inbox screen. In the entry field, enter the quantity of 
records to display per screen and click the Refresh button. 
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  - Print: Used to print the records listed. (Note: Follow your screen prompts to complete the 
print process.) 

  - CSV Export: Used to export the list of records into an Excel spreadsheet. 

  - Display: Indicates the page number and number of records displayed on the listing 
screen. 

  - Filter Records: Used to filter records assigned to the specific user and/or by 
user’s assigned groups or all assignments for the user (default). 

The Tracking Inbox allows you to sort your records in ascending or descending order by clicking any 
column header. This is helpful if you have more than ten records assigned to you. For example, it may be 
useful for you to view your Work Requests sorted by Due Date, as shown in Figure 2-29. 

  
Figure 2-29 Tracking Inbox Screen - Work Requests Sorted by Due Date 

 

2.6 Navigating Within a Record: Tabs and Sub-Tabs 
When you click on a record, another navigation menu of tabs is provided. These tabs allow you to 
navigate to other parts of the record and enter new information or update existing information.  
The Entellitrak system is set up hierarchically with tabs and sub-tabs that provide a visual representation 
of the relationship between objects in the system. In addition, some objects are not available until other 
data has been entered and saved.  
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Figure 2-30 New Participant Contact Screen 

For example, the Participants Contact tab, as shown in Figure 2-25, is a Participant child tracked base-
tracked sub-object. (Note: Sub-objects are accessed using the tabs in the left navigation menu.) When a 
Contact record is added to the Participant record the Contact’s child tracked sub-object tabs display. This 
is an example of how a base tracked record can have child tracked records sub-levels below the first 
level child tracked records.  

 
Figure 2-31 New Participant Contact Screen 

When you click the Contacts Address > New, the Contacts Address screen is displayed.  
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Figure 2-32 Contacts Address Tab 

The Entellitrak system offers a one-to-many association so that users can create multiple records for a 
tracked object, where needed.  
A Participant base record can have multiple Contact records added for the Participant. Each of those 
Contact records can have multiple Contact addresses added. This is referred to as a one-to-many 
relationship between records. 
After creating a new record, use the breadcrumb trail at the top of the screen to return to the previous 
screen. (See the next section 2.7 using the Breadcrumb Trail, for more information.) 
 

2.7 Using the Breadcrumb Trail 
The Breadcrumb Trail is located directly under the navigation bar (see Figure 2-32: Breadcrumb Trail). 
The breadcrumb trail is a path of links—separated by right arrows—that display a visual cue to depict 
where you are in the system. The system allows you to return to a previous screen by clicking on any of 
these links. 

 
Figure 2-33 Breadcrumb Trail 

In the example figure above, the Breadcrumb trail indicates the user is looking at an Address Record for 
a Participant. To see all addresses for the Participant, the user would click on Participant Address Listing 
and the following would display.  
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Figure 2-34 Breadcrumb Trail Navigation to Listing 

If the user clicks Participant, the main Participant record displays. 

 
Figure 2-35 Breadcrumb Trail Navigation to Main Participant Record 

From this screen, the user can continue adding data to the Participant’s main record or can click on 
Tracking Inbox to see their other assigned records or click on Home to return to their home dashboard. 

Note: Use the breadcrumb trail when navigating in the Entellitrak system. For security purposes, the system does 
not allow your browser to cache information, and as a result your browser’s Back and Forward buttons cannot 
be used for navigation. 

 

2.8 Menus, Fields, and Options 
The WISITS system contains configurable menus, fields, and options to assist in the business process 
implementation and to ensure data entry integrity. For example, a supervisor may be able to view and 
edit data fields that an intake user will only see as read-only data. These fields are configured by your 
system administrator and may differ depending on your system role.  

Note: If you are having issues accessing parts of the system, contact your system administrator for help. 
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2.8.1 Required Fields 
In Entellitrak, business required fields are designated with a red-circled ( ) icon to the right of the data 
field. If a required field is not completed, the system will display an error message (as shown in Figure 
2-35: Required Field Icon) when the user clicks Save. 

 
Figure 2-36 Required Field Icon 

 

2.8.1.1 Workflow Messages 
When a user clicks Save and a required field’s data is missing, the system will display a workflow 
message at the top of the screen. The workflow messages are hyperlinks for each field missing required 
data.  

 
Figure 2-37 Workflow Messages 

When the cursor is moved over a workflow message, it changes from black to red font and the hyperlink 
URL displays at the bottom of the screen. When the link is clicked, the user’s cursor is moved to the data 
field missing the required data. 
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Figure 2-38 Workflow Message Link Moves Cursor 

 

2.8.2 Text Data Fields 
There are various types of text data fields in the WISITS application. The short text data field is usually 
used for data less than 250 characters, such as, the Name data field. 

 
Figure 2-39 Short Text Data Field 

 

Note: The Text data field is also used for numbers. The field can be setup to accept only alpha characters, only 
numeric characters, or both. Special formats can also be setup, for example, SSN fields will only accept 9 numeric 
characters. 

If the user needs to include comments, notes, etc. and require more space for longer text content, the 
long text data field is provided. As the user types the message, they will be able to scroll up and down 
the text field to review and edit the content.  

 
Figure 2-40 Long Text Data Field 

Note: It is recommended that any large amounts of text over 500 characters should be created in a separate Word 
document and uploaded to a record using the Documents tracked object. Typing within a text field for extended 
periods of time can be viewed by the system as idle and the user’s access can time-out.  
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2.8.3 Drop-Down Lists 
Some drop-down lists or displayed data fields may be dependent on a selection made from a previous 
drop-down list. This configuration allows large lists to be broken down into more manageable categories 
or filters additional data needed to capture depending on the value selected. 

 
Figure 2-41 Drop-Down Lists 

If a set of drop-down lists has dependencies, the second drop-down list is not populated until a selection 
is made from the first drop-down list. 

 
Figure 2-42 Drop-Down Value Displays Additional Data Fields 

A selection in the first drop-down list triggers the second drop-down menu to be populated and allows a 
selection to be made (see Figure 2-42: Drop-Down List Selection). 

 
Figure 2-43 Drop-Down List Selection Filters Next Drop-Down List 
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2.8.4 Browse – Add Attachment 
Several screens within the system use the Browse data element to upload a file to the record.  

 
Figure 2-44 Browse - Add Attachment 

 
When Browse is clicked, the Choose File to upload window displays for the user to navigate the local 
drive to find the file for upload. 

 
Figure 2-45 Choose File to Upload Window 

 
Select the file and click Open. The file name populates the File Name field. Complete the required and 
optional data elements and click Save. The file is uploaded to the system when the record is saved. 



  
 

WISITS User Guide Page 27 

 
Figure 2-46 Listing with Uploaded Files 

 
Listings of records with uploaded files will display a paperclip next to the file name. To view the 
attachment, click on the file name (turns red). 

 
Figure 2-47 Open Uploaded File 

To open the record with the attachment, click on the row (highlighted).  

 
Figure 2-48 Saved Record with File Attachment 
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Once a record with an uploaded file is saved, the user (with permissions) can click the [Replace] link to 
open remove the original file and access the Browse feature to navigate to a new file to upload.  

 
Figure 2-49 Replace Original Uploaded File 

Click Cancel to keep the original file upload. 

Note: Only users with Update permissions to the tracked object can replace an uploaded file. 

The types of files that can be uploaded to the system are: 

 PDF  Open xml formats-office document spreadsheetml.sheet 
 RTF  Open xml formats-office document spreadsheetml.template 
 BMP image  Open xml formats-office document.presentationml.presentation 
 JPEG image  Open xml formats-office document presentationml.slideshow 
 PICT image   Open xml formats-office document presentationml.template 
 PNG image  Open xml formats-office document wordprocessingml.document 
 TIFF image  Open xml formats-office document wordprocessingml.template 
 x-portable-bitmap image  Microsoft Excel Add in macroEnabled.12 
 CSV text  Microsoft Excel sheet macroEnabled.12 
 HTML text  Microsoft Excel template macroEnabled.12 
 XML  Microsoft Powerpoint 
 Microsoft Word  Microsoft PowerPoint Add in macroEnabled.12 
 Microsoft Excel  Microsoft PowerPoint presentation macroEnabled.12 
 Oasis open document chart  Microsoft PowerPoint slideshow macroEnabled.12 
 Oasis open document database  Microsoft Word document macroEnabled.12 
 Oasis open document formula  Microsoft Word template macroEnabled.12 
 Oasis open document.text  Oasis open document.graphics-template 
 Oasis open document.text-master  Oasis open document.presentation 
 Oasis open document.text-master  Oasis open document.presentation-template 
 Oasis open document.image  Oasis open document.spreadsheet 
 Oasis open document.text-web  Oasis open document.spreadsheet-template 
 Open office org.extension  
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2.8.5 Spell Check 
The spell check function is a configurable option and can be available in screen containing text fields, as 
shown in Figure 2-49: Spell Check Button.  

 
Figure 2-50 Spell Check Button 

Clicking Spell Check opens a Spell Check window (see Figure 2-50: Spell Check Dictionary), allowing 
you to review and correct spelling mistakes in any text fields on that screen. The administrator can add 
custom words to the dictionary. 

 
Figure 2-51 Spell Check Dictionary 

 

2.9 Printer-Friendly Format 
The system will display browser windows in a printer-friendly format. Clicking the Printer Friendly 
Format icon (as shown in Figure 2-51) located at the top of the screen displays the information in a 
printable format and opens a separate Print window.  

 
Figure 2-52 Printer Friendly Format Icon 

After printing, close the separate window to return to the Entellitrak system. 
 

2.10 Calendar 
Date fields in Entellitrak are accompanied by a calendar icon, as shown in Figure 2-. 

 
Figure 2-53 Date Field with Calendar Icon 
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The user can manually enter the date and/or time in the displayed format or click on the calendar icon to 
open the calendar feature. Clicking the icon opens a separate calendar window that allows you to select 
the appropriate date, as shown in Figure 2-53.  

  
Figure 2-54 Calendar Window with Year Menu 

 
The following icons are used to navigate the Calendar: 

1. Click for help with the calendar. 
2. Displays the selected date. 
3. Click to close the calendar. 
4. Click to navigate to a previous year. 
5. Click to navigate to a previous month. 
6. Click to return to the current date. 
7. Click to navigate to the next month. 
8. Click to navigate to the next year. 
9. Displays the week's number within the year selected. 
10. Displays the month in grid design with days of week above column. User clicks on a day to select 

that day of the week. The default date is the current date. Note: Weekends (non-business days) 
are shown in red. 

11. Provides instructions as cursor hovers over sections of the calendar. If the cursor is moved over 
this darker grey bar, the instructions change to “Drag to Move.”  Clicking on this bar enables the 
user to move the Calendar pop-up if it is blocking text on the screen. 
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Figure 2-55 Drag to Move Calendar Pop-up 

Note 1: The Drag to Move feature only functions in Chrome and Firefox browsers. The feature is unavailable in the 
IE browser. 

Note 2: Once added, the user can manually adjust the values added to the date field. 

Clicking and holding the cursor over the previous/forward year and month buttons will display menus for 
easier selection of data.  

 
Figure 2-56 Calendar Previous and Next Menu Options 

 

Warning: It is recommended to enter the date/time data in the following order: 

1. Select Time (if needed) 

2. Select Month/Year 

3. Select Day 

Once the Day is selected, the system enters the data into the Date/Time data field. If Time and Month/Year are not 
selected first, then the user will have to edit the data manually or click the Calendar icon to correct the time data.  

Select the date on the calendar by clicking it. To select a different month or year, click the arrow buttons. 
Clicking and holding these buttons displays a menu, as shown in Figure 2-55. Click Today to return to 
the default date. You can also enter the date manually, following the mm/dd/yyyy format. 
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2.11 Listings 
Many of the systems records have a many-to-one relationship with sub-records created with the main 
record. For example, a Participant can have multiple Contact records associated to the participant. When 
multiple records are added, they are displayed in a Listing format.  

 
Figure 2-57 Example of Listing 

 
The Listing table displays a list of the multiple sub-records associated to the main records. Users have 
the ability to: 
 Click New to create a new record. 
 Click Print to print the listing. 
 Click CSV to export the listing to an Excel spreadsheet. 

 
Figure 2-58 Export to Excel Spreadsheet 

 Click the up/down arrows next to column headers to sort the records.  

Note: Click once for ascending order, click a second time for descending order. 
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2.12 Managing Records 
When entering data in WISITS, the basic process consists of opening a new screen with blank fields, 
entering both required and optional information on that screen, and clicking Save. Save will always be 
available at the bottom of each screen unless your system privileges are “read-only” for items in the 
system. In some instances, WISITS will not allow partially completed forms. When required fields are not 
all addressed on a page the Save button will not populate. Once those required fields are filled the user 
may progress. 
 

2.12.1 Creating New Records 
Several main records within this system are considered a base-tracked object (BTO); example, 
Participant, Provider, Contacts, etc. The main records available to a user based on their role are found in 
their Tracked Inbox.  

 
Figure 2-59 Hover over Tracking Inbox 

The main records can be created either by hovering over the Tracked Inbox or clicking on the Tracked 
Inbox screen, click on the main record tab and select New. 

 
Figure 2-60 Click New for New Main Record 

After the main record is created, sub-records (child-tracked object) may be added to it. In some cases, 
users will be required to perform a search of the main records before creating a new record (example: 
Participant) to prevent duplication of records for the same data in the system.  
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2.12.2 Edit Existing Records 
Once a record has been saved to the system, a user with role permissions can update the record as 
needed. 

1. To edit an existing record, perform a standard search.  

Note 1: See section 11.1 Standard Search for more details.  

2. Click on a record from the search results to open and edit.  
3. Edit the record by entering required and optional data fields.  
4. Click Save.  
5. Once the changes are saved, the record is updated. 

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard.  
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3 System Roles and Workflows 
There are a few ways to limit a user’s access to records within the system. A system user will be 
assigned a role within the system that limits their access to main and sub records. Also, a user will be 
assigned to an organization unit that will limit their access to records within an organization. Access 
levels will be set by System Administrators at your agency and at the Wisconsin Department of Health 
Services.  
Roles Permissions are set at different access levels, based on the user’s role in the system. Levels are 
based on the organization hierarchy. 
If a user has one of the following access levels, they can: 
 User (U). Access records that they created, or records directly assigned to them. 
 Single Organization Unit (OU). Access records based on the user’s assigned organization level. 

Example: In figure below, Connections is a single organization unit. 
 Parent/Child (PC). Access records for a parent organization and all records for sub-organizations 

under the parent organization. Example: In figure below, SDPC is a Parent organization with 
children’s sub-organizations.  

 Organization Wide (OW). Access any record within the system. DHS is the entire organization, 
and all other organizations are below DHS.  

 
Figure 3-1 WISITS Organization Units 

Also, a user’s access can be limited by their CRUDAS settings: 
 Create (C) 
 Read (R) 
 Update (U) 
 Delete (D) (administrator only) 
 Assign (A) (administrator role type only) 
 Search (S) 

Note: Typically, user permissions are set up in this fashion. If a user can: 

 - Create a record, they will also be able Search, Read and Update that record (Updating some records 
may have system exceptions)  

- Update a record, they will also be able Search and Read that record  

- Read a record, they will also be able to Search for that record 

 
An example of how this works is a user with a consultant role can create a new Participant record, but 
their Organizational Unit access level is OU, and their assignment is to MILC, so they can only create 
records for Participants within their Single Organization unit (MILC). If the Consultant tries to search for 
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a Participant’s record for an organization that is not within MILC, they will not receive any search results 
since they do not have access to records beyond the MILC organizational unit.  
 

3.1 WISITS Roles 
When a new user is created in the system, they are assigned a default role. Roles are used to set up 
access to tracked objects within the system. Users will have one system account and default role but can 
be assigned multiple roles they can switch between, as needed, to perform different task within the 
system. Depending on the selected role, system screens, navigation buttons, and links displayed to the 
user will vary.  
For example, an Intake Referral Specialist is tasked with creating new Participant records, so has 
permissions to create a new Participant record within WISITS and will have access to those tracked data 
objects needed to set up a new Participant record, such as, the Participant’s main record and Addresses, 
Contacts, Care Team, Insurance, Documents, etc.  
The user’s role also determines their access to system features, such as what is displayed on their Home 
dashboard, etc. 

 
Figure 3-2 Intake Referral Specialist Access 

Once the new Participant record has been transitioned to the Referred status, the Participant record is 
then assigned by the system to the selected Consultant from the Care Team object and the Intake 
Referral Specialist’s access/assignment is ended. The assigned user with the consultant role will have 
access to additional tracked data objects, such as, Participant Journal entries, outcomes and strategies 
or other Participant data that an Intake Referral Specialist would not need to see as part of their job.  

 
Figure 3-3 IRIS Consultant Access 
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Depending on business needs, a user may have more than one role. When performing multiple role 
related tasks for Participants within their organization, the user can stay logged in with their user account 
but will need to change to the role with those object’s permissions to access the data to complete their 
assigned tasks for that Participant.  
 

3.1.1 Roles and Assignments 
When a user creates a record with one role, that role is the assigned role for that record. For example, a 
user’s default role is Consultant Supervisor, but they needed to create a Participant record, which is done 
using the Intake Referral Specialist role.  

 
Figure 3-4 Changing Role to Create New Participant 

The user changes their role to Intake Referral Specialist, so they have access, as an Intake Referral 
Specialist, to create the new Participant record. The user’s default role of Consultant Supervisor does not 
have permissions or access to create a Participant record. The system tracks which role the user was 
using when the record was created. And the system tracks the user’s default role they use when logging 
into the system. The system tracks both the user’s system default role and the role the user utilized when 
creating a specific record. 
The User’s “assignment” for the newly created record is the user’s Intake Referral Specialist role 
(Assignment: Intake Referral Specialist in the figure below). The upper right corner of the system 
displays the user’s login role (WISITS – Consultant Supervisor at top of figure below). 

 
Figure 3-5 Record Assignment Role vs. User Default Login Role 

The user will continue to see the record in their assigned Participant records the next time they log into 
the system as a Consultant Supervisor, but when the user opens the records, their assignment for that 
record is still as Intake Referral Specialist since that is the role used to create the record. Although the 
user’s default role is a Consultant Supervisor, since the record was created (system assigned) as an 
Intake Referral Specialist, the user will only have the access to that particular record that is given to an 
Intake Referral Specialist.  
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3.2 WISITS Workflows 
The following workflows are provided for the roles with system access.  
These workflows are for users who will be using the system most often. Other user roles will not 
necessarily have a workflow but will have access to create, update, read and search within the system.  
The main roles with workflows are: 
 Intake Referral Specialist 
 Consultant 
 FEA Operations 
 SDPC Operations 

3.2.1 Intake Referral Specialist  
The figure below shows a high-level workflow for a user with an Intake Referral Specialist role.  

New Intake

Create Participant 
Record 

-----------
Address, Phone, 

Email

Create Financials Record
-----------

- Budget Amendments
- One-Time Expenses

Add Other Records, 
as needed
-----------

 - Contact
- Documents
- Care Team
- Insurance

-  Notes

Update Participant 
Status

Status changed 
to Referred?

Data required for Referred Status: 
Participant:
 - Date Referred to IRIS 
 - Date Referral Received at ICA
Address:
 - Residential Address
Eligibility 
- Date of Function Screen Eligibility
 - Date of Medicaid Eligibility
Care Team 
 - IRIS Consulting Agency
 - IRIS Consultant
 - Aging & Disability Resource Center (ADRC)
 - Income Maintenance Agency

Assigned to Consultant
____________

System Auto-generates Work Requests:
 - Welcome Call (w/in 3 Days)

- Initial Visit (w/in 14 Days) 
- Mail Welcome Packet (before or day of visit) 

WISTIS Workflow for Intake Referral Specialist

Referred?
Contact Participant 

for more 
information

NoYes

No Yes

 
Figure 3-6 Intake Referral Specialist Workflow 
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3.2.2 Consultant  
The figure below shows a high-level workflow for a user with a Consultant role.  

Consultant Work Requests:
 - Welcome Call (w/in 3 Days)

- Initial Visit (w/in 14 Days) 
- Mail Welcome Packet (Mail before or 

provide day of visit) 

Create Participant 
Journal Entries

Create Participant 
Journal Outcome 

Create Participant 
Journal Strategy Create Plan

Add Authorizations 
(Services)

Assign FEA to Care 
Team

Participant Status  
Updated to Enrolled

---------
Consultant 
Maintains 

Participant and Plan

Status Changed 
to Enrolled?

WISTIS Workflow for Consultant

Plan Report: View / 
Save to Documents

______
Click link to view in 

Documents CTO

PHW?Add PHW 
Documentation

Data required for Enrolled Status: 
Participant:
 - Current Enrollment
 - Current Living Situation
 - Marital Status
 - Participant Phone (at least one)
Care Team:
 - FEA Assigned
Financials:
 - IRIS Monthly Budget
Authorizations and Budgeted Amounts:
 - At least one Authorization with an IRIS Waiver 
    Funding Source with a non-generic Provider
 - Amount of Authorizations is less than Annual 
    Budget Amount 
And:
 - At least one People Journal entry
 - At least one Outcome entry
 - At least one Strategy entry
 - At least one active Plan

Consultant Assigned

Yes

No

Yes

No

 
Figure 3-7 Consultant Workflow 
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3.2.3 FEA Operations 
The figure below shows a high-level workflow for a user with an FEA Operations role.  

WISTIS Workflow for FEA Operations

PHW Assigned Add New Provider Participant Search Participant in 
Results?

Contact Consultant 
to assign Provider to 

Participant 
Authorization

No

Select and addYes
Receives 

Participant’s Cost 
Share Payment

Documents Payment

Monthly Record of 
Payments to ICA

Monthly Report 
Needed?

Deposits All Cost 
Share FundsYes

Monthly Cost Share 
Payment History 

sent to Participant

No

 
Figure 3-8 FEA Operations Workflow 

3.2.4 SDPC Operations 
The figure below shows a high-level workflow for a user with an SDPC Operations role.  
 

WISTIS Workflow for SDPC Intake / Operations

SDPC Referral Referral Criteria 
Met?

Alert to Consultant

No

Remaining intake 
questions answeredYes Referral Criteria 

Met?

No

Care Team > SDPC 
Nurse updated to 
SDPC Operations

Yes

System Auto-generates Work 
Requests:

 - Mail Welcome Packet
 (w/in 5 days)

 - SDPC Initial Assessment 
(w/in 14 days)

 

Add SDPC Budget 
Information

System Generated
------------

SDPC Intake 
Submitted 

Notification

Approved 
Status?No

Yes

 
Figure 3-9 SDPC Intake / Operations Workflow 

3.2.5 Budget Amendment Request and One Time Expense Workflow 
The figure below shows a high-level workflow for both the Budgement Amendement Request and the 
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One Time Exspense (they both use the same workflow).  
 

 
Figure 3-10 Budget Amendment Request and One Time Expense Workflow 
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4 Participant  
Once a participant has been referred to the IRIS program, a new record will need to be created within 
WISITS. If the Participant’s record already exists, the user can update the records within the Participant’s 
main record to reflect their current status in the IRIS program.  

Note: See Wisconsin Department of Health Services IRIS Policy Manual for more IRIS rules and policies. 

The Participant’s main record includes sub-records (tabs on left side of Participant record) including the 
Participant’s contact information, eligibility, financial, care team, insurance, documentation, plan, and 
other data that is needed to track for the Participant. Access to these records depends on the user’s role 
within the system.  
All Participant records are created as a Draft status. Once demographic and eligibility data is entered into 
the Participant’s record, they can be moved to a Referred status. While in the Referred status, additional 
data (confirmation of Fiscal and Functional Eligibility) and an active Authorization is added before the 
Participant’s status is changed to Enrolled. See section 15.4 Status Transitions and Actions for more 
status transitions. 
 
From the Tracking Inbox, add Participant data. 

Note: Required fields are marked with red circle ( ) icon. Records cannot be saved unless all required fields are 
completed. 

To create a new record, follow these steps. 
1. Hover over Tracking Inbox and Participant; then select New. 

   
Figure 4-1: Create New Participant Record 

Note: It is required that before a new Participant record is created, the existing Participant records are 
searched.  

https://confluence.micropact.com/pages/viewpage.action?pageId=53084293
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Figure 4-2 Search Existing Participant Records 

Note: The SSN number must be 9 digits. The MCI ID number must be 10 digits.  

2. Enter the Intake Participant Search criteria and click Search. 

 
Figure 4-3 Participant Search Results 

Note 1: If the Participant’s record displayed in the results, click the View/Edit link to open and edit the 
Participant’s existing record.  

Note 2: Both the SSN and MCI ID numbers must be entered correctly. If one of the numbers entered is a 
match in the system, the Participant record can be viewed, but a new Participant record cannot be created 
to prevent duplication of Participant records. 

 
Figure 4-4 Mismatched Participant Identifying Numbers 

 
3. To add a new Participant, click Create New Participant. 

Note: If the Participant’s record displayed in the results, click the View/Edit link to open and edit the 
Participant’s existing record. 
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4. Enter required data fields. 

 
Figure 4-5: New Participant Record (Top) 

Note 1: The banner at the top of the screen will update with data once the record is saved.  

Note 2: The Date Referred to IRIS and Date Referral Received at ICA are required before a Participant’s 
status can be changed to Referred. 

Note 3: The Date Referred to IRIS must be less than 365 days prior to current date and same or earlier 
than Date Referral Received at ICA. The dates cannot be before 01/01/1900.  

Note 4: The Date Referral Received at ICA must be less than 365 days prior to current date and same or 
later than Date Referred to IRIS. 

Note 5: The IRIS Start Date auto-populates with the same date for Effective Date added to the Participant 
Status record when the Participant status is changed to Enrolled. 
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5. Enter optional data fields as needed. 

 
Figure 4-6: New Participant Record (Bottom) 

Note 1: Living Situation Sub field values filter based on Current Living Situation selection. 

Note 2: Budget Statement Mailing will default to ‘Yes’. A Budget Statement will be created on the first 
Saturday of the month that is sent to the FEA and will be posted to the Participant Document Console. 

6. Click Save. The record is saved, and sub-records (child-tracked objects) are now available to 
enter data. The banner at the top of the screen is updated.  

Note: The status of the Participant record is Draft.  
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Figure 4-7: Participant Record and Sub-Record Tabs 

The Participant records all display a banner at the top of each screen showing the most current data 
relevant to the Participant. The following are always included in the banner: 

Table 4-1 Participant Banner Data 
 Participant’s Name (Last, First)  Preferred Name  Status 
 Status Effective Date  MCI  DOB 
 Target Group  Preferred Phone Number  County of Responsibility 
 Primary Contact  ICA  Consultant 
 FEA  Create Work Request button  Find Work Requests link 

Note 1: The banner is dynamic, and these data fields are updated as the data is added to the Participant’s 
various other records.  

Note 2: The Create Work Request button always displays.  

Note 3: The following sections provide steps for creating the child tab records for the Participant. 
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4.1 Participant Status Change 
As Participant records are added and updated, the Participant’s status is tracked in the system. Each 
status transition triggers various events within the system, such as alerts, work requests and 
assignments.  
For example: when SDPC Enrollment status changes to Disenroll it triggers the End IRIS SDPC 
Authorizations workflow effect. This ends any existing authorizations with the effective date of 
disenrollment. 
Example 2: when IRIS Enrollment status changes to Disenroll it triggers the Participant Referral Effect 
workflow effect, and it also ends existing authorizations at the effective date of the Disenroll status 
change.  
There are 8 statuses in the system for a Participant’s record and each are limited in the direction of 
transition. See Table 4-2 for details. 
 

Table 4-2 Status From and To Transitions 

Status From Status To 
Draft 4. Referred 
Referred 5. Enrolled 

6. Referral Withdrawn 
7. Deceased 

Enrolled 8. Involuntary 
Disenrollment 

9. Voluntary Disenrollment 
10. Suspended 
11. Deceased 

Referral Withdrawn 12. Draft 
Involuntary Disenrollment 13. Draft 

14. Enrolled 
Voluntary Disenrollment 15. Draft 
Suspended 16. Enrolled 

17. Involuntary 
Disenrollment Voluntary 
Disenrollment 

18. Deceased 
Deceased 19. Draft 

Note: See section 15.4 Status Transitions and Actions for details on system actions when a status transitions. 
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From the Participant record, add Participant Status Change data. 
To create a new Participant Status Change record, follow these steps. 

1. Hover over Participant Status Change and select New Participant Status Change. 

Note: This section will use the Draft to Referred as an example workflow.  

 
Figure 4-8 New Participant Status Change 

Note:  

• Status changes can be effective Scheduled (current or future), Immediate, and Backdate (prior to 
current date). See section 15.4 Status Transitions and Actions for more information 

• If an IRIS Participant Status has transitioned to Deceased the Date of Death field will on the participant 
page will become read only and display the state of the transition of the status. Otherwise the Date of 
Death field will reflect a null on the participant record. Upon retracting a deceased transition, the DOD 
from participant's new DOD field will be cleared and sent to MMIS. 
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2. Enter required data fields. 

 
Figure 4-9 New Participant Status Change Record 

Note: When ‘Waiver Extract Initiated Status Change” is updated from MMIS data, WISITS will update this 
field to ‘Yes’ on a Saved Participant Status Change record.  

Note: See section 2.8 Menus, Fields, and Options in this document for details of each data field's 
functionality.  
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3. Click Save.  
4. Validations are in place to avoid erroneous status changes and Error Messages will display when 

the status change is not allowed. The error message will display additional steps required to 
make the status change allowed. See picture below as example. 

 
Figure 4-10 Status Change Error Messages 

Notes:  

• When error messages are displayed after clicking Save, more data is needed before the 
Participant’s status can be changed. The system provides details as to which tab and data field 
are needed to change the status. See section 15.3 Referral and Enrollment Required Data and 
section 15.4 Status Transitions and Actions for details on transitioning Participant’s Status. 

• Example: if you attempted to do a SDPC Status Change from Enrolled to Suspended. Then 
attempted an IRIS Participant Status change it may fail and populate a Workflow Message such as 
“The most recent SDPC MMIS Enrollment request to iC failed. It must be fixed before you can 
perform this status change.”  

5. After resolving all errors, Click Save. The Participant Status Change Listing displays. 

 
Figure 4-11 Participant Status Change Listing 
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Note: Participants with an IRIS Status of Deceased for greater than 30 days are unassigned. If a 
Participant with a Deceased IRIS Status is reassigned, they will again be unassigned at xx days after 
reassignment. This number of days is configurable by DHS. 

 

4.1.1 IRIS Status Retraction 
On occasion when the business need arises, DHS Administrators can perform an IRIS Participant Status 
change Retraction. The Retraction will take the Participant back to the prior status, this includes updating 
the plan and other records that have occurred making it as though the last status change did not occur.  

1. Warning popup messages are incorporated to the IRIS Retraction Process and advise when the 
user IRIS Retraction will not retract the SDPC status and they should manually make the update.  
An Example of this might be when IRIS is being retracted from suspended to Enrolled. The SDPC 
status is suspended but was not suspended to the IRIS Suspension. In a situation like the one 
mentioned above the user will be informed. And that user would need to determine appropriate 
next steps for the SDPC status.  

2. Other WISITS messages will occur including validation error messages.  
For example, due to the fact that the SDPC status cannot be in the status it is in when the IRIS 
Status is retracted (some validations are already in place for these type of errors). 

3. When doing an IRIS Retraction, a message will be displayed at the top of the page if the 
Participant status retraction will not perform any status changes to the SDPC (when SDPC 
information exists in WISITS already). 

4. SDPC Statuses cannot be set to deceased any longer. This is handled by Participant Status 
Changes (and/or Participant Status Retractions).  

5. If an IRIS Participant Status has transitioned to Deceased the Date of Death field will on the 
participant page will become read only and display the state of the transition of the status. 
Otherwise the Date of Death field will reflect a null on the participant record.  

6. Upon retracting a deceased transition, the DOD from participant’s new DOD field will be cleared 
and sent to MMIS. 
 

 

4.2 Participant Address 
The Participant Address sub-record of the Participant main record is used to track multiple addresses for 
a Participant.  
From the Participant record, add Participant Address data. 

Note 1: A Participant must have one Residential Address record added to update their status to Referred.  

To create a new Participant Address record, follow these steps. 
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1. Hover over Participant Address and select New Participant Address. 

 
Figure 4-12 New Participant Address 

2. Enter required data fields. 

Note: See section 2.8 Menus, Fields, and Options in this document for details of each data field's 
functionality. 

Note 2: When some data field values are selected, conditional data fields may display as needed. 

 
Figure 4-13 New Participant Address Record 

3. Enter optional data fields as needed. 

 
Figure 4-14 Address Conditional Data Field 
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4. When Address Type of value of Residence, the GEO Address verification fields will be displayed. 

 
Figure 4-15 Address Conditional Data Field 

 
 

Note: When a value is selected from a drop-down list, conditional fields for that value will be displayed by 
the system. In Figure 4-14, when Mail is selected, the Care Of data field displays only for that Address 
Type. In Figure 4-15, when Residence is selected, County of Residence displays. 

 
5. Enter the Street address, City, State and Zip Code. The Verify Address button will display. Click 

the Verify Address button to verify the address.  

 
Figure 4-16 Populated Participant Address Fields 
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6. A confirmation message will be displayed the address has been verified or unverified. Click the 
OK button to close text box. 

 
Figure 4-17 Address Verification Message 

 
7. The system will update the address to USPS standard format if needed. It will also populate the 

County if left blank. 
8. The following fields will be updated by the system: 

a.) Last Verification Attempt – Verification date 
b.) Is GEO Verified – Yes or No that is based on the "is verified" field returned from the query. 
c.) Is GEO Standardized – Yes or No. If verified from #b. and "is Standardized" = Y from field 

returned back from the query. 
d.) Is GEO Corrected - Yes or No. If verified from #b. and "is Corrected" = Yes from field 

returned back from the query. 

 
Figure 4-18 Verification Address Update 

9. Mailing Address Same as Residential Address - select Yes if they are the same. The system will 
create the Mailing Address record for the Participant. 

10. Start Date – the system will default the date to the current date. 

Note 1: An unverified address can be saved. The GEO indicators will be set to ‘No.’ 

Note 2: The Save button will be displayed after the address has been verified. 
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11. Click Save. The Participant Address Listing displays. 

 
Figure 4-19 Participant Address Listing 

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard. 

 
 

4.3 Participant Phone 
The Participant Phone sub-record of the Participant main record is used to track multiple phone numbers 
for a Participant.  
From the Participant record, add Participant Phone data. 

Note: A Participant must have one Preferred Phone record added. If a new record is added after an existing 
Preferred Phone record and Preferred Phone is change to Yes, the old Preferred Phone record will be updated to 
show the Preferred Phone is No. 

 
To create a new Participant Phone record, follow these steps. 

1. Hover over Participant Phone and select New Participant Phone. 

 
Figure 4-20 New Participant Phone 

2. Enter required data fields. 

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's 
functionality. 
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Figure 4-21 New Participant Phone Record 

3. Enter optional data fields as needed. 
4. Click Save. The Participant Phone Listing displays. 

 
Figure 4-22 Participant Phone Listing 

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard. 

 

4.4 Participant Email 
The Participant Email sub-record of the Participant main record is used to track multiple emails for a 
Participant.  
From the Participant record, add Participant Email data. 

Note 1: A Participant must have one Primary Email address.  

Note 2: A Participant must have one Preferred Email record added. If a new record is added after an existing 
Preferred Email record and Preferred Email is change to Yes, the old Preferred Email record will be updated to 
show the Preferred Email is No.  

 To create a new Participant Email record, follow these steps. 
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1. Hover over Participant Email and select New Participant Email. 

 
Figure 4-23 New Participant Email 

2. Enter required data fields. 

Note: See section 2.8 Menus, Fields, and Options in this document for details of each data field's 
functionality. 

 
Figure 4-24 New Participant Email Record 

3. Enter optional data fields as needed. 
4. Click Save. The Participant Email Listing displays. 

 
Figure 4-25 Participant Email Listing 

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard. 
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4.5 Eligibility 
The Eligibility record for a Participant is a data single record. The Eligibility data is required to change the 
Participant’s status to Enrolled. 
From the Participant record, add Eligibility data. 
To update the Eligibility record, follow these steps. 

1. Click Eligibility. 

 
Figure 4-26 Eligibility Record 

2. Enter required data fields. 
 

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's 
functionality. 

Note 2: When some data field values are selected, conditional data fields may display as additional data 
will be needed. 

 
Figure 4-27 Updated Eligibility Record 
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Note 1: The Date of Functional Screen Eligibility is added by the Intake Referral Specialist Role, It is read 
only for other roles. It is future date only and it is required to update the Participant’s status to Referred.  

Note 2: Medicaid Financial Eligibility Determined may not be required, but if it is to update the status to 
Referred, this needs to be a date previous to the current date. 

3. Enter optional data fields as needed. 
4. Click Save to add the Eligibility data.  
5. Click on Participant in the breadcrumb trail to return to the main Participant record. 

 

4.6 Employment Status 
The Employment Status records are used to track the Participant’s employment history.  
From the Participant record, add Employment Status data. 
To create a new Employment Status record, follow these steps. 

1. Hover over Employment Status and select New Employment Status. 

 
Figure 4-28 New Employment Status 

 
2. Enter required data fields. 

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's 
functionality. 
Note 2: As of v19 additional values have been added to the Employment Status drop down. This field is 
required to be populated in order to save the page. 
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Figure 4-29 New Employment Status Record 

3. Enter optional data fields as needed. 
4. Click Save. The Employment Status Listing displays. 

 
Figure 4-30 Employment Status Listing 

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard. 

 
 

4.7 Financials 
The Financials record for a Participant is a data single record. Data for financials will vary depending on 
the Waiver Group Type.  
From the Participant record, add Financials data. 
To update the Financials record, follow these steps. 
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1. Select Financials. 

 
Figure 4-31 Financials 

2. Enter required data fields. 

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's 
functionality. 

Note 2: When some data field values are selected, conditional data fields may display as additional data 
will be needed. 

 
Figure 4-32 Financials Record 

Note 1: Different data will be required depending on the Waiver Group Type selected for this and other 
records in the system. The system will indicate which fields are required for the type selected.  

Note 2: A Work Request record can be created from this screen by clicking Create Work Request.  
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Note 3: Date Determined must be less than 365 days prior and cannot be a future date.  

Note 4: Monthly Cost Share Amount and Monthly Medical/Remedial Expenses Effective Dates must be 
less than 365 days in both past and future. 

Note 6:  Monthly Cost Share Amount should not be more than Monthly IRIS Budget Amount and/or more 
than $10,000 and not a negative number. 

3. Enter optional data fields as needed. 

Note: It is recommended to enter as many data fields as possible.  

4. Click Save to add the Financials data.  

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard. 

 

4.7.1 Budget Amendments (BA) 
The Budget Amendments records are used to adjust a Participant’s available budgeted amounts.  
 

4.7.1.1 Create New Budget Amendments Record 
From the Participant > Financials record, add Budget Amendments data. 
To create a new Budget Amendments record, follow these steps. 

1. Click the Request Budget Amendment button. 

 
Figure 4-33 New Budget Amendments 

2. Enter required data fields. 

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's 
functionality. 

Note 2: When some data field values are selected, conditional data fields may display as additional data 
will be needed. 
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Note 3: As of v19, additional values have been added to the Budget Amendment Request Reasons table 
and one or more are required to be selected in order to progress to the Approved status. 

 
Figure 4-34 New Budget Amendments Record 

Note: A Work Request record can be created from this screen by clicking Create Work Request. 

3. Enter optional data fields as needed. 

Note: It is recommended to enter as many data fields as possible.  

4. Click Save. The Budget Amendments Listing displays. 

 
Figure 4-35 Budget Amendments Listing 

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard. 
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4.7.1.2 Create New Budget Amendment Request 
To Create a New Budget Amendments Request select the appropriate Participant.  
From the Participant Banner select the Create New Budget Amendment Button. 
 

 
Figure 4-36 Request Budget Amendment 

1. The Budget Amendment Request Form will populate. 
2. Enter required data element fields. 

Note: Do not enter the $ symbol, it will create a validation error message. 
3. Enter optional data fields as needed. 
4. Click Save  

 

 
Figure 4-37 Budget Amendment request Form 

 



  
 

WISITS User Guide Page 65 

 
 

Note: When in OPEN status, although all required fields are marked with a require image on the page, it can be 
saved without entering all the required fields. These required fields will be validated when user attempts to 
transition from open to the next transition (pending). If not in open status, all required fields will have to be entered 
to save it. This is precautionary in case a field is blanked out as to get to any status from open, these fields will 
have to be entered. 

The start date & end date and approved amount for a BA Request is validated when the transition is to Approved. 
They are required. 

 
As stated in the notes, when Validation errors appear, the form will not save until all updates are 
made and the validation errors are all addressed. Then the form must be resaved. See some 
validation error examples in the figure below. 

 
Figure 4-38: Validation Errors 

 

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard. 
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4.7.1.3 BA Request Authorizations 
To view Active and Pending Authorizations click on the View Active Plan Authorizations Button at the top 
of the request form. This will only show if the respective Plan exists (there should always be an active 
plan). 

 
Figure 4-39: View Active Plan Authorizations Button  

 
 
This will ONLY show if the respective Plan exists (there should always be an active plan). 
 

 
Figure 4-40 Active Plan Authorizations 

On the Authorizations Tab Banner, there is a field that displays the total amount of Budget Amendment 
Authorizations. 

 
Figure 4-41 Banner BA Request Authorizations Amount Total 



  
 

WISITS User Guide Page 67 

 

4.7.1.4 Create or View Budget Amendment Documents 
In the banner of the Budget Amendment Request form, select the Create BA Request Document.  
To view BA Request Documents from the Document Console, select View BA Request Document.  

 
Figure 4-42 Create and View BA Request Document Buttons in the Banner. 

 

4.7.1.5 Budget Amendment Request Audit Log 
Select the Budget Amendment Request Audit Log button in the banner on the Budget Amendment 

Request form to see the log. Select close to close the Audit Log.

 
Figure 4-43 Budget Amendment Request Audit Log 
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4.7.1.6 Budget Amendment Request Work Queues 
The Budget Amendment Request Enhanced inbox provides a view of the following:  
 Participant  
 Request Status  
 Need Identified Date  
 Is Expedited  
 Reason for Expedited  
 Approved Amount  
 Funding Source  
 Service Category  
 Provider Type Specify Provider  

 Provided By  
 Service Cost  
 Assigned IC  
 DHS Reviewer  
 Created By  
 Created Date  
 Updated By  
 Updated Date 

 
Figure 4-44 Budget Amendment Request Inbox Selections 

 
 
These work Queues work the same for both BA and OTE requests. There are 7 work queues for each, 
BA & OTE Requests.  

5. Unassigned Pending Budget Amendment Requests. 
a.) Unassigned Pending Budget Amendment Requests are visible only for DHS Admins and 

Administrators and show all requests in Pending status that have not been specifically 
assigned (or self-assigned) to a DHS Reviewer. 

b.) The DHS Admin and Administrator roles are able to select requests via a checkbox and 
click a button to assign it to themselves. The request will vanish from the prior queue 
when an assignment takes place. Note: There is no link directly to the request from this 
queue. 
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Figure 4-45: Budget Amendment Tracking Inbox

 
6. My Pending Budget Amendment Requests 

a.) DHS Admins and Administrators can view a list of request that have been specifically 
assigned from the previous queue of the DHS Admin logged in. 

7. Consultant Assigned Requests  
a.) This queue is for ICs only. The queued items reflect the following statuses: Open, 

Returned to ICA, Approved, Denied request have and ETK Assignment of the IC, this 
assignment occurred when the request was initially created. 

8. BA Requests Assigned to ICA Staff 
a.) In this inbox, requests assigned to the Consultant Supervisor & ICA Quality Management 

roles only 
b.) All Requests are in the status, Open, Return to ICA, Approved, or Denied. 

9. NOA Needed (DHS Administrator role and Administrator Role only) 
a.) This inbox shows a list of Denied Status for more than xx days. 
b.) This number of days is stored in the respective configuration file for both BA and OTE 

requests. 
 Name = Inbox Work Queue - Number of days before NOA on Denied 
 Note: The request status history is used referencing the most recent (one with null end 

date). To test this the start date of this denied history record will have to be changed or 
change the value in the configuration to 0 or (1 and wait a day). 

10. All Assigned BA Requests (DHS Admin role ONLY) 
a.) This inbox shows all requests that are in the Pending status if the request has been "self-

assigned", thus having a DHS Reviewer on the request's UI. 
b.) As stated above, this shows all request self-assigned and has a column to see what DHS 

Reviewer has been assigned to the request. 
11. Independent Review Outstanding (DHS Admin role ONLY) 

a.) This inbox shows requests with status of: 
 Independent Review Request 
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 Independent Review Issue 
 By default these requests would have had to be assigned a specific DHS reviewer to get to 

this status. 
 There is also a column in this queue to view the DHS Reviewer assigned.  

 

4.7.1.7 Budget Amendment Request Alerts 
There is an alert generation workflow effect, to alert the assigned ICs of updates to the Budget 
Amendments.  
An example of a generated Budget Amendment Request Alert can be reviewed in the figure below. It 
includes the Participant’s Name, MCI, Type, Priority, Description, and Instructions. 

 
Figure 4-46 Budget Amendment Request Alert 
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4.7.1.8 Budget Amendment Request Status Change 
To update the BA Request Status, on the Budget Amendment Request form select the BA Request 
Status change tab.  

1. Select new BA Request Status Change. 

 
Figure 4-47 Budget Amendment Request Status Change 

 
2. Choose the appropriate Status.  
3. Select Save.  

 

 
Figure 4-48 Budget Amendment Request Status Change, status selection 
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4. Address any validation error messages that may arise. See examples in the figure below.  

 
Figure 4-49 Budget Amendment Request Status Change Validation Message Examples 
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4.7.1.9 Budget Amendment Request Status Change History 
To view the Status Change History of a Budget Amendment Request, select the BA Request Status 
History on the left navigation.  
 

 
Figure 4-50 BA Request Status History Change Form  

 
To update the Status Change History:  

1. Select the Appropriate Status:  
a.) Open 
b.) Ready for Review 
c.) Returned to ICA 
d.) Withdrawn Request 
e.) Request Approved 
f.) Request Denied 
g.) Closed 
h.) Ready for Re-Review 
i.) Independent Review Requested 
j.) Overturned 
k.) Upheld 
l.) Remanded 
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Figure 4-51 Budget Amendment Request Status History Change Reasons 

 
2. Select the “Reason for Status Change” from the drop-down listing.  

 

 
Figure 4-52  BA Request Reasons for Status Change 

3. Add the “Reason Other Specify” Text (this is optional). 
4. Enter the Start Date 
5. Enter the End Date (this is optional). 
6. Click Save to save the form. 
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4.7.1.10 Budget Amendment Request Communication Log 
Access the Budget Amendment Request’s Communication Log Tab on the left navigation bar. Here you 
can add a text log entry. Once complete save the form.  
 

 
Figure 4-53 Budget Amendment Request Communication Log 

All new Communication Log entries will be displayed on the Communication Log’s listing view.  
 

 
Figure 4-54 Budget Amendment Communication Log Listing View 

 

4.7.2 One-Time Expenses (OTE) 
The One-Time Expenses records are used to adjust a Participant’s expenses that impact their budgeted 
financial amounts.  
From the Participant > Financials record, add One-Time Expenses data. 
To create a new One-Time Expenses record, follow these steps. 
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1. Hover over One-Time Expenses and select New One-Time Expenses. 

 
Figure 4-55 New One-Time Expenses 

2. Enter required data fields. 

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's 
functionality. 

Note 2: When some data field values are selected, conditional data fields may display as additional data 
will be needed. 

 
Figure 4-56 New One-Time Expenses Record 

3. Enter optional data fields as needed. 

Note: It is recommended to enter as many data fields as possible.  
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4. Click Save. The One-Time Expenses Listing displays. 

 
Figure 4-57 One-Time Expenses Listing 

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard. 

  

4.7.2.1 Request New One Time Expense  
To Create a New One Time Expense Request select the appropriate Participant.  
From the Participant Banner select the Create New One Time Expense Button. 
 

 
Figure 4-58 Request One Time Expense Button 

 
1. The One Time Expense Request Form will populate. 
2. Enter required data element fields. 
3. Enter optional data fields as needed. 
4. Click Save 

 
Note: Do not enter the $ symbol, it will create a validation error message. 
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Figure 4-59 One Time Expense Request From 

 
 

Note: When in OPEN status, although all required fields are marked with a require image on the page, it can be 
saved without entering all the required fields. These required fields will be validated when user attempts to 
transition from open to the next transition (pending). If not in open status, all required fields will have to be entered 
to save it. This is precautionary in case a field is blanked out as to get to any status from open, these fields will 
have to be entered. 

The start date & end date and approved amount for a BA Request is validated when the transition is to Approved. 
They are required. 

For an OTE Request the Approved about will be required.  
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4.7.2.2 Create New One Time Expense Document 
In the banner of the One Time Expense Request form, select the Create One Time Expense Request 
Document.  

 
Figure 4-60 Create One Time Expense Request Document Button 

 
To view OTE Request Documents from the Document Console, select View OTE Request Document.  
 

4.7.2.3 OTE Request Authorizations 
To view Active and Pending Authorizations click on the View Active Plan Authorizations Button at the top 
of the request form. This will only show if the respective Plan exists (there should always be an active 
plan). 

 
Figure 4-61: View Active Plan Authorizations Button  

 
As displayed in the figure below, the Authorization Listing presents up as a popup. 

 
Figure 4-62 Active Plan Authorizations 
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4.7.2.4 One Time Expense Work Queues 
The One Time Expense Enhanced inbox provides a view of the following:  
 Participant  
 Request Status  
 Need Identified Date  
 Is Expedited  
 Reason for Expedited  
 Approved Amount  
 Funding Source  
 Service Category  
 Provider Type Specify Provider  

 Provided By  
 Service Cost  
 Assigned IC  
 DHS Reviewer  
 Created By  
 Created Date  
 Updated By  
 Updated Date 

 
Figure 4-63 One Time Expense Inbox Selections 

 
 
 
These work Queues work the same for both BA and OTE requests. There are 7 work queues for each, 
BA & OTE Requests. 
 

1. Unassigned Pending One Time Expense Requests. 
a.) Unassigned Pending One Time Expense Requests are visible only for DHS Admins and 

Administrators and show all requests in Pending status that have not been specifically 
assigned (or self-assigned) to a DHS Reviewer. 

b.) The DHS Admin and Administrator roles are able to select requests via a checkbox and 
click a button to assign it to themselves. The request will vanish from the prior queue 
when an assignment takes place. Note: There is no link directly to the request from this 
queue. 
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Figure 4-64 One Time Expense Work Queues 

2. My Pending One Time Expense Requests 
a.) DHS Admins and Administrators can view a list of request that have been specifically 

assigned from the previous queue of the DHS Admin logged in. 
3. Consultant Assigned Requests  

a.) This queue is for ICs only. The queued items reflect the following statuses: Open, 
Returned to ICA, Approved, Denied request have and ETK Assignment of the IC, this 
assignment occurred when the request was initially created. 

4. One Time Expense Requests Assigned to ICA Staff 
a.) In this inbox, requests assigned to the Consultant Supervisor & ICA Quality Management 

roles only 
b.) All Requests are in the status, Open, Return to ICA, Approved, or Denied. 

5. NOA Needed (DHS Administrator role and Administrator Role only) 
a.) This inbox shows a list of Denied Status for more than xx days. 
b.) This number of days is stored in the respective configuration file for both BA and OTE 

requests. 
 Name = Inbox Work Queue - Number of days before NOA on Denied 
 Note: The request status history is used referencing the most recent (one with null end 

date). To test this the start date of this denied history record will have to be changed or 
change the value in the configuration to 0 or (1 and wait a day). 

 
6. All Assigned One Time Expense Requests(DHS Admin role ONLY) 

a.) This inbox shows all requests that are in the Pending status if the request has been "self-
assigned", thus having a DHS Reviewer on the request's UI. 

b.) As stated above, this shows all request self-assigned and has a column to see what DHS 
Reviewer has been assigned to the request. 
 
 

7. Independent Review Outstanding (DHS Admin role ONLY) 
a.) This inbox shows requests with status of: 
 Independent Review Request 
 Independent Review Issue 
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 By default these requests would have had to be assigned a specific DHS reviewer to get to 
this status. 

 There is also a column in this queue to view the DHS Reviewer assigned.  
 

4.7.2.5 One Time Expense Alerts 
There is an alert generation workflow effect, which can be used to alert the assigned ICs of updates to 
the One Time Expense Requests. A typical One Time Expense Request alert includes the Participant’s 
Name, MCI, Type, Priority, Description, and Instructions. 
 

4.7.2.6 OTE Request Status Change 
To update the OTE Request Status, on the One Time Expense Request form select the OTE Request 
Status change tab.  

1. Select new OTE Request Status Change.  

 
Figure 4-65: New OTE Request Status Change Button 

 
2. Choose the appropriate Status.  
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Figure 4-66: New OTE Request Status Options 

3. Select Save.  
4. Address any validation error messages that may arise.  
5. The new Status is now available in the Status Change View Listing.  

 

4.7.2.7 OTE Request Status Change History 
To view the Status Change History of a One Time Expense Request, select the OTE Request Status 
History on the left navigation.  

 
Figure 4-67: OTE Request Status History 

To update the Status Change History:  
1. Select the Appropriate Status:  

a.) Open 
b.) Ready for Review 
c.) Returned to ICA 
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d.) Withdrawn Request 
e.) Request Approved 
f.) Request Denied 
g.) Closed 
h.) Ready for Re-Review 
i.) Independent Review Requested 
j.) Overturned 
k.) Upheld 
l.) Remanded 

2. Select the “Reason for Status Change” from the drop-down listing.  

 
Figure 4-68: OTE Request Status History Change Reasons 

3. Add the “Reason Other Specify” Text (this is optional). 
4. Add the Start Date. This is a required field. 
5. Add the End Date. This is an optional field. 
6. Click Save to save the form. 
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4.7.2.8 OTE Communication Log 
Access the One Time Expense Request’s Communication Log Tab on the left navigation bar. Here you 
can add a text log entry. Once complete save the form.  

 
Figure 4-69 OTE Communication Log Form  

 
All new Communication Log entries will be displayed on the Communication Log’s listing view.  

 
Figure 4-70 OTE Communication Log Listing View 

 

4.8 Participant Contact 
A Participant can have many Contact records added to their main Participant record. When a contact is 
added to a Participant’s record, the user will be required to indicate the relationship between the 
Participant and the Contact. If a Contact is related to more than on Participant, a separate Contact record 
will need to be created for each of the Participants for that Contact.  
From the Participant record, add Participant Contact data. 
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To create a new Participant Contact record, follow these steps. 
1. Hover over Participant Contact and select New Participant Contact. 

 
Figure 4-71 New Participant Contact 

 
2. Enter required data fields.  

 
Figure 4-72 Create New Contact 
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3. Enter optional data fields. 
4. Click Save. The record is saved, and sub-records (child-tracked objects) are now available to 

enter data. 

Note 1: The new contact record’s status is active. While active, the Deactivate Contact button will display 
and is used to indicate when a contact is no longer an active part of the Participant’s record. Inactive 
contact records are retained for historical purposes.  

Note 2: If the contact is a primary contact, the participant banner will be updated. 

5. Select the Contact record from the results and click Select. 
6. Enter required data fields. 

Note: See section 2.8 Menus, Fields, and Options in this document for details of each data field's 
functionality. 

 
Figure 4-73 New Participant Contact Record 

Note 1: If the Primary Contact relationship is Guardian of… and this is the first Contact record, it will 
automatically become the Participant’s primary Contact until the user creates a user-defined Primary 
Contact record for the Participant.  

Note 2: The status of non-primary contact records will remain pending until approved. The Primary Contact 
record added by the user will automatically have an active status. 
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Figure 4-74 Primary Contact Default Active Status 

7. Click Save. The Participant Contact Status History displays. See next section for details to update 
the Contact’s status. 

8. Click Participant Contact Listing in the breadcrumb trail to see all contacts for a Participant.  

 
Figure 4-75 Participant Contact Listing 

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard. 

 

4.8.1 Contact Addresses 
Contacts within the system can have multiple address records. Address record types will be either for a 
residence or a mailing address. 
From the Participant Contact record, add Contact Address data.  
 
To create a new Participant Contact Address record, follow these steps. 
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1. Hover over the Contact Addresses tab, then click on New Contact Address tab that appears. 

 
Figure 4-76 New Contact Address 

2. Enter required data fields. 

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's 
functionality. 

Note 2: When the zip code is entered, the system will auto-fill the city name. 

 
Figure 4-77 New Contact Address Record 

 
3. Enter optional data fields as needed. 
4. Click Verify Address button. This message indicates address has been verified or unverified. 

 
Figure 4-78 Address Verification Message 

5. Click OK to close the message box. The system may update the address to the USPS standard 
format. 
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Figure 4-79 Updated Address After Verification 

 
6. The system populates the Start Date to the current date but can be updated, if needed. 

Note 1: An unverified address can be saved. The GEO indicators will be set to ‘No.’ 

Note 2: The Save button will be displayed after the address is verified. 

 
7. Click Save. The Contact Address Listing displays. 

 
Figure 4-80 Contact Address Listing 

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard. 
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4.8.2 Participant Documents 
Participants within the system can have multiple documents uploaded and linked to their Document 
Console from the Participant BTO.  
To create a Participant document, follow these steps. 

 
1. Choose Create Participant Document. 

 
Figure 4-81 Create or View Contact Documents Record 

2. On the Documents Page under the first field (File Name DM), you see the options to click on 
Browse, Upload Via Scan, Scan and Preview. See figure below and option details below. Select 
the appropriate method to add your document.  

 
Figure 4-82: Documents Page 
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Note: If you do not have a Dynamsoft Dynamic Web TWAIN driver installed on your device you 
will be prompted to download and install that software. See the pop-up prompt in the figure 
above. Click download and the Dynamsoft Service Setup Wizard  will appear. Follow the prompts, 
click next to start the set up wizard and next to complete. Once the wizard is finished select close. 
Once the Dynamsoft Dynamic Web TWAIN drive is installed successfully refresh the page. The 
pop-up message will cease to display, and the Scan option links will now turn blue.  

 
Figure 4-83: Dynamsoft Service Setup Wizard (Dynamic Web TWAIN Driver) 

 
 
Note 2: If your device is not TWAIN compatible you will not be able to upload scanned 
documents or directly scan documents into WISITS. The options of Scan and Upload Via Scan 
will not change in color from grey to light blue signifying they are not available to the user 
(indicating a device that is not compatible with the TWAIN driver). A hover over pop up message 
will also populate advising there is no TWAIN Compatible device connected. 
 

a.) SCAN: Select the Scan option. pop-up prompt will be present so you can select the Source of 
your document. Select your TWAIN Device, that device’s will populate its scan interface. See 
example below. 

 

 
Figure 4-84: Select your Scanner. 

• A Scan Panel (interface) will populate from your scanning device, select Scan.  
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• After you have scanned the document, a preview of the scanned document 
appears. The Preview option is available to edit scanned and uploaded files before 
saving. You can use the Image Editor, Rotate Left, and Rotate Right links to edit 
the images prior to saving. The navigation links on the top right of the image allow 
you to navigate through all the images that have been scanned. 
 

 
 

Figure 4-85: Example Scanner Interface 
 

b.) Upload Via Scan: To upload a document that is already scanned into and saved on your device 
(outside of the WISITS application) select the “Upload via Scan” link. 

• Your available directories will appear.  
• Locate the scanned in document and select it. 
• If you select a file that is not a scanned file WISITS will create a pop-up error message. 

 
• The Image Editor page will populate and display for all the scanned images. 
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Figure 4-86: Direct Scan Image Editor 

• Crop the image to include the entire document detail that should be save to the Participant 
Record. 

• A save button will populate. 
• Select the Save icon to save the cropped image. 
• Use the X at the top of the Image Editor to exit out of the Image Editor. 
• Tab out of the file name and WISIT will upload the Scanned document.  

 
Figure 4-87: File Name DM Enabled Links. 

 
Note: if you receive Error-1010; Data parameter out of supported range when uploading a 
document, close it out and proceed. This pop up should not hinder the upload. 
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Figure 4-88 Bypass Error- 1010 

 
 
 
When viewing the Document Management Enabled (DM-enabled) file types (see section 
3.15.1 for more details regarding these options) and data elements in a data form, you will 
see icons for downloading and replacing the file along with the following menu options: 

 Properties 
 Lock  
 Remove 

 Update/Edit 
 Versions 
 Rename 

c.) Browse: To upload a document not scanned in to WISITS or locally on your desktop, select the 
browse option. Your available directories will appear. This will allow you to locate the file, select it 
and upload it.  

 

 
Figure 4-89: Select Document Addition (Browse, Upload Via Scan, or Scan) 

Once the document is uploaded and saved, 5 links will appear. Update, Edit, Rename, Versions, and 
Lock. 

 
Figure 4-90: Update, Edit, Rename, Versions, and Lock. 
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Note: The Category value selected filters the values in the Type drop-down data field.  

Mailed: Select the appropriate radio button (yes or no) to allow tracking of written communication. With the 
upgrade to TAP V23.2.4, notice that radio buttons now have the field name repeated and they appear 
within in an outlined perimeter. 

3. Enter optional data fields as needed. 
 

 
Figure 4-91: Uploading Participant Document  

4. Add Document name.  
5. Update Document date.  
6. Select document Category Type and Document Type. 
7. Add relevant comments. 
8. Mailed Yes or No radio buttons.   
9. Add Provider SSN/EIN. 
10. Select Add Provider Reference (PWH only) or Delete Provider Reference as appropriate. 
11. The document is saved and is now able to be viewed when the View Participant Documents 
button is selected.  

 

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's 
functionality. 

Note 2: When some data field values are selected, conditional data fields may display as additional data 
will be needed.  
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4.8.3 View Participant Documents  
To view a Participant Document to the Participant Record, click on Plan. In the Banner select the blue 
link labeled “View Participant Document” 

 
Figure 4-92: View Participant Document 

The Participant Document Console will populate. Select the document to review and click on the link. A 
PDF version of the document will appear for review.  

 
Figure 4-93:  The Participant Document Console 

 

Note: When the file is uploaded, the system will auto-fill the Document Name and Document Date data 
fields. The Document Date data field can be edited.  

 

Note: Click Home to return to the dashboard. 

 
 
 

4.8.4 Document Management  
When viewing the Document Management Enabled (DM-enabled) file type data element 
in a data form, you will see icons for downloading and replacing the file along with the 
following menu options: 

 Properties 
 Lock  
 Remove 
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 Update 
 Versions 
 Rename 

 
Figure 4-94 Document Management Enabled Document Links 

1. Properties: This link will allow you to review Metadata associated with your upload. This allows you to 
view the file's properties such as name, size, creator, created date, modified date, type, and features. 
For example: Metadata Values/Features configured on the Participant’s Document Console are as 
follows:  

 Contribute Factors 
 Date Closed 
 Date of Death 
 Date of initial Notification 
 Incident Category 
 Incident Date 
 Incident Reported Date 
 Incident Type 
 Person Completing First Name 
 Person Completing Last Name 
 Person Completing Phone 
 Person Completing Title 
 Person Reporting 
 Phone 
 Type Of Report 

Note these values are configurable by DHS Administrators and may be updated for DHS business 
purposes. 
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Figure 4-95: DM File Properties 

 
 

2. Lock:  
I. Represents a Document Management lock, which differs from a document being 

locked for editing using the edit function. Web Distributed Authoring and 
Versioning (WebDAV) 

II. After a file is locked by a user, it cannot be updated by other users, allowing a 
single user or document owner to restrict changes. Only a system administrator, or 
the user who has locked the file, can unlock it prior to any updates. File locking is 
restricted to users with write access to the file. To unlock the file simply click on the 
blue link that says “Unlock.” 

III. When you close the document, it will unlock and be available for other users to 
edit. The lock will also expire after a set period (default is 60 minutes unless 
otherwise configured otherwise for your application). 

3. Remove (and replace): 
I. From the Home screen or a tracking inbox, open the record to which the scanned 

file is attached. 
II. You will see the form associated with the record, including the file information for 

your scanned file. From here, you can replace or remove the scanned file by 
clicking on either the Replace or Remove links. 

III. To remove the file, click Remove. 
IV. If you press the Replace button, you are presented with the option to browse for or 

scan a new file to replace the one that was previously saved. Or you can select 
Revert to keep the same file that was saved with the record. 

V. Follow the instructions in Adding a Scanned Document to a Record to add a new 
scanned document. 

VI. Press the Save button when you have finished replacing the scan file. 
4. Rename  

II. You can change the document's name. Click Save for your changes to take effect. 
5. Update 

I. When you update a document, a new version is created with a new version 
number and that version becomes the current version. 

 If a document is currently being edited by another user, some options will 
not appear.  
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 To edit a DM document, navigate to the Participant Console containing the 
DM document. Locate the DM document element and click on the 
attachment icon appearing to the left of the file name to expand. Click Edit. 

6. Version 
I. To view previous versions, click Versions. The Document Versions window 

appears. 
II. If a document has multiple versions and one of the previous versions is restored, 

the following occurs: 
 A copy of the document is created. 
 The copy is given a new version number. 
 The copy is given the current version flag, thus becoming the current 

version. 

 
Figure 4-96: Document Versioning 

 
III. To restore a previous version, click the restore to previous version icon that 

appears in the “Actions” column. Then, click Ok to confirm. 

 

 
Figure 4-97: Restoring Previous Version 

4.8.5 Contact Email 
Contacts within the system can have multiple email records. Email record types can Primary, Secondary 
or Work. 
From the Contact record, add Contact Email data. 

Note: A Contact must have one Email record added. If a new record is added after an existing Preferred Record 
and Preferred Email is change to Yes, the old Preferred Email record will be updated to show the Preferred Email 
is No.  
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To create a new Contact Email record, follow these steps. 
1. Hover over Contact Email and select New Contact Email. 

 
Figure 4-98 New Contact Email 

2. Enter required data fields. 

Note: See section 2.8 Menus, Fields, and Options in this document for details of each data field's 
functionality. 

 
Figure 4-99 New Contact Email Record 

3. Enter optional data fields as needed. 

 
Figure 4-100 New Contact Email 

Note: The email address must be a valid format, or the record cannot be saved. 
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4. Click Save. The Contact Email Listing displays. 

 
Figure 4-101 Contact Email Listing 

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard. 

 

4.8.6 Contact Phone 
Contacts within the system can have multiple phone records. Phone record types can be Home, Mobile 
or Work.  
From the Contact record, add Contact Phone data. 
 

Note: A Contact must have one Preferred Phone record added. If a new record is added after an existing Preferred 
Phone and Preferred Phone is change to Yes, the old Preferred Phone record will be updated to show the 
Preferred Phone is No.  

 
To create a new Contact Phone record, follow these steps. 

1. Hover over Contact Phone and select New Contact Phone. 

 
Figure 4-102 New Contact Phone 

2. Enter required data fields. 

Note: See section 2.8 Menus, Fields, and Options in this document for details of each data field's 
functionality. 
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Figure 4-103 New Contact Phone Record 

3. Click Save. The Contact Phone Listing displays. 

 
Figure 4-104 Contact Phone Listing 

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard. 

 
 

4.9 Care Team  
The Care Team record for a Participant is a single data record. The Care Team record is used to assign 
the Participant’s IRIS Consulting Agency (ICA), Consultant, Fiscal Employment Agency (FEA), Income 
Maintenance (IM) agency, Aging & Disability Resource Center (ADRC), and SDPC Nurse depending on 
the Participant’s needs.  
From the Participant record, add Care Team data. 
To edit the system generated Care Team record, follow these steps. 
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1. Click Care Team. 

 
Figure 4-105 New Care Team 

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's 
functionality. 

Note 2: When some data field values are selected, conditional data fields may display as additional data 
will be needed. 

2. Select the IRIS Consulting Agency. This selection filters the available IRIS Consultants  

 
Figure 4-106 New Care Team Record 

Note 1: If the Participant is part of an SDPC Case, the SDPC Nurse field will be required. The user will 
click Search SDPC Nurse and follow same steps used to add the Consultant. 

Note 2: A Work Request record can be created from this screen by clicking Create Work Request.  
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3. Click Search Consultant. The Employee Search pop-up window displays. 
4. Enter the Employee search criteria. 

 
Figure 4-107 Employee Search Pop-up Window 

Note: Only a user with an Administrator role can create an Employee record. If the consultant does not 
show in the search results, contact your administrator to create the record.  

5. Select the record and click Select. 

Note: The system auto-populates the Care Team record with the Consultant’s contact information.  

6. Click Save. The Care Team assignments are added. 

 
Figure 4-108 New Care Team Record 

Note 1: The ICA, Consultant, IM and ADRC are required to update the Participant’s status to Referred.  
Note 2: After the record is saved, the user can use the Search Consultant button to transfer the Participant 
to another consultant.  

Note 3: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard. 
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4.9.1 Care Team Transfers 
After a Participant's Care Team has been selected, there may be situations when a transfer of service 
may be necessary. Transfers of the Care Team affect the Participant's record in a variety of ways. The 
types of transfers are:  
 IRIS Consultant Agency (ICA) 
 IRIS Consultant (IC) 
 Fiscal Employment Agency (FEA) 
 SDPC Nurse 

The Participant’s status must be Referred, Enrolled or Suspended for a transfer to occur.  
From the Care Team record, a user with access can make changes to the Participant’s Care Team.  

 
Figure 4-109 Care Team Record 

 
To transfer a Participant to a different ICA, IRIS Consultant, FEA, or SDPC Nurse, follow these steps: 

1. Navigate to the Participant’s Care Team record. 
 
To change the ICA 
Note: An ICA can be transferred only if: 

- Participant Status is Referred, Enrolled or Suspended. 



  
 

  
WISITS USER GUIDE 107 

 

 - The ICA can be updated without a Transfer if the Participant status is Draft. 

2. Click Transfer to the right of the ICA data field. The ICA Transfer pop-up window displays. 

 
Figure 4-110 IC Transfer Pop-up Window 

3. Enter the required and optional data fields and click Save.  

Note: Transferring the ICA will end the current Enrollment Segment (see section 5.5 Enrollment 
Segments).  

When updating the Time Frame, note that FEA and ICA Transfers can be backdated. 

4. If there are no other transfers, click Save on the Care Team record or continue below.  
5. ICA and FEA Transfers can be retracted, please reach out to a DHS Administrator for assistance.  

 
To change the IRIS Consultant 
Note: The IRIS Consultant can be updated without a Transfer if the Participant status is Draft.  

1. Click Transfer to the right of the IRIS Consultant data field. The Consultant Transfer pop-up 
window displays. 

 
Figure 4-111 IC Transfer Pop-up Window 
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2. Click Search Consultant. The Employee Search pop-up displays. 

 
Figure 4-112 Employee Search Pop-up Window 

3. Enter the search criteria and click Search. 
4. Click on the employee record and click Select. The search pop-up window closes.  
5. If there are no other transfers, click Save on the Care Team record or continue below.  
 

To change the FEA 

Note: An FEA can be transferred only if: 

 - Participant Status is Enrolled or Suspended. 

 - The FEA can be updated without a Transfer if the Participant status is Draft or Referred. 

1. Click Transfer to the right of the Fiscal Employment Agency data field. The FEA Transfer pop-up 
window displays. 

2. Enter the required and optional data fields. 
3. When updating the Time Frame, note that FEA and ICA Transfers can be backdated. 

 
Figure 4-113 FEA Transfer Pop-up Window 
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4. If there are no other transfers, click Save on the Care Team record or continue below.  
5. ICA and FEA Transfers can be retracted, please reach out to the DHS Administrators for 

assistance.  

Note: Transferring the FEA will assign the new FEA to the record and the existing FEA will also retain 
access for 30 days. Alerts go to the FEAs to inform them of the updates.  

 
To change the SDPC Nurse 

Note: An SDPC Nurse can only be transferred if the SDPC status is Pending, Yes or Suspended and the 
May Not Be Assigned to another RN equals No 

1. Click Transfer to the right of the SDPC Nurse Data field. The SDPC Nurse Transfer pop-up 
window displays. 

 
Figure 4-114 SDPC Nurse Transfer Pop-up Window 

2. Click Search SDPC Nurse. The Employee Search pop-up displays. 

 
Figure 4-115 SDPC Employee Search Pop-up Window 
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3. Enter the search criteria and click Search. 
4. Click on the employee record and click Select. The search pop-up window closes.  
5. Click Save on the Care Team record.  

 

4.9.2 Participant Care Team Transfer History 
This is a single record that tracks all transfer details of the Care Team for a Participant. 

 
Figure 4-116 Care Team Transfer History 

 

4.9.3 ICA and FEA Transfer Retractions 
ICA and FEA Transfers can be retracted, please reach out to the DHS Administrators for assistance 

 
Figure 4-117 ICA and FEA Transfer Retraction Button 

4.10 Cost Share Ledger 
NOTE: Cost Share Ledger is currently under development and will be available at a future date. 

The Cost Share Ledger is a single record that displays the totals of a Participant’s Cost Share. The Cost 
Share Ledger keeps track of how participants are doing with their cost share payments. They can be 
ahead, caught up, or behind.  
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No one participant who has cost share necessarily has the same cost share amount as another 
participant. As Bill amounts and Payment amounts are added for the Participant, the Ledger displays 
updates the latest Cost Share details. 
A monthly file from MMIS indicates a participant's Cost Share amount for the month in which the file is 
generated, it also provides the preceding 4 months, and the following month. WISITS uses the 
information in this file to update Cost Share. When processed it will delete the file. WISITS updates Cost 
Share Waiver type, Effective Date and Amounts (if different from MMIS Cost Share file WISITS  
consumes the historical cost share and process in oldest date order for each entry in the MMIS Cost 
Share File). 
As mentioned above, in total 6 months of cost share data for each Participant with a Cost Share is 
included in the MMIS file each month (using the same values that were included in the past in the daily 
Waiver Member extract). The MMIS Cost Share extract data includes two Participant group types (B and 
B+). Group A participants have $0 Cost Share.  

Cost Share Type  Cost Share Amount WISITS Result for Group and 
Cost Share Amount  

Null Null A/$0 

Null >$0 B/Amount reported (>0) 

B/B+ >$0 Type Reported/Amount 
Reported 

B/B+ Null Type Reported/$0 

A =$0 A/$0 

B/B+ =$0 Type reported/Amount reported 
($0) 

 
 
To view this in WISITS go to Participant > Cost Share Ledger Listing> Cost Share Ledger. 
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Figure 4-118 Cost Share Ledger 

4.10.1 Cost Share 
NOTE: Cost Share Ledger is currently under development and will be available at a future date. 

The Cost Share records are added and used to update the Cost Share Ledger.  
From the Participant > Cost Share Ledger record, add Cost Share data. 
To create a new Cost Share record, follow these steps.  
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1. Hover over Cost Share and select New Cost Share. 

 
Figure 4-119 New Cost Share 

2. Enter required data fields. 

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's 
functionality. 

Note 2: When some data field values are selected, conditional data fields may display as additional data 
will be needed. 

 
Figure 4-120 New Cost Share (Bill) Record 
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Figure 4-121 New Cost Share (Payment) Record 

3. Enter optional data fields as needed. 
4. Click Save. The Cost Share Ledger displays. 

 
Figure 4-122 Updated Cost Share Ledger 

Note: As Payments are entered, the Bill record is updated to show an updated balance. Prior payments 
and bill amounts can be adjusted as appropriate and WISITS will reflect the updated balance. 
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5. Click on Cost Share to view the Cost Share Listing. 

 
Figure 4-123 Cost Share Listing 

 
6. Click on and open the Bill record. The Cost Share Balance has been updated to show the 

payments amounts made to date. 

 
Figure 4-124 Updated Cost Share Balance 

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard. 

 

4.11 Insurance 
The Insurance records are used to track data for the type of insurance a Participant will use while 
participating in the IRIS program. Participants can have private and/or Medicare insurance records and 
depending on the selected insurance type, different data is captured for each. Medicare insurance 
includes parts A – D and this data is used to determine data tracking needs elsewhere in the system.  
From the Participant record, add Insurance data. 
To create a new Insurance record, follow these steps. 
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1. Hover over Insurance and select New Insurance. 

 
Figure 4-125 New Insurance 

2. Enter required data fields. 

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's 
functionality. 

Note 2: When some data field values are selected, conditional data fields may display as additional data 
will be needed. 

 
Figure 4-126 New Medicare Insurance Record 
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Figure 4-127 New Private Insurance Record 

3. Enter optional data fields as needed. 

Note: It is recommended to enter as many data fields as possible.  

4. Click Save. The Insurance Listing displays. 

 
Figure 4-128 Insurance Listing 

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard. 
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4.12 Letter Generation 
The Letter Generation record is created when a user needs to create a letter to the Participant, a 
Participant Contact, or another recipient on the Participant’s behalf. 
The user has the ability to select the type of letterhead for the correspondence and choose a template 
that is pre-populated with standard content for the letter type. The user can edit the template and preview 
the letter before finalizing the letter. 
Once a letter has been generated, the system saves the new letter to the Documents folder.  
From the Participant record, add Letter Generation data. 
To create a new Letter Generation record, follow these steps. 

1. Hover over Letter Generation and select New Letter Generation. 

 
Figure 4-129 New Letter Generation 

2. Enter required data fields. 

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's 
functionality. 

Note 2: When some data field values are selected, conditional data fields may display as additional data 
will be needed. 
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Figure 4-130 New Letter Generation Record 

Note 1: If Recipient Type is Participant or Contact, the system will auto-populate the residence 
(Participant) or primary (Contact) address into the corresponding name and address fields.  

Note 2: The Participant must have a Residence type address. 

3. Enter optional data fields as needed. 
4. Click Preview (or go to step 7 if Preview is not necessary). The Opening Letter pop-up window 

displays.  

 
Figure 4-131 Opening Letter Pop-up Window 

Note: The Opening Document pop-up window’s field Open With… option defaults to the saved Letter PDF 
file type. 
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5. Select Open With… to preview the letter.  

 
Figure 4-132 Letter Preview 

6. Close the Preview window. 
7. Click Generate Document. The New Document Generated message displays. 
8. Click OK. 

 
Figure 4-133 New Document Generated Message 

9. Click Documents from the left navigation menu. 

 
Figure 4-134 Document Listing 
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10. From the Document listing screen, click the file link to Open and Print the new letter or click the 
Document record row to open the document record and add more details for the document. 

 

 
Figure 4-135 View Document or Document Record 

11. From the Document listing screen, click the file link to Open and Print the new letter or click the 
Document record row to open the document record and add more details for the document. 

 
Figure 4-136 Document Record 

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard. 

 



  
 

  
WISITS USER GUIDE 122 

 

4.13 Case Notes 
The Case Notes records are for users to provide IRIS and SDPC case related notes for a Participant’s 
main record. There are many distinct types of Case Notes. To add Case Notes, go to the Participant 
page and select the Case Notes Sub Tab on the Left Navigation.  
Case Note Category Types and Case Note Type options in the dropdown listings are only available to 
users with role-based permissions to them. For example, if the user does not have access to IRIS Note 
Types the option to select IRIS Note Types will not appear in the drop-down listing.  
From the Participant record, add Case Notes data. 
To create a new Case Notes record, follow these steps. 

1. Hover over Case Notes and select New Case Notes. 

 
Figure 4-137 New Case Notes 

2. Enter required data fields. 

Note: See section 2.8 Menus, Fields, and Options in this document for details of each data field's 
functionality. 
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Figure 4-138 New Case Notes Record 

Note: The Case Note Date cannot be a future date. 

3. Enter optional data fields as needed. 
4. Click Save. The Notes Listing displays. 

 
Figure 4-139 Case Notes Listing 
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Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard. 
Note 2: At the top of the custom Case Notes listing the CSV button can be clicked and a csv is 
downloaded for the user to edit and manipulate as an excel spreadsheet. 

 

4.14 Participant Journal 
The Participant Journal was used to track the various aspects of the Participant’s situation, including their 
health and safety, transportation needs, employment, living arrangements, relationships, and 
membership within their community. The Participant Journal cannot be edited or deleted. To update the 
Plan’s Outcome and Strategy, the user must create a new Participant Outcome and Strategy to replace 
the Plan’s old Participant Journal’s Outcome and Strategy. 
See section 4.15.1 Participant Outcome and Strategies for more information about those records. 
To view an existing Participant Journal record, follow these steps. 

1. Select Participant Journal. 

 
Figure 4-140 Participant Journal 

2. The existing historical information is displayed. 

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard. 

 

4.14.1 Participant Outcome and Strategies 
The Participant Outcome and Strategies records are used to capture the Participant’s intentions while 
enrolled in the IRIS program. The outcome and strategy records are used to create the Plan’s 
Outcome/Strategy and Authorization records. (See section 4.16 Plan.) 
If a change is needed to one of these records, the user will need to select the record and make the 
desired changes. The system will copy recent Outcomes and Strategies that are not in “Abandoned” 
status and the user can make changes to the copied records. 
From the Participant > Participant Outcome, add Participant Outcome data. 
To create a new Participant Outcome record, follow these steps. 
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1. Hover over Participant Outcome and select New Participant Outcome. 

 
Figure 4-141 New Participant Outcome 

 
2. Enter required data fields. 

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's 
functionality. 

Note 2: When some data field values are selected, conditional data fields may display as additional data 
will be needed. 
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Figure 4-142 New Participant Record 

3. Enter optional data fields as needed. 

Note: It is recommended to enter as many data fields as possible.  

4. Click Save. The Participant Strategy tab displays. 

 
Figure 4-143 Participant Outcome 

5. Hover over Participant Strategy and select New Participant Strategy. 
6. Enter required data fields. 
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Figure 4-144 New Participant Strategy 

7. Click Save. The Participant Strategy displays. 

 
Figure 4-145 Participant Strategy Listing 

Note 1: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard. 
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4.15 Plan 
A participant in the IRIS program is given a current year Plan which includes desired outcomes with 
strategies to achieve these outcomes. Specific services are ordered and supplied to the participant 
coinciding with the strategies for the desired outcome. These services have a cost and a specific 
timeframe to be administered and fall within a total plan amount that is allocated for that participant for 
that plan year. A plan is renewed on a yearly basis. Analysis is performed and services (authorizations) 
may change throughout the year and possibly when a new plan year starts. It is dynamic, based on the 
needs, outcomes and strategies, and available funds of the participant.  
The Plan screen displays an expanded banner with Plan totals, in addition to the Participant’s banner 
data (see Table 4-1 Participant Banner Data), it includes the following: 

Table 4-3 Expanded Plan Banner Data 
 ICA  Consultant  FEA 
 IRIS Annual Budget Amount  IRIS Annual Plan Amount  Difference 
 IRIS Average Monthly Budget   IRIS Average Monthly Plan 

Amount 
 Difference 

 IRIS One-Time Expense 
Budget 

 IRIS One-Time Expense Plan 
Amount 

 Difference 

 SDPC Annual Budget Amount  SDPC Annual Plan Amount  Difference 
 SDPC Monthly Budget Amount  SDPC Monthly Plan Amount  Difference 
 Create Work Request button  Find Work Requests link  

Note 1: Each row displays a budget amount, the plan amount, and the current difference (+ or -) amount 
between the two. 

Note 2: The banner is dynamic, and these data fields are updated as the data is added to the Participant’s 
various other records.  

 
Figure 4-146 Plan Banner 

Note 1: The Create Work Request button always displays.  
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Note 2: The banner is dynamic, and these data fields are updated as the data is added to the Participant’s 
records.  

The initial Plan for a Participant can only be created after the Participant Outcome and Strategy records 
have been created. The Create Plan button displays on the Participant’s main record once these records 
are saved.  
A new Plan can be created for a Participant with the following status: 
 Referred 
 Enrolled 
 Suspended 

 
A Plan and Authorizations can be created for a Participant with a Referred status. 
From the Participant record, add Plan data. 

 
Figure 4-147 Create Plan 

To create a new Plan record, follow these steps. 
1. Click Create Plan. The system will auto-generate the new Plan and the Plan listing displays.  

 
Figure 4-148 New Plan in Plan Listing 

 
 
When selecting the Create New Plan – Authorizations Copy function (Plan Copy), WISITS will copy 
existing authorizations that have not end dated into the new plan. If Authorizations that have ended dates 
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are included in an attempted copy to a new plan the user will see validation error messages and WISIT 
will exclude those Authorizations. 
 
The plan view listing is customized to help the consultants efficiently view necessary information at a 
glance including; Auth ID, Domain, Outcome, Strategy, Service, Units, Total Authorization Amount, 
Provided By, Service From, Service To, ICA and FEA. See example in figure below.  
 

 
Figure 4-149 Create New Plan, End Dated Authorizations Validation Messages 

Note: Plan Copy is available from Plan Page for participants who are in a Referred status and for those who are 
Re-referrals, the referred status is included in the scenarios allowed for the plan copy check.  
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2. Click to open the new Plan. The Authorizations and Budgeted Amounts tabs display. 

 
Figure 4-150 New Plan 

Note 1: The Plan year start date is the IRIS start date or Date Referral if start date has not been entered 
yet. The Plan end date is the last day of the previous month of the following year.  

Note 2: Some data is pulled in from other records already created for the Participant.   

Note 3: The list of authorizations from the current expiring plan (if applicable) will show up allowing the 
user to select authorizations to be copied to the new plan. 

Note 4: The Budget Statement button allows the user to create a Budget Statement with customized dates 
that are within the Plan dates and attach it to the Participant Document Console. 

3. Click View Plan Report to open the plan in a printable report that can also be emailed to others. 

 
Figure 4-151 View Plan Report 
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4. Click Add Plan Report to Documents to copy the report to the Participant’s Document tab. 

 
Figure 4-152 Copy Plan to Documents Tab 

Note 1: Click on the breadcrumb trail to return to the main record.  

Note 2: Continue to the follow sections to add data to the Plan. 

5. Click the Budget Statement button to create a Budget Statement document. 

 
Figure 4-153 Create Budget Statement 

6. Populate “From” and “To” date fields for the statement you want to create. 

“  
Figure 4-154 Budget Statement Dates 

7. Click the Preview button to view the requested report. A PDF will be created to view it. 
8. Click the Attach Document button to add it to the Participant’s Document Console. 
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4.15.1 Plan View  
The Plan View tab is used to see details copied from the Participant’s Outcomes and Strategies for the 
current Plan. When Authorizations are added for the Participant, the Plan amounts are updated by the 
system in the expanded banner view.  
From the Participant > Plan record, view Plan data 

1. Click on Plan View. 

 
Figure 4-155 Plan View 

Note 1: The Participant Outcome records display at the bottom of the Plan View screen.  

 

4.15.2 Authorizations 
Authorizations are created for services that a Participant will utilize with the IRIS program. Service 
authorizations can be created with a begin date prior to process date when appropriate, a reason code 
field appear and will be required to move forward. Additional justification text may also be required based 
on a reason code table with values to be provided by DHS.  
From the Participant > Plan > Authorization, add Authorization data. 

Note: Authorizations can also be created by clicking Add Authorizations button on other screens within the system 
when available.  

To create and add an Authorization record, follow these steps. 
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1. Click New Authorization. 

 
Figure 4-156 New Authorization (Part 1) 

2. Enter required data fields Domain, Outcome, and Strategy. 
3. Enter required field Funding Source. New fields specific to the Funding Source option selected 

will appear. Examples include but are not limited to; Service Category, Provider Type, Service, 
and Specify Provider. 

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's 
functionality. 

Note 2: When some data field values are selected, conditional data fields may display as additional data 
will be needed. 
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4. Specify Provider. If you select a specific provider you will need to Click on the  Provider Search. If 
you select Generic Provider the Provider Search is not populated.  

5. Enter Provider search criteria. 

 
Figure 4-157 Provider Search 

Note: The Participant must be an Approved Participant added to the Provider’s main record. See section 
5.1 Approved Participant for more details.  
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6. Click on the appropriate Provider record and click on the Select button. The provider will populate 
on the Authorization form. 

 
Figure 4-158 New Authorization (Part 2) 

Note: For definitions of the data required on this screen, see section 14.2.2 Term Definitions. 

7. Select a Service and continue to enter required and optional data fields. The available services 
will display the along with a corresponding service Code. 
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Figure 4-159 Total Authorization Amount Calculation 

Note 1: Services with an Hourly unit type can have fractional quantity amounts (i.e., .25, .50, or .75). 

Note 2: A combination of Service Category, Provider Type and Frequency may have overtime restrictions 
per Department of Labor laws. If an amount is entered that is greater than the restriction amount, the 
system will display a workflow message. 
Note 3: The system auto-calculates the Total Authorization Amount based on the data fields boxed above. 

Note 4: The Tax Rate displayed is for the current time period. Tax rates can be edited in the system. 
Previous tax rates are stored for historical purposes.  

Note 5: Users can select the NO radio button for “Apply Tax?” and  the tax rate will be hidden on the form. 
With the upgrade to TAP V23.2.4, notice that radio buttons now have the field name repeated and they 
appear within in an outlined perimeter 

8. Click Save when all required and appropriate fields are completed to submit the authorization.  
 

Note: The Plan banner is updated with the new amounts. Additionally, once saved, the Authorization Number is a 
link to the source record. The MCI is a link to the Participant Record. 

Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard. 
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Figure 4-160 Updated Plan Banner 

 
 

Note: Under the American Rescue Plan Act (ARPA), created funding enhancements for Approved 
Service Codes receive a 5% increase.  

 WISITS will automatically apply the increase to annual and monthly budget amounts by 5% for all 
approved services systematically for all provided by Organizations. Tracking reports are available 
for Participant’s Authorizations with this change. 

 For services being provided by a PHW for their enrolled members a WISIT report is provided to 
the ICA, ICAs work with the participant as appropriate. 

 
 

4.15.2.1 Updating an existing Authorization 
Once an Authorization is saved certain fields become read only and can no longer be edited. As an 
example, the Funding Source cannot be edited after the authorization is saved. Other fields can be 
modified by the user but it can only occur on the same day the Authorization is created. More specifically:  

• If authorization is non-IRIS funding source or an IRIS Funding source with a Generic provider, the 
Begin Auth date remains open to being updated.  

• If funding source is IRIS and has a Specific provider, the Begin Auth date is still able to be updated but 
goes to Read only the next day. 

• On the next day in “Update Mode,” the fields of (From Auth Begin Date) and (Service) become Read 
Only and the Provider Search button is hidden the day after the Authorization is created. 

If attempting to update the End Date the day after the Authorization is created, a workflow message of 
“To Auth End Date cannot be prior to current date” will populate because only current and future dates 
are allowed and a justification will be required. 
 
Fields that can be updated may have conditional configurations that allow the edit but require a reason 
code (and additional explanation for the change).  
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Figure 4-161 Updating an Authorization, Unit Change Reason Code 

 
 
See in the figure above, the Units Change Reason Code and Units Change Rationale fields appear when 
the Units are updated after the initial save. When these fields are populated they are required to 
successfully update and save the authorization.  
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When a user creates an Authorization with a Retroactive Begin Date, a reason code field will appear and 
must be updated to save the form. It uses same reason code table that is used when Units are changed 
after saving the Authorization. And the Reason Codes are also; Justified Correction, IC Error or for the 
purpose of Budget Management. At times, additional Rationale will be required in the Units Change 
Rationale field. Both distinct fields will be required to save the form when they are populated. 
 

 

Figure 4-162 Authorization, Retroactive Begin Date Reason Code Dropdown Listing. 
 

 

Additionally, Authorizations with Funding Sources of DVR, Family Community Supports, Medicaid Card 
Services(LTC ), Medicaid Card Services Acute, Medicare, Private Pay do not lock Service or From Auth 
Begin Date the day after it was created. 

 
Figure 4-163 Funding Source Read-only 
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4.15.2.2 Copy Authorization 
Once an Authorization is saved there will be an option to Copy the Authorization. This Button becomes 
available on existing Authorizations and is not one of the buttons that is configurable by DHS Admins 

 
Figure 4-164 Authorizations, Copy Authorization Button 

 

4.15.3 Budgeted Amounts 
The Budgeted Amounts screen is updated with information from the Financials records. The Budgeted 
Amounts record includes the expanded Participant banner with the break-out of the planned budgeted 
amounts, the amounts spent to date and the amount differences for each type. (See Figure 4-103 Plan 
Banner for details.) 
From the Participant > Plan record, click on Budgeted Amounts data. 
To create a new Budgeted Amounts record, follow these steps. 
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1. The IRIS and SDPC (if any) amounts entered in the Financials record are added to the Budgeted 
Amounts record and broken out for each month of the Plan year. 

 
Figure 4-165 Budgeted Amounts 

Note 1: Click Print or CSV (see section 2.11 Listings) to print the Budgeted Amount Listing. 

Note: Once created, a Budgeted Amount record is read-only and cannot be edited when opened for 
viewing. 

 
Figure 4-166 New Budgeted Amounts Record 

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard. 

 

4.15.4 Essential Providers 
The DHS Bureau of Quality and Oversight’s “IRIS – Individual Support and Service Plan – Essential 
Providers” form is produced in WISITS so it can be sent to essential providers for IRIS participants.  
DHS BQO has provided a listing of services are considered “Essential Services” that is stored in WISITS. 
When a new authorization is entered on the active plan of a participant, or an existing authorization is 
updated, and the Service Category is considered an Essential Service a pop-up informational message 
is triggered.  
The essential service form popup occurs when an authorization with an essential service is chosen, the 
funding source is IRIS Waiver, IRIS SDPC, and when IRIS One-Time Expense and Specify Provider is 
Specific Provider only. Essential service form popup does not generate if funding source is not IRIS or if 
Specify provider is Generic. 
 This message is to alert the user they may have an action step.  
"You have just entered (or updated) an authorization for Service that is considered an Essential Service. 
You may need to create a new Essential Provider Form." 
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The document is generated by IRIS consultants and sent to providers who provide “Essential Services” 
on the participant’s plan.  
To create an Essential Provider’s Form follow the steps below:  

1. From the Participant Record, select Plan from the tabs on the left.  
2. From the Plan Listing, select the active plan.  
3. Select the “Create Essential Provider’s” button. 
4. Consultants are required to indicate if “This form is being updated at the participant's annual plan 

review” or “This form is being sent to a new essential service provider.’ WISITS will prevent 
saving the form and uploading it to the participant’s document console that required field is 
completed. Make the appropriate selection and Save the form. 

 
Figure 4-167 Create Essential Providers Button 
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Figure 4-168 Essential Providers Form 

The Essential Provider’s Listing will populate confirming the form has been created.  
To view the form go to the Participant’s Document Console 
 
WISITS will convert the completed form(s) to a PDF and upload it to the participant document console 
under  the following:  
 
 Document Name: Essential Provider Form 
 Document Category: ISSP Related Documents 
 Document Type: Essential Provider Agreement   

  
 

 
Figure 4-169 Document Console Essential Provider Form 

Note: This will be one PDF with the potential to have multiple forms/pages depending on the number of 
essential services and essential service providers a participant has on their active plan. In the figure 
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below there are 8 pages in the PDF. There are 4 Provider/Agency’s listed and each one would receive a 
2-page form based on this participant’s number of essential services.  
 

 
Figure 4-170 Essential Provider Form 

 
Note: There is a nightly WISITS job named "Cleanup Unused Essential Providers". This job deletes all 
Essential Provider CTO's that have been initiated but not saved. They have neither box checked "This 
form is being updated at the participant's annual plan review." nor "This form is being sent to a new 
essential service provider."  
For example: When the user clicked the Create Essential Providers button on the plan and then 
navigates away from that page without saving the record and generating/attaching the form. If the user 
goes back to that unprocessed Essential Provider’s Form on the same date they may continue to 
generate and attach. If the user waits and the nightly job has run the record will be deleted and they will 
have to start over by clicking the “Create Essential Providers” button on the plan page again. 

4.16 SDPC Referral 
For a user to create an SDPC Referral record, the Participant’s status must be Referred, Enrolled or 
Suspended. The initial SDPC Referral contains an initial set of Referral questions that must be answered 
correctly so that the SDPC Referral status can be updated to Referral Criteria Met. 
Only a user with an SDPC system role can complete the final set of Intake questions that qualify a 
Participant for an SDPC Referral.  
From the Participant record, add SDPC Referral data. 
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To create a new SDPC Referral record, follow these steps. 
1. Click on SDPC Referral. 

 
Figure 4-171 Create New SDPC Referral 

Note: The system auto-generates the SDPC Referral record and displays the first set of qualifying 
questions. 

2. Enter required data fields. 

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's 
functionality. 

Note 2: When some data field values are selected, conditional data fields may display as additional data 
will be needed.  

Note 3: WISITS validation is present in both the SDPC Workflow and the Participant Status Change 
Process to prevent illogical SDPC effective dates. For example: SDPC effective dates should not be prior 
to IRIS effective dates and Date of Death should not be prior to IRIS Enrollment Date or SDPC effective 
dates. 

 
Figure 4-172 New SDPC Referral Questions 
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3. Click Save Draft (or if Save; skip next step).  

Note 1: Save Draft will only save a record that has not been completed for future edits. SDPC Referrals in 
the Draft status are not submitted for approval. No new SDPC Referrals can be created if a Participant has 
an SDPC Referral in Draft status. SDPC Referral records can never be deleted; they can only have the 
status changed.  

Note 2: When a Draft is saved, the system will automatically create a “To Complete Referral Draft” 
Reminder for the user that is shown on their home dashboard. The SDPC Referral draft record should be 
completed within 48 hours.  

 
Figure 4-173 SDPC Referral Reminder 

4. To complete the SDPC Referral, navigate to Participant > SDPC Referral > SDPC Referral Listing 
> SDPC Referral and complete the Intake questions. 

5. Click Save. The top portion of the form displays as read-only, and the set of Intake questions 
display for data entry. 

Note: See section 14.5 SDPC Referral for details. 

 
Figure 4-174 SDPC Referral Intake Questions 

6. Enter selections for Intake set of questions. 
7. Click Save to submit the Referral for approval. If validated, the SDPC status is changed to 

Approved and all data fields become read-only and can no longer be edited. 

Note 1: If the submitted SDPC Referral criteria is not met, the status will be changed to “SDPC Referral 
Saved as Referral Criteria UNMET and the data fields can no longer be edited.  

Note 2: The system will auto-generate a “SDPC Referral Saved as Referral Criteria UNMET” alert to the 
assigned consultant’s dashboard as a high priority with instructions to create a new SDPC Referral record.  

Note 3:  See section 14.5.1 SDPC Referral Statuses for all SDPC Referral statuses. 
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Figure 4-175 Approved SDPC Referral 

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard. 

 

4.16.1 SDPC Referral Status History 
The SDPC Referral Status History listing provides the history detail for the SDPC Referral.  

 
Figure 4-176 SDPC Referral Status History Listing 

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard. 



  
 

  
WISITS USER GUIDE 149 

 

 
 

4.17 SDPC Information 
The Self-Directed Personal Care (SDPC) gives Participants with Medicaid Home and Community-Based 
Services (HCBS) the opportunity to self-direct their personal care services.  

Note: Participants residing in a 1-2 bed adult family-owned home (who are unrelated) are not eligible for SDPC. 
See Wisconsin Department of Health Services IRIS Policy Manual for more SDPC rules and policies. 

The SDPC Information section is used to enter the SDPC budget and budget related data for the 
Participant. 
From the Participant record, view SDPC Information. 

1. Click on SDPC Information. 

 
Figure 4-177 New SDPC Information 

2. Enter data fields. 

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's 
functionality. 

Note 2: When some data field values are selected, conditional data fields may display as additional data 
will be needed. 

https://confluence.micropact.com/pages/viewpage.action?pageId=53084293
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Figure 4-178 New SDPC Information Record 

Note: It is recommended to enter as many data fields as possible.  

3. Click Save to save the data. 

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard. 
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4.17.1 SDPC Info Status Change  
 
This screen is used to update any status change for the Participant’s  SDPC information. 
 
From the Participant record, add SDPC Info Status Change data. 
To create a new SDPC Info Status Change record, follow these steps. 

1. Hover over SDPC Info Status Change and select New SDPC Info Status Change. 

 
Figure 4-179 New SDPC Info Status Change 

2. Enter required data fields. 

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's 
functionality. 

Note 2: When some data field values are selected, conditional data fields may display as additional data 
will be needed. 
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Figure 4-180 New SDPC Info Status Change Record 

3. Click Save. The SDPC Info Status Change Listing displays. 
4. Ready all MMIS Warmings that may appear. 

 
Figure 4-181 MMIS Warning Message “SDPC Enrollment Not Found To Close.” 

Note: There must be a completed SDPC referral before the status can be changed. 
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Figure 4-182 SDPC Info Status Change Listing 

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard. 

 

4.17.2 SDPC Information Status History  
The SDPC Information Status History section keeps the history of each change in the SDPC status for 
the Participant. 
To access the SDPC Information Status History, click on Participant > SDPC Information > SDPC 
Information Status History tab.  

 
Figure 4-183 SDPC Information Status History 

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard. 
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4.17.3 SDPC Status Retraction 
On occasion, DHS Administrators may retract an SDPC status for business purposes such as making a 
correction or creating an exception based on a business need. The SDPC Retraction form mirrors IRIS 
Participant Status Retractions (see figure below). 
There is no ICA, FEA, or Nurse information on the SDPC Status Retraction page, the form consists of a  
dropdown list of the available status to which a retraction can be made. The available option is based on 
the Participant’s SDPC status history. 
 

 
Figure 4-184 SDPC Status Retraction 

 
This updated form will be submitted to MMIS Interchange, a message advising of the MMIS update will 
populate.  
 

 
Figure 4-185 MMIS Transaction to InterChange is being processed please wait. 

 

Notes:  

1. Warning popup messages are incorporated to the IRIS Retraction Process and advise when the 
user IRIS Retraction will not retract the SDPC status and they should manually make the update.  
An Example of this might be when IRIS is being retracted from suspended to enrolled. The SDPC 
status is suspended but was not suspended to the IRIS Suspension. In a situation like the one 
mentioned above the user will be informed. And that user would need to determine appropriate 
next steps for the SDPC status.  

2. Other WISITS messages will occur including validation error messages.  
For example, due to the fact that the SDPC status cannot be in the status it is in when the IRIS 
Status is retracted (some validations are already in place for these type of errors). 
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3. When doing an IRIS Retraction, a message will be displayed at the top of the page if the 
Participant status retraction will not perform any status changes to the SDPC (when SDPC 
information exists in WISITS already). 

4. SDPC Statuses cannot be set to deceased any longer. This is handled by Participant Status 
Changes (and/or Participant Status Retractions).  

 

 
Figure 4-186 SDPC Status Retraction Listing  

4.17.4 Auth Hour History 
This Tab allows the user to update the Auth Hours Per Week, the Start Date and End Date. Once all 
fields are updated click on the Save button at the bottom of the page to create the new record.  

 

 
Figure 4-187 Creating New Auth Hour History  
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The Auth Hour History Listing will allow the user to see at a glance the current and past Auth Hour 
History records.  

 

 
Figure 4-188 Auth Hour History Listing 
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4.17.5 SDPC Enrollment Segment 
WISITS displays MMIS Eligibility Response with all information being supplied by the SOAP service for 
the SDPC Information. WISITS will display and update active and inactive SDPC enrollment segments 
on the "SDPC Enrollment Segment” Tab. 
User permissions for the SDPC Enrollment Segment CTO will mirror the IRIS Enrollment Segment. 
WISITS sends Eligibility requests to interChange requesting eligibility and program information via real 
time calls to interchange web service. The E&E Verification Web Service includes the following SDPC 
information: 
 WaiverProgram 
 SDPCAgencyID 
 SDPCEffectiveDate 
 SDPCEndDate 
 SDPCStatus 
 WorkerID 

 

 
Figure 4-189 New SDPC Enrollment Segment 
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Figure 4-190 SDPC Enrollment Segment Listing 

 

4.17.6 SDPC MMIS Waiver Enrollment 
MMIS Requests and Responses are stored on the SDPC MMIS Waiver Enrollment Tab, much like the 
way the MMIS Waiver Enrollment records for IRIS is kept on the IRIS MMIS Waiver Enrollment Tab. It 
has the same capabilities as the IRIS MMIS Waiver Enrollment for resubmitting transactions. 
SDPC Information is kept in sync between the MMIS InterChange and WISITS. SDPC Status Changes 
trigger an MMIS Request/Response. If MMIS Response Successful, the SDPC status changes in 
WISITS. It is the "front end" validation and works in the same way as when IRIS Status Changes are 
processed.  
SDPC Status Changes below are transmitted to MMIS on the front end of any status change: 
  Enrolled 
 Suspended 
 Disenrollment 
The WISITS status change only takes effect when MMIS Response is successful. (In the same way 
IRIS Status Changes take effect). 

WISITS SDPC Enrollment Segment creation/update will adhere to the same date logic as the IRIS 
Enrollment segment creation. Specifically, there will be no overlapping dates for status of active, 
suspended, and inactive. 
MMIS Requests follow guidelines of the appropriate MMIS process for closing/opening and making 
inactive the enrollment segments being sent to MMIS. 
The following SDPC Status Changes will occur due to IRIS Status Changes (disenrolled and 
suspended). 
 
SDPC Status Change MMIS Error Handling 
SDPC Elements were added to the SDPC Status Change record (to mirror IRIS Participant Status 
Change). These elements are used for MMIS Transactions (and retractions) and also for jobs to resubmit 
SDPC MMIS Requests, etc. 
 MMIS Error 
 Suspension Days Limit Used 
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Two new jobs will be created (mirroring the IRIS MMIS RESUBMIT JOBS and how they process). 
 One for the 9999 errors 
 One for the non-9999 errors. 

Correspondence to appropriate users/groups/etc. will be configured, similar to the IRIS MMIS processing 
of errors. 
There are, for the IRIS MMIS Waiver Enrollment requests, several different types of communication to 
users (consultants, etc.) when a Request gets an "error" response. This is to inform the appropriate 
users of an issue so the issue can be corrected before a resubmit.  
This is configurable, see the SDPC MMIS Enrollment Segment configuration RDO to control 
correspondence. 

 
Figure 4-191 SDPC MMIS Waiver Enrollment 

4.18 Enrollment Segments 
Participants in the IRIS Program can leave (dis-enroll) and return (re-enroll) into the program. The 
system will keep the historical data of each “episode” of a participant’s involvement or enrollment in the 
IRIS program to ensure a complete case record/history.  
The system will auto-generate the Enrollment Segment records when a Participant’s status changes to 
enrolled and is the same as the IRIS start date. Each Enrollment Segment will have a unique segment ID 
that is updated incrementally by 1 number each time a new enrollment segment is started.  
When a Participant is disenrolled, the system will auto-populate the Enrollment Segment End date. The 
system will auto-calculate the Total number of days the Participant was enrolled based on the Enrollment 
Segment’s begin and end dates.  
From the Participant record, view the Enrollment Segment data. 
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5. From the Participant record, click on Enrollment Segment. 

 
Figure 4-192 Enrollment Segment Tab 

6. From the Enrollment Segment listing, click on a record to view the segment details.  

 
Figure 4-193 Enrollment Segment Listing 

Note: Since the Enrollment Segment record is a system generated record, all data fields are read-only. If 
the Enrollment Segment record is currently active, data updated within the Participant’s other records will 
update the active Enrollment Segment record upon Save. 

 
Figure 4-194 Enrollment Segment Listing 
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Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard. 

 

4.19 Incident Report 
When a participant suffers an incident that affects their condition while enrolled in IRIS, they are required 
to report these events with the assistance of their chosen IRIS Consulting Agency (ICA) using a state-
provided form. ICAs are required to report Critical Incidents to IRIS personnel as it can impact the 
participant service needs and condition. These incidents are then summarized, analyzed, and reported to 
the appropriate DHS-IRIS via WISITS, and the QA staff review these reports for quality assurance 
purposes.  
All Incident Report data is searchable. The Incident Reports queue is viewable by DHS Administrators 
and Analysts. It is located on the Home tab and lists all Incident Reports excluding statuses ‘Open’ and 
‘Closed.’ 
In WISITS, the Incident Report Tab becomes available when an IRIS Participant is in Referred status. It 
is located in the left sub tabs of the Participant record. It remains available on all other Participant 
Statuses.  

 
On the Participant record, the sub tab on the left labeled ‘Report Critical Incident’ is now labeled 
‘Incident Report.’   
Tracking Inbox >Participant > Incident Report 
 
To “Open a New Incident Report:  
1. On the Participant record, hover over the Incident Report Sub Tab. 
2. Select New Incident Report.  
3. Complete as many fields as possible.  
4. Click Save or if appropriate the user may delete the form at this point by clicking the delete button.  
 

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's functionality. 

Note 2: When some data field values are selected, conditional data fields may display as additional data will be 
needed.  

Note 3: Users can save partially completed Incident Report forms and return to them when they have more 
information to add. The status cannot be transitioned to “Ready for Review” and will remain in Open Status until all 
of the required fields are addressed or the form is deleted. When an attempt to transition the status fails, WISITS 
will advise which required fields remain blank. 

 
Once an Incident Report is initiated and saved, the report can be viewed in the Incident Report Listing. 
From the Participant page, select the Incident Report sub tab. From the listing the user can create 
additional new Incident Reports and Print existing ones. 
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The user can return to Incident Reports in the Open Status to add additional information by clicking on 
the applicable row. 
 

 
 

1. From the Incident Report listing, click on a record to view the segment details.  

 
Figure 4-195 Incident Report Listing 

Note: Since the Incident record is a system generated record, all data fields are read-only. If the Critical 
Incident record is currently active, data updated within the Participant’s other records will update the active 
Critical Incident record upon Save. 

 
2. Once a Critical Incident record is selected, clicking on the five tabs allow for various options: 

 
Figure 4-196 Critical Incident Tabs and Entry 
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Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard 

4.19.1.1 Transition Status 
Once all required fields are addressed WISITS will allow the User to Transition the Status. 
1.  On the left Navigation click the “Critical Incident Status Change” sub tab.  
2. On the page select “Ready for Review” from the drop down.”  
3.  Click save.  
The system will then validate all required fields are populated on the Incident Report page and then 
transition the status to ‘Ready for Review.’  
If all required fields are not addressed WISITS will advise in red font which required fields remain blank.  
 

 
Figure 4-197: Incident Report, Transition Status 

 
Required fields for Transition to Ready for Review.  
As mentioned above, if there are missed fields WISITS will advise which fields from the list below remain 
blank: 

• Incident Priority is required. 
• Date of Event is required. 
• Location Event Occurred is required. 
• Reporting Provider (Individual/Agency) Name is required. 
• Reporting Provider Contact Information (Telephone No., Email) is required. 
• Incident Setting is required. 
• Incident Category is required. 
• Incident Description is required. 
• Incident Follow-up Action is required. 
• Caregiver involved where incident occurred is required. 
• Incident Outcome is required. 
• Immediate Health and Safety Assured is required. 
• Date of Initial Notification is required. 
• Original Reporter is required. 
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• Person Completing Last Name is required. 
• Person Completing First Name is required. 
• Person Completing Title is required. 
• Person Completing Agency is required. 
• Person Completing Email is required (email format it validated). 
• Person Completing Phone is required. 
• Person Reporting is required. 
• Agency Referral is required. 
• Type of Report is required. 
• Persons/Agencies Contacted by IRIS Consultant is required. 
• Post Incident Action is required. 

 
After a successful transition to “Ready for Review,” the report is ready to be reviewed by ICA Quality, 
SDPC Nurse, SDPC Operations and or Administrators who have appropriate permissions to the 
report and can have it “Returned to the ICA” or “Closed” as appropriate by following these steps: 

1. Click on the Transition Status Listing sub tab on the left.  
2. In the content pane of the Transition Status Listing available reports appear. Those with 
permissions will also see the report on the WISITS Home Page under the Incident Report 
Workflow Queue. Administrators can review Role Based CRUDAS Permissions, as necessary. 
4. Click on the report to be reviewed. 

 
Figure 4-198: Incident Report Listing. 

All of the required applicable fields must be fully addressed to update the Status from Ready for 
Review to Closed:  

• Incident Priority 
• Date of Incident Date of Event 
• Location Event Occurred (Street, City, State ZIP Code) 
• Reporting Provider (Individual/Agency) Name 
• Reporting Provider Contact Information (Telephone No., Email) 
• Type of Report (Check all that apply) 
• Incident Setting 
• Incident Category 
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• Incident Type 
• Incident Description 
• Incident Follow-up Action 
• Date of Death 
• Persons/Agencies Contacted by IRIS Consultant (Check all that apply) 
• Caregiver involved where incident occurred. 
• Incident Outcome 
• Immediate Health and Safety Assured? 
• Post Incident Action 
• Date Form Completed 
• Date of initial notification 
• Original Reporter 
• Person Completing Form - Last Name 
• First Name 
• Title  
• Name of Agency 
• Email Address 
• Telephone Number 
• Person Reporting - Print Name 
• Agency Referral? 
• Referred Agency 
• Investigation Status 
• Substantiated? 
• Substantiation Date 
• Remediation Action  
• Remediation Action – Specify 

 

Note: When the IRIS participant is NOT in Deceased Status and a death category is selected within the 
Critical Incident form a popup message populates “Warning :Participant must be in Deceased status to 
select a death Incident Category. 
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4.19.1.2 Incident Status History 
The Incident Status History reveals the Incident Report’s Status changes, Start Date, End Date, Created 
date, Created by, Updated date, and Updated by. They can be exported and/or printed. 
 

 
Figure 4-199: Incident Report, Incident Status History 

 

4.19.1.3 Log Entry 
The Log Entry is available so that additional details may be added. 

 
Figure 4-200: Incident Report, Log Entry Sub Tab. 

4.19.1.4 Remediation Assurance 
The Remediation Assurance Tab:  
1. Provide RA Status from the available drop-down options (Remediation Open, Remediation Required, 
and Remediation Closed) 
2. Provide Ongoing HW Assurance from available drop-down options (Complete or Incomplete).  
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3. Add Follow-up Case Note Date. 
4. Provide Remediation Follow-up comments in the text field.  
5. Provide Remediation Date.  
6. Click Save. 

 
Figure 4-201: Incident Report, Remediation Assurance Sub Tab 

4.19.1.5 Incident Report PDF Form 
When the Incident Report is selected and updated, WISITS will pre-populate a Read Only Incident 
Report /IRIS PDF form.  
To preview the PDF select the Preview button at the bottom of the Incident Report.  

 
Figure 4-202: Incident Report, PDF Preview Button 

A CSV file will display and can be opened and saved by the user. The Incident Report PDF Form: 
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• Is populated with data mapped from the Participant record data, user profile and from the Report 
Critical Incident page. It will display only the selected values from the Incident page.  

• WISITS allows the form to be deleted by the user while in the Open status. Administrators may 
delete the form as appropriate. 

• WISITS provides an option to view or print a PDF of the report at any time. The PDF document is 
not saved to the participant’s document console until the status is updated to Closed and saved. 

• WISITS automatically creates the read only version of the PDF when the status changes to 
‘Closed.’  

• Is currently 2 pages long (see example below). 
 
 

 
Figure 4-203: Incident Report PDF Example (Page 1) 
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Figure 4-204: Incident Report PDF Example (Page 2) 

 

 
 

4.20 MMIS Eligibility 
 
When the user would like to identify programs external of WISITS the Participant is enrolled in, a query 
can be made to MMIS to retrieve the information. This can be achieved by clicking on the ‘Retrieve 
MMIS Eligibility and Enrollment’ button.  
The information is also populated to the MMIS Eligibility tab when the Participant status transitions from 
Referred to Enrolled. 
WISITS transmits SDPC information to MMIS for PPPM (Per Provider Per Month) payments. 
SDPC information including participant demographics and SDPC enrollment data is transmitted to MMIS. 
WISITS will accept MMIS responses including errors and edits in order to keep the two systems aligned. 
This will include IRIS and SDPC status retraction functionality in WISITS. 

Note: SDPC Information is kept in sync between the MMIS InterChange and WISITS, to find those records SDPC 
Enrollment Segments and the MMIS Waiver Enrollment Records please review the SDPC Information Tab.  
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Figure 4-205 Retrieve MMIS Eligibility and Enrollment 

 
1. The MMIS Eligibility can be checked at any time and multiple times as needed by the user clicking 
the ‘Retrieve MMIS Eligibility and Enrollment’ button. 
2.  The ‘Most Recent MMIS Eligibility Response’ field will display the latest query information 
requested. 
3. Click on the ‘here’ link to view the query results. 

 
Figure 4-206 MMIS Eligibility Response 

Note: When the "Retrieve MMIS Eligibility and Enrollment" is processed and retrieved from the interChange a new 
record format will be included in the new SOAP service for SDPC Information. This information will be added to a 
new tab as a child of MMIS Eligibility Response. The new tab is called MMIS Elig SDPC Program. 

4. Click on the tabs on the left side of the page to see if the Participant is enrolled in the selected 
Plan. 
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Figure 4-207 MMIS Eligibility Response Detail 

 
5. When a query is unsuccessful, an error will be displayed.  

 
Figure 4-208 MMIS Eligibility Error Response 

6. Clicking the ‘here’ link takes the user to the MMIS Eligibility Response page. 

 
Figure 4-209 MMIS Eligibility Response Page 

 

4.21 MMIS Waiver Enrollment 
 
MMIS sends the initial IRIS Waiver Enrollment to WISITS when a Participant status changes from 
Referred to Enrolled. The Request and Response messages sent between WISITS and MMIS are stored 
to keep the Waiver Enrollments in sync. Review the Waiver Member Enrollment Listing.  

Note: SDPC Information is kept in sync between the MMIS InterChange and WISITS, to find those records SDPC 
MMIS Waiver Enrollment Records please review the SDPC Information Tab.  

 
MMIS will send IRIS Waiver Enrollment Requests when the Participant statuses change to: 
   - Deceased 
   - Enrolled 
   - Involuntary Disenrollment 
   - Suspended 
   - Voluntary Disenrollment 
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Figure 4-210 MMIS Waiver Enrollment Listing 

 
 
 
1. Click on the Initial Enrollment row to view the record. The MMIS Waiver Enrollment tab provides 

Initiating Process Status with create/update and date/timestamp information. 

 
Figure 4-211 MMIS Waiver Enrollment Page 

 
2. Click on the MMIS Waiver Program Enrollment Request(s) tab. This tab displays the Initial 

Enrollment record created. Click on the Initial Enrollment row to view the data details for the MMIS 
Enrollment Seg Request. 
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Figure 4-212 MMIS Waiver Program Enrollment Request 

 
3. The MMIS Waiver Program Enrollment Request(s) tab contains the enrollment data points sent 

to MMIS for the Participant IRIS enrollment. 

 
Figure 4-213 MMIS Enrollment Request Data Points 

4. The MMIS Enrollment Seg Response tab has the Response Status from MMIS.  
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Figure 4-214 Enrollment Seg Response 

5. For a failed Request, click on the MMIS Enrollment Seg Errors tab to see the reason the Request 
failed. 

 

 
Figure 4-215 MMIS Enrolment Seg Errors 

Note: When the Response Status is Success with Errors, WISITS will handle this MMIS response as a 
‘Success.’  

Note 2: When an ICA or FEA transfer occurs while suspended, WISITS keeps enrollment segments in 
sync with MMIS and sends correct suspension end date. 
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4.22 Vulnerable High/Risk Form 
This CTO in WISITS captures the participant's vulnerable/high risk status (V/HR). The Vulnerable/High 
Risk tab is child of participant (CTO), it allows entry of Vulnerable/High Risk Participant information. This 
status can be changed as appropriate. Users can determine when a participant was in this V/HR status 
at any particular time via status Effective and End Dates. A PDF copy of the V/HR form can be saved to 
the Participant Console based upon selections made by the User. 
To create a Vulnerable / High Risk record:  

8. Go to the Participant Page 
9. On the left navigation select or hover over the Vulnerable / High Risk tab. 
10. Select New Vulnerable / High Risk. 
11. A blank form will populate. 
12. Complete all appropriate fields. 

Note: Required fields must be completed in order to save the form.  

 

 
Figure 4-216 Vulnerable/High Risk 

 
13. Click Save button at the bottom of the form.  
14. A popup will be displayed asking the user if they want it attached to the Participant 

Documents Console.  
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Figure 4-217 Option to save Vulnerable/High Risk PDF on Participant’s Document Console. 

 
a.) If the answer is yes, a PDF version of the form will be created behind the scenes and 

attached to the participant document console. This can be accessed when viewing the 
participant documents from the button on the banner.  

 
Figure 4-218 Confirmation Vulnerable/High Risk PDF saved to Participant Document Console. 

 
b.) If the answer is NO, the Vulnerable/High Risk Form will be present in the listing view and 

no PDF will be created.  
15. To access the listing view click on the Vulnerable/High Risk Tab. Completed Vulnerable/High 

Risk forms are available to review or update by users with appropriate permissions. 

 
Figure 4-219 Vulnerable/High Risk Listing view 

a.) When a form is updated and saved the option of creating the PDF will be presented 
again. See example of the PDF form below 



  
 

  
WISITS USER GUIDE 177 

 

 
 Figure 4-220 Vulnerable/High Risk PDF saved in Document Console 
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Figure 4-221 VULNERABLE_HIGH_RISK_DETERMINATION.PDF 
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5 Provider 
The Provider main record is used to track data for Providers added to Participant records. The data 
tracked for a Provider also includes addresses, service and PHW approved participant records.  
These records are usually created by a user with the FEA Operations role, but a user with a system 
administrator role can also create these records. 
From the Tracking Inbox, add Provider data. 

Note: Required fields are marked with red circle ( ) icon. Records cannot be saved unless all required fields are 
completed. 

 
To create a new Provider, follow these steps. 

1. Hover over Tracking Inbox and Provider; then select New. 

 
Figure 5-1 Create New Provider Record 

Note: It is recommended that before a new Provider record is created, the existing Provider main records 
are searched. If the Provider record already exists, it can be opened for editing and not duplicated.  
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2. On the Provider landing screen, select the type and status of the Provider. These selections will 
determine what data is tracked and other system requirements. Provider Type of Organization will 
track EIN and W9 data; Providers who are PHW individuals have their name and SSN tracked. 

 
Figure 5-2 Provider Landing Screen 

 
 
3. Enter required data fields. 

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's 
functionality.  

Note 2: The Provider’s Social Security Number (SSN) and or the Employer Identification Number (EIN) 
can be entered into the form. At least one is required. A workflow validation error will display when a form 
submission attempt is made without either SSN or EIN. Upon entry and saving of the SSN and EIN, the 
number will be partially masked. Only the last 4 digits will be displayed.       

Note 3: The National Provider Id (NPI) is included on the page. If populated (it is not required) it will show 
up in the last column of the Authorizations Extract.  

Note 4: IRIS Authorizations Request and Response files are sent between Gainwell GWT/MMIS by 
WISITS for authorization data. These files once provided only EVV Authorization data, they now provide all 
authorizations with a funding source of IRIS Waiver, IRIS SDPC, or IRIS One-Time Expense where a 
generic provider is not selected to MMIS, in addition to the EVV Authorization Data. Processing of the files 
occurs daily, including weekends, and on holidays. The files contain single instances of each authorization. 
Only the most recent version of the authorization is sent. This excludes funding sources of:  

1.DVR 

2. Family/Community Supports 

3.Medicaid Card Services (LTC) 

4.Medicaid Card Services – Acute and Primary 

5.Medicare 
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6. Private Pay 

 
Figure 5-3 New Provider Record 

4. Enter optional data fields as needed. 

Note: It is recommended to enter as many data fields as possible.  

5. Click Save. The child tabs display. 

 
Figure 5-4 Provider Main Record Child Tabs 

Note 1: The following sections provide steps for creating the child sub-records.  

 

5.1 Approved Participant 
These records are to track all of the Approved Participants for the PHW Provider.  
From the Provider record, add Approved Participant data. 

Note 1: Approved Participants status must be Referred or Enrolled before they can be added as a Provider’s 
Approved Participant.  
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Note 2: The Provider’s Approved Participant data is updated by the system whenever the Participant’s main record 
is updated. 

 
To create a new Approved Participant record, follow these steps. 

1. Hover over Approved Participant and select New Approved Participant. 

 
Figure 5-5 New Approved Participant 

2. On the Approved Participant landing screen, click Participant Search. 

 
Figure 5-6 Approved Participant Landing Screen 

3. On the Participant Search pop-up window, enter the MCI ID for the Participant and click Search. 

 
Figure 5-7 Participant Search Pop-Up Window 

Note: A Participant cannot be approved for the same Provider more than once. 
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4. Click on the Participant’s record and click Select. 

Note: When a Participant’s main record is updated, the system will update the Participant’s data elsewhere 
in the system. 

5. Click Save. The Approved Participant Listing displays. 

 
Figure 5-8 Approved Participant Listing 

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard. 

 

5.2 Provider Addresses 
Providers within the system can have multiple address records. Address record types of values are 
filtered based on the type of Provider.  
From the Provider record, add Provider Addresses data. 
To create a new Provider Addresses record, follow these steps. 

1. Hover over Provider Addresses and select New Provider Addresses. 

 
Figure 5-9 New Provider Address 
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2. On the Provider Address landing screen, select the Address Type. 

 
Figure 5-10 Provider Address Landing Screen 

3. Enter required data fields. 

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's 
functionality. 

Note 2: When some data field values are selected, conditional data fields may display as additional data 
will be needed. 

 
Figure 5-11 New Provider Address Record 

4. Click the Verify Address button. 
5. A message will be displayed to confirm the address is verified or unverified. 
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Figure 5-12 Address Verification Message 

6. Click OK to close the message box. 
7. The system will update the address to USPS standard format if needed. It will also populate the 

County if left blank. 
8. The following fields will be updated by the system: 

a.) Last Verification Attempt – Verification date 
b.) Is GEO Verified – Yes or No that is based on the "is verified" field returned from the query. 
c.) Is GEO Standardized – Yes or No. If verified from #b. and "is Standardized" = Y from field 

returned back from the query. 
d.) Is GEO Corrected - Yes or No. If verified from #b. and "is Corrected" = Yes from field 

returned back from the query. 
 

 
Figure 5-13 GEO Address Validated 
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9. Enter optional data fields as needed. 

Note 1: It is recommended to enter as many data fields as possible.  

Note 2: An unverified address can be saved. The GEO indicators will be set to ‘No.’ 
Note: The Save button will not be visible until after the address has been verified.  

10. Click Save. The Provider Address Listing displays. 

 
Figure 5-14 Provider Address Listing 

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard. 

 

5.3 Provider Service 
Providers within the system can have multiple service records. These record types of values are filtered 
based on the type of Provider.  
From the Provider record, add Provider Service data. 
To create a new Provider Service record, follow these steps. 

1. Hover over Provider Service and select New Provider Service. 

 
Figure 5-15 New Provider Service 
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2. On the Provider Service landing screen, select the Service category and type. 

 
Figure 5-16 Provider Service Landing Screen 

Note: The Service values are filtered based on the Service Category selection. 

3. Enter required data fields. 

Note: See section 2.8 Menus, Fields, and Options in this document for details of each data field's 
functionality. 

 
Figure 5-17 New Provider Service Record 

4. Enter optional data fields as needed. 

Note: It is recommended to enter as many data fields as possible.  
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5. Click Save. The Provider Service Listing displays. 

 
Figure 5-18 Provider Service Listing 

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard. 

 
 

5.4 Provider Documents 
Providers or ICs, FEA staff, and DHS may upload documents pertaining to that provider. This is a 
measure to increase efficiency in documentation in a centralized location, as well as streamlining the 
process to set up Participant Hired Workers (PHWs).  
From a Provider Record’s Document Console, select the Create or View Document buttons. 

 

 
Figure 5-19 Document Console 

1. Select Create Provider Document to Add a new Document: 
 

2. Enter required data fields. 

Note: Drop Down values determined by DHS. 
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Figure 5-20 New Provider Document Page 

 
3. Enter optional data fields as needed. 

Note: It is recommended to enter as many data fields as possible.  

 

4. Click Save. The Provider Document is saved.  
5. Select View Provider Documents (see figure 5-17) and you can see your list: 

Note: Click on Home to return to the dashboard. 
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6 Bulk Transfer 
With the proper permissions, users will be able to perform bulk transfers.  
There are two types: 

1. Bulk IC Transfer 
2. Bulk SDPC RN Transfer  

These records are usually performed by users with a supervisor role, but a user with a system 
administrator role can also perform these tasks. 
 

6.1 Bulk IC Transfer 
Consultant Supervisors can execute multiple IC transfers at a time. Once an IC transfer is executed, all 
Work Requests associated with the participant will be re-assigned to the receiving IC. 
 Left Panel contains Contents and Search tabs. 
 Right Panel: contains an opened tab for viewing Help topic pages. 

The left panel contains the Contents tab for browsing, and the Search tab for full-text searching. Each 
selected topic page displays in the right panel as a new tab. 
 
To perform a Bulk IC Transfer, you can perform the following steps. 
 

1. Go to your Tracking inbox: 

 
Figure 6-1 Tracking Inbox Listing 

Note: Existing Bulk Transfers can be searched through the Search menu.    

 
2. Select the IC to Transfer From: 
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Figure 6-2 New Bulk IC Transfer Page 

 

Note: The sending IC’s participants appear in the searchable list.  

Note 2: WISIST will not allow Bulk Transfers to Consultants that are not currently active in the system or 
outside of the existing ICA.  

 
3. Select the Receiving Consultant 
 
4. Select Participants to Transfer. Reason is optional. 
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5. Select “Perform Immediate Bulk Transfer” 
 

 
Figure 6-3 New Bulk IC Transfer Page 

 
6. Upon successful completion of the Bulk Transfer, the system displays a confirmation message 

and the remaining participants. 
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Figure 6-4 New Bulk IC Transfer Page 

Note: All work requests associate to the participant are automatically reassigned.    

 
 

6.2 Bulk SDPC RN Transfer 
SDPC RN Supervisors can execute multiple SDPC RN transfers at a time. Once a SDPC RN transfer is 
executed, all Work Requests associated with the participant will be re-assigned to the receiving SDPC 
RN. 
 Left Panel contains Contents and Search tabs. 
 Right Panel: contains an opened tab for viewing Help topic pages. 

The left panel contains the Contents tab for browsing, and the Search tab for full-text searching. Each 
selected topic page displays in the right panel as a new tab. 
 
To perform a Bulk SDPC RN Transfer, you can perform the following steps. 
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1. Go to your Tracking inbox and hover over Bulk SDPC Nurse Transfer for New: 
 

 
Figure 6-5 Tracking Inbox Listing 

 

Note: Existing Bulk Transfers can be searched through the Search menu.    
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2. Select the SDPC RN to Transfer From: 

 
Figure 6-6 New Bulk SDPC Nurse Transfer Page 

 

Note: The sending SDPC Nurse’s participants appear in the searchable list.    

 
3. Select the Receiving SDPC Nurse 
 
4. Select Participants to Transfer. Reason is optional. 
 
5. Indicate whether an override is necessary. 
 
6. Select “Perform Immediate Bulk Transfer” 
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7. Upon successful completion of the Bulk Transfer, the system displays a confirmation message 

and the remaining participants. 
 

 
Figure 6-7 New Bulk SDPC Nurse Transfer Page 

 

Note: All work requests associate to the participant are automatically reassigned.    
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7 Create Work Request 
Work Requests are used to remind users of tasks needed to continue the workflow of a Participant’s 
involvement in the IRIS program. Work Requests can be auto generated by the system or created by a 
user with permission to create a Work Request. See table below for system generated Work Requests. 

Note: If the Participant’s status is transitioned to Involuntary Disenrollment, Voluntary Disenrollment, Referral 
Withdrawn or Deceased, any unassigned work requests statuses will be changed to Void. 

Table 7-1 Examples of System Generated Work Requests 

Work Request 
Cause 

Priority Due Date Assignment Instructions 

Welcome Call High 3 Business Days 
after 
Date Referral 
Received at ICA 
field 

IC Complete Welcome Call 
within 3 Business Days 
from the date the <Date 
Referral was received at 
ICA>. 

Initial Visit High 14 Calendar days 
after 
Date Referral 
Received at ICA 
field 

IC Complete the Initial Face to 
Face Visit with participant 
within 14 Calendar Days 
from the 'Date the Referral 
was received at ICA' 

Mail Welcome 
Packet 

High 14 Calendar days 
after 
Date Referral 
Received at ICA 
field 

IC Mail the Welcome Packet 
to: <Participant First 
Name> <Participant Last 
Name>  

Mail Withdrawal 
Letter 

High 3 Business Day 
after 
Current Date 

IC Mail the Referral 
Withdrawn Letter for this 
Participant.  

Mail Cost Share 
/Spend Down Letter 

High 3 Business Days 
after 
Enrolled Date 

IC  
 
Only if their 
Medicaid 
indicator is 
B or C 

Mail the Cost Share Letter 
for this Participant. 

Complete 
Enrollment 

High 10 Business Days 
after 
Enrolled Date 

IC Complete the required 
paperwork and 
authorizations for the 
Participant. 

Complete Critical 
Incident Report 

High 2 Business Days 
after  
Current Date 

IC Complete a Critical Incident 
Report for this deceased 
Participant. 
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For user generated Work Requests, the user will need to have access to the Participant’s record. The 
Participant banner includes a Create Work Request button that will auto-populate the work request with 
some of the Participant’s data; including their name, MCI ID, and other identifying data. 

Note: Required fields are marked with red circle ( ) icon. Records cannot be saved unless all required fields are 
completed. 

To create a new Work Request, follow these steps. 
1. From the Participant record, click Work Request. 

 
Figure 7-1 Create New Work Request Record 

2. Enter required data fields. 

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's 
functionality.  

Note 2: When the Work Request Type value is selected, the system will auto select the Priority. The user 
can edit this field, as needed.  

Note 3: When some data field values are selected, conditional data fields may display as additional data 
will be needed. 
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Figure 7-2 New Work Request Record 

3. Enter optional data fields as needed. 

Note: It is recommended to enter as many data fields as possible.  

4. Comments can be added as needed. 

 
Figure 7-3 Work Request Comments Listing 
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5. Click Employee Search to assign the Work Request. (Or, if Assignment Type is Group, select the 

Group and Role values from the next drop-down fields.) 

 
Figure 7-4 Work Request Employee Search 

6. Enter the search criteria, click Search. From the Search results, click the employee record and 
click Select. 

 
Figure 7-5 Work Request 

Note 1: A work request can only be assigned to an active Employee system user. If the Employee’s name 
does not display in the search results, see section 13.5 Employee for steps to add a new Employee record. 
(Role permissions apply.)  

Note 2: The Instructions data field is used for system generated Work Requests. Users’ creating a Manual 
Work Requests should use add Comments to provide instructions to the assignee(s). 
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7. Click Save. The Work Request is created and is displayed in the assignee’s Tracking Inbox > 
Work Requests. 

 
Figure 7-6 Assigned Work Request 
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8 Reminders 
Reminders are available to all users within the system to set up their own tasks reminders, as needed. 
Some supervisory-type roles will be able to review and update reminders within their assigned 
organization.  
From the Tracking Inbox record, add Reminders data. 

Note: Required fields are marked with red circle ( ) icon. Records cannot be saved unless all required fields are 
completed. 

 
To create a new Reminder, follow these steps. 

1. Hover over Tracking Inbox and Reminder; then select New. 

 
Figure 8-1 Create New Record 

2. Enter required data fields. 

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's 
functionality.  

Note 2: When some data field values are selected, conditional data fields may display as additional data 
will be needed. 

 
Figure 8-2 New Reminder Record 
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3. Enter optional data fields as needed. 
4. Click Save. The reminder is added to the user’s Home Reminder Tracking Inbox. 

 
Figure 8-3 Reminder Tracking Inbox 

Note: A reminder can also be created from the Reminder Tracking Inbox using the New Reminder button. 

 
 
 
 
 
 
 



  
 

  
WISITS USER GUIDE 204 

 

9 Deleting a Record 
If your system role has delete privileges, then a Delete button is available, as shown in Figure 9-1. 

  
Figure 9-1 Record with Delete Option 

When you click Delete, a dialog box, as shown in Figure 9-2, is displayed to request that you confirm the 
deletion. 

 
Figure 9-2 Delete Record Dialog Box 

Note: If you do not have privileges to delete certain items in the system, you can contact your administrator to 
request that an entry be deleted. Once deleted, the record and all its data will be removed from the system. A 
delete cannot be undone.  
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10 Performing Searches  
There are different search modes available to provide flexibility in identifying needed information:  
 Standard Search: This search result format mirrors the format of the Tracking Inbox records. 
 Advanced Search: This search format offers additional search elements, like Organizational Unit, 

as well as options for customization of the format and output. 
Guidance on how to utilize these search methods is detailed in this section. 
 

10.1 Standard Search 
The Entellitrak system provides robust search capabilities allowing you to search by multiple criteria. 
Data fields that were configured with Allowed Search will be available in search pages. In some cases, 
there may be choices available on the Search screen for items that are not user-entered, such as State 
for the main Record screen. 

 
Figure 10-1 Initial Standard Search Page 
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Note: The Standard Search initial page displays data elements for the base-tracked record, along with all 
child-tracked records available within the base-tracked record. 

 

10.1.1 Using Search 
To perform a search, follow these steps: 

1. Click the Search tab. 
2. Under the Case list, click the Standard Search link. 

 
Figure 10-2 Search Tab 

Note: from any screen in Entellitrak, you can position the cursor over the Search tab, and select Case from 
the drop-down list. 

3. The Standard Search screen with a list of base and child tracked objects is displayed. To enter 
search criteria based on data elements in any object, click the check box to the left of the object 
name and a list of searchable fields appears.  
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Figure 10-3 Standard Search Screen 

Note: If this is a repeat use of the Search and new criteria is needed, click the Reset button to reset the 
search form and remove all previous search criteria. 

4. When the Case object is selected, the Criteria area expands, displaying the data elements and 
options for the Case base-tracked object. (See Figure 10-4.) 
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Figure 10-4 Search Criteria 

5. Select the appropriate comparison operators for the search information, enter the appropriate 
data, and click Search. Examples are: Like, Not Like, Equal, Not Equal, Starts With, Ends With, 
Before, After, Between, etc. 

6. On the Search Results screen, click a search result item. This displays the Record screen, 
allowing it to be viewed or edited if your role permits. 

 
Figure 10-5 Search Results 

7. Click on a record to open.  

Note: The user will only be able to view records based on their permissions levels.  
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10.1.2 Using the Run Last Search Option 
If you have navigated away from the search result page and want to see the search result again, position 
the cursor over the Search tab and then click the Run Last Search link. The system performs the search 
again, and the search results screen is displayed. 

 
Figure 10-6 Search Tab Menu - Run Last Search Option 

Note: The same search criteria will be used as previously when the search was run. Once a user has logged out of 
the system, they will need to start a new search to activate the Run Last Search option.  

 

10.2 Advanced Search 
The Advanced Search module provides more search filters and display formats than the standard 
search. In addition to data filters that are available in standard search, advanced users can also apply 
filters based on organizational units and object assignments to get more precise search results. 

Note:  The Advanced Search feature is only available to advanced system users, such as, supervisors and 
administrative roles. 

Users can then choose to display data elements from child objects, in addition to data elements from 
base objects in a variety of formats, including HTML, Microsoft Word, or Microsoft Excel. Complex 
search criteria can be saved for recurring use and can be shared with other users with the same role in 
the system.  
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Figure 10-7 Advanced Search 

The Advanced Search option screen is divided and organized into six navigation tabs. Each of the 
following sections explains how to select the appropriate options to generate your desired search results.  

10.2.1 Search Criteria 
Search criteria can be entered using the following steps. 

1. In the Advanced Search screen, the Search Criteria tab is the default view. 
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Figure 10-8 Search Criteria Tab in Advanced Search Screen 

2. In the top left column, select the data object to be included in the search. 
3. In the bottom left column, select the data element (field) to be included in the search. 
4. From the Operator column select the search operator.  
5. Select the search value as applicable. 
6. Click Add. The screen refreshes and the criteria are displayed in the lower pane. 
7. Repeat Steps 2 through 6 until all criteria have been entered.  

Note: When more than one criterion has been added, the Logical Operator section is available. Selecting AND 
means that all search criteria has to be true in order to show results. Selecting OR means that a least one criteria 
has to be true. 

 
Figure 10-9 Logical Operator with Multiple Search Criteria 
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10.2.2 Columns 
The Columns tab displays a list of data objects and the related data elements (fields) that can be 
displayed in the search results based on the selected search criteria. At least one column must be 
selected to perform an advanced search. Columns can be rearranged by moving them to the left or right. 

Note: Selection of Columns does not impact the Search criteria selected in the previous step. Columns selection 
only determines the data presentation. 

Columns may be added using the steps in the following procedures. 
1. Click the Columns tab. Two sections are displayed below the menu items. On the left side of the 

content pane is the Column Selector section and on the right side of the page is Column Editor. 

 
Figure 10-10 Columns Tab 

2. Select the data object to display a list of elements (fields). 
3. Click one or more elements to be added in the Column Selector section. The Column Editor and 

Column Layout sections are populated with your column selections. 
4. Repeat Steps 1 and 2 until all desired columns have been added. 
5. To configure sorting preference, select the Ascending or Descending option for each data 

element in the Column Editor section. 
6. In the Column Editor section, columns may be removed by clicking the Delete icon. 

Note: The data sort order will display using the first column.  
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10.2.3 Organizational Unit 
The next step in creating an advanced search is the selection of the organizational unit (office) to be 
included in the result set. The organizational units displayed will depend on the user’s role and 
permissions.  
An organizational unit can be selected using the following steps.  

1. Click the Organizational Unit tab. 
2. Select the organizational units to be included in the search and the Include Children check box, if 

necessary. 

 
Figure 10-11 Organizational Unit Tab 
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10.2.4 Assignments 
The Assignments tab allows you to limit your search results by a user account or role.  

1. Click the Assignments tab. 

 
Figure 10-12 Assignments Search Criteria Tab 

2. Select the needed criteria and then click Add. Criteria are displayed in the list below the 
Assignments criteria panel. 

3. Repeat Step 2 to add as many criteria as needed.  
 

10.2.5 Display Options 
Results of the advanced search can be displayed in one of three output formats: HTML, Microsoft Word, 
or Microsoft Excel. Search results displayed in HTML format can be saved and re-run. 
The output format can be selected using the following steps. 

1. Click the Display Options tab. 
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Figure 10-13 Display Options Tab 

2. Select the Display As format. 
3. Select a Display In option. The result set can be displayed in a new browser window or in the 

same window. 
4. Select a Display Summary option. An example of a search results page that displays a summary 

section is shown in Figure 10-14.  
5. Click Search. The Search Results screen is displayed. 

Note: If Microsoft Word or Microsoft Excel is selected as the output format, a window will be displayed prompting 
to open or save the search results. The maximum-row limit for Excel is 1,048,576 and maximum columns are 
16,384 (may vary depending on Excel versions).  
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Figure 10-14 Search Results 

Note: If there are no search results, use the breadcrumb trail to return to the search criteria and make 
different selections. 

10.2.6 Saving a Search 
Users with the proper permissions can save and re-run advanced searches. This is particularly useful for 
situations in which a lot of time is spent composing or fine-tuning the criteria for a search. It is also useful 
for searches using the same or similar criteria that are re-run on a regular basis. The saved search will, 
by default, only be available to the user who created the search, but users can share their saved search 
with other users. In order to save a basic or ad hoc search, it must first be run with HTML as the output 
option.  
After running the search, it can be saved using the following steps. 

1. Click Advanced Search in the breadcrumb trail from search Results to return to the Advance 
Search options. 

 
Figure 10-15 Return to Advance Search Options 

2. Click the Properties tab. 
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Figure 10-16 Search Properties Tab 

3. Enter a Name, Title (if needed) and Description. 
4. Click Save Search link.  

Note 1: To save a search under a new name, click the Save As link. The Save As window displays.  

Note 2: To save edits to an existing saved Search’s name or description, click the Save Search button. 

 

10.2.7 Sharing a Search 
The user who created the search can share saved advanced searches with the following audiences: 
 Specific user(s) 
 Specific group(s) 
 Users in the same role as the user who created the search; specifically, the role the creator was in 

when the search was created. For example, a user with the Super Processor role can only share 
searches with other users that have the Super Processor role.  

After saving the search, it can be shared using the steps in the following procedure. 

Note: If another user has shared their saved search with you, you will not be able to share that search with others 
unless you have performed a Save As step to make yourself the creator of the search. 
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Figure 10-17 Share a Saved Search 

1. Click the Shared Permissions link. The Permissions window is displayed. 

 
Figure 10-18 Search Sharing Dialog Box 

2. Select a type. (In this example, User is selected). 
3. Select a user. 
4. Click Save. The permission is saved and displayed. 
 

10.2.8 Re-running, Editing or Deleting a Saved Search 
The My Saved Searches screen displays searches saved by the current user (see Figure 10-19). 

 
Figure 10-19 My Saved Searches Listing 

The following table describes the icons available in the My Saved Searches listing. 
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Icon Alt Text Description 

 Edit Launches the Search Criteria screen to modify the Search 

 Run Search Runs and displays search results in HTML  

 Export Search to Microsoft Excel Runs and exports search results to Excel 

 Export Search to Microsoft Word Runs and exports search results to Word 

 Delete Deletes selected item 

Table 10-1: My Saved Searches Icons 
To re-run, edit, or delete a saved search, navigate to the My Saved Searches screen by clicking the My 
Saved Searches link in the Search tab. 
To re-run a search, perform one of the following actions: 
 Click the Run Search icon to display results in HTML. 
 Click the name of the search to display results in HTML. 
 Click the Export Search to Microsoft Excel icon to run and export the search results to an Excel 

spreadsheet.  
 Click the Export Search to Microsoft Word icon to run and export the search results to a Word 

document. 
To edit a search: 

1. Click the Edit icon. The saved search and all previously entered settings are loaded. 
2. Add or adjust the Search Criteria, Columns, Organizational Unit and Display options as needed. 
3. To rename the saved search, click the Properties tab and enter a new name. 
4. Click Save Search. The search is saved, and the Search Criteria tab is displayed. 

To delete a search: 
1. Click the Delete icon. A dialog box appears asking to confirm the deletion. 

 
Figure 10-20 Deletion Confirmation Dialogue Box 

2. Click OK. 
3. The search is deleted and the My Saved Searches screen refreshes.  
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11 Reporting 
The Entellitrak system provides extensive reporting capabilities using a standard set of reports. Reports 
can be accessed from your dashboard or by navigating to the Reporting tab. The Reporting screen 
contains the My Reports and Shared Reports tabs. 

Note: Report building is covered in the Entellitrak Administrator Guide. 

 

11.1 Viewing Shared Reports 
An Administrator can create and share saved reports. Depending on your role, you may have shared 
reports.  

1. Position the cursor over the Reporting tab and click the Shared Reports menu option. 

 
Figure 11-1: Home Screen with Reporting Tab Menu Expanded 

2. On the Shared Reports screen, click the name of the report or the Run Report ( ) icon. The 
Reporting screen is refreshed with Report Parameters and Display Options for the report.  

 
Figure 11-2: Reporting > My Shared Reports 

3. Choose the report parameters if they exist for the selected report. 
4. Select the appropriate display options for viewing the report. 
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Figure 11-3: Report > Report Settings 

5. Click Run Report. While the report is generated, the Report Status screen is displayed briefly, 
followed by the report. 
 

 
Figure 11-4: Report Status Screen 

 

 
Figure 11-5: Sample Report Results 

 

Note: When the report is received from the server, it is displayed in a separate browser window. When finished 
reviewing the report, close the separate report window. 

Reports may be viewed in a variety of display options. If viewing a report in a format other than single-
page HTML in your browser, you will need to have access to the program used to view the report, such 
as Adobe Reader, Microsoft Word, or Microsoft Excel. 
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Note: For security purposes, your browser may require you to confirm that you want to download the file from the 
Report Status screen. Click the yellow bar at the bottom of your screen and then click Download File. 

 
Figure 11-6 Save a Report 

A dialog box will open allowing you to select whether you want to open or save the file. 
If you select Save, a Save As dialog box opens, allowing you to save the file to your machine. If open is 
selected, the report opens in the appropriate program. 
 

11.2 Dashboard Options 
In the Dashboard Options screen, an administrator can select reports to be listed as hyperlinks or with 
displayed results on the Home screen. Reports under My Saved Reports and Shared Reports can be 
listed and/or displayed on the Home screen. 
Reports can be selected for viewing in the Home screen using the following steps. 

1. Click the Reporting tab.  
2. Click the Dashboard Option tab. 
3. Select reports for List and/or Display by clicking the check boxes to the right of each report. 

In the example below (Figure 11-7), one report is selected to be listed in the My Reports section of the 
Home screen, while the other report is selected for display.  
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Figure 11-7 Reporting>Dashboard Options 

4. When all selections are made, click Save. 
5. To view your selections on the Home screen, click the Home tab. In the example below (Figure 

11-8), the Complaints Report is listed as a link in the My Reports section located in the left side of 
the Home screen and the Test Case Report is displayed as a result set on the right side of the 
Home screen. The listing and display options are reflective of the preferences selected in 
Dashboard Options (Figure 11-7). 

 
Figure 11-8 Home Screen with My Reports Listed and Displayed Report 
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12 Using the Help Module 
The Help module provides searchable help topics to Entellitrak users and administrators. Help pages 
contain an overview of the basic Entellitrak functions, such as navigating, searching, and data entry. You 
have the ability to navigate the Contents tree as well as to open, read, and search for Help content. For 
information on editing Help content, see the Entellitrak Administrator Guide. 
To navigate to the Help module, click the Help link at the top of the screen, as shown in Figure 12-1. 

 
Figure 12-1: Help Link 

12.1 User Interface 
The Help module is divided into two panels:  
 Left Panel contains Contents and Search tabs. 
 Right Panel: contains an opened tab for viewing Help topic pages. 

The left panel contains the Contents tab for browsing, and the Search tab for full-text searching. Each 
selected topic page displays in the right panel as a new tab. Additional information on navigating the 
Help user interface is addressed in the following sections. 



  
 

  
WISITS USER GUIDE 225 

 

 
Figure 12-2: Help Window 

12.2 Searching Help 
To perform a search within the Help menu, use the following steps. 

1. Click the Search tab in the left panel. 
 



  
 

  
WISITS USER GUIDE 226 

 

 
Figure 12-3: Help Search tab. 

2. Enter the text for the search criteria. 

Tip: Entering more than one word in the search box will return results containing any of the words. 

3. Click the Search icon or press Enter. The results display in the left panel. 
4. To view a topic page, click the text link at the top of the result you wish to see. The topic page 

selected displays in the right panel. 
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Figure 12-4: Help Search Results 

  



  
 

  
WISITS USER GUIDE 228 

 

13 Administrator Type Roles Only 
Other than the Entellitrak system administrator, there are two other administrator roles with WISITS with 
access beyond those required to create, read, or update data to Participants’ and other system records: 
an Agency Administrator and DHS Administrator. Contact a system administrator to get details on each 
roles access within the system.  
 

13.1 Participant Status History 
The Participant’s Status History tracks the various statuses a Participant’s records may transition through 
as they participate in IRIS. See Table 4-2 Status From and To Transitions. 
As Participant records are added and updated, the Participant’s status is tracked in the system as Intake 
Specialists, Consultants and other roles change the Participant’s status. Each status transition triggers 
various events within the system, such as alerts, work requests and assignments.  
Only the Administrator role can update the Participant Status from the Participant Status History to 
change the status outside of the usual workflow and business rules. See Table 4-2 Status From and To 
Transitions for the list of statuses. Other roles can view the Participant Status History. 
From the Participant record, add Participant Status History data. 
To create a new Participant Status History record, follow these steps. 

1. Hover over Participant Status Change and select New Participant Status Change. 

Note: This section will use the Draft to Referred as an example workflow.  

 
Figure 13-1 New Participant Status History 
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2. Enter required data fields. 

 
Figure 13-2 New Participant Status History Record 

3. Enter Optional data fields, as needed. 

Note: Waiver Extract Initiated Status Change defaults to ‘No.’ If MMIS sends a file to update the 
Participant Status, then the system will set this element to ‘Yes.’    

4. Click Save. The Participant Status History Listing displays. 

 
 

Figure 13-3 Participant Status History Listing 

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard. 
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13.2 Participant Audit Log 
The Participant Audit Log tracks every new, read, updated, or deleted record within the Participant main 
record. The audit log shows the data object name, the data element, which user account accessed the 
record with a date and timestamp. The log shows if the record was read, newly created and if updated, 
what the previous value was and the new value after the update.  
Only a user with an administrative type of role can view this part of the system. 

 
Figure 13-4 Participant Audit Log button 

 
 

13.3 Participant Contact Status History 
The available statuses for a Participant’s Contact are Pending, Active and Inactive and are determined 
by the state. A Participant Contact can only be added to a Participant’s main record one time to prevent 
duplication of records for the same contact. There can only be one Primary Participant Contact record; if 
a new record is marked as Primary, the older records will be reset as non-Primary.  
From the Participant > Participant Contact record, add Participant Contact Status History data. 
To create a new Participant Contact Status History record, follow these steps. 

1. Select Participant Audit Log button and audit log history displays. 
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Figure 13-5 New Participant Contact Status History. Click Save. Participant Contact Status History 

Listing displays. 

13.4 Work Request Audit Log 
The Work Request Audit Log tracks every new, read, updated, or deleted record within the Work 
Request main record. The audit log shows the data object name, the data element, which user account 
accessed the record with a date and timestamp. The log shows if the record was read, newly created 
and if updated, what the previous value was and the new value after the update.  
Only a user with an administrative type of role can view this part of the system. 
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13.5 Employee 
An Employee Record can only be added by a user with an administrator or system administrator role. 
The Employee tracked object is used to create new user’s system account and to add organization 
(agency) assignment data.  

WARNING: Only use the Employee tracked object to add system users to the project. The system will auto-
generate the new user’s account from the new Employee record. If the new user is created using the 
Administration > Manage Users > New User path, the user will not be assigned to an organization. Only the 
Employee record provides organization assignment needed for records access within the system. 

 
From the Tracking Inbox, add Employee data. 

Note: Required fields are marked with red circle ( ) icon. Records cannot be saved unless all required fields are 
completed. 

 
To create a new Employee, follow these steps. 

1. Hover over Tracking Inbox and Employee; then select New. 

 
Figure 13-6 Create New Employee Record 

Note: It is recommended that before a new Employee record is created, the existing Employee main 
records are searched. If the Employee record already exists, it can be opened for editing and not 
duplicated.  

2. Enter required data fields. 

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's 
functionality.  

Note 2: When some data field values are selected, conditional data fields may display as additional data 
will be needed. 
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Figure 13-7 New Employee Record 

Note: When the record is saved, the Employee number will be auto generated by the system.  

3. Enter optional data fields as needed. 

Note: It is recommended to enter as many data fields as possible.  

4. Click Save. The user’s account is created in WISITS. 
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13.6 Agency  
This tracked object is used to add new Agencies to the system. These new records are added to the 
Agency reference data object. When a new Employee record is created, the agencies are provided to 
associate the Employee with that agency.  
From the Tracking Inbox, add Agency data. 

Note: Required fields are marked with red circle ( ) icon. Records cannot be saved unless all required fields are 
completed. 

To create a new Agency, follow these steps. 
1. Hover over Tracking Inbox and Agency; then select New. 

 
Figure 13-8 Create New Agency Record 

Note: It is recommended that before a new Agency record is created, the existing Agency main records 
are searched. If the Agency record already exists, it can be opened for editing and should not be 
duplicated.  

 
2. Enter required data fields. 

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's 
functionality.  

Note 2: When some data field values are selected, conditional data fields may display as additional data 
will be needed. 
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Figure 13-9 New Agency Record 

Note 1: Agency Type data field is used for permissions.  

Note 2: Logo selected will appear on Budget Statement forms created from the Participant record. 
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3. Enter optional data fields as needed. 

Note: It is recommended to enter as many data fields as possible.  

4. Click Save. The record is saved and refreshes so a Default IRIS Consultant can be added. 

 
Figure 13-10 Add Default IRIS Consultant 

5. Click Search Consultant. The Employee Search pop-up window displays. 
6. Enter search criteria and click Search. 
7. Select the employee’s record and click Select. The search window closes. 
8. From the Agency record, click Save. 

 

13.7 Agency Work Request Template  
This tracked object is used to create a Work Request template for use for a particular Agency. 
From the Tracking Inbox record, add Agency Work Request Template data. 

Note: Required fields are marked with red circle ( ) icon. Records cannot be saved unless all required fields are 
completed. 

To create a new Agency Work Request Template, follow these steps. 
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1. Hover over Tracking Inbox and Agency Work Request Template; then select New. 

 
Figure 13-11 Create New Agency Work Request Template Record 

2. Enter required data fields. 

Note: See section 2.8 Menus, Fields, and Options in this document for details of each data field's 
functionality.  

 
Figure 13-12 New Agency Work Request Template Record 

3. Enter optional data fields as needed. 
4. Click Save. The record is saved and refreshed so the Assigned User can be added if need. 

 
Figure 13-13 Add Assigned User 
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13.8 Alerts 
Alerts and Work Requests are prioritized High, Medium, and Low and can also be viewed on the Home 
Tab at the bottom of the screen in the Work Queues Inbox Group Selection “Alerts.”   
On the Home Tab, in the Work Queues Administrators can see Alerts “Assigned to Me,” “Assigned to my 
groups,” and “Status changed failed Alerts.”  The Alerts visible are controlled by role permissions. 

 
Figure 13-14 Work Queues Alerts 

 
The Alert will advise what action has occurred for validation and or what next step if any is necessary. In 
addition to the notification via the Home Tab and Tracking Inbox some Alerts also have an email 
notification sent. The user can clear the alerts and work requests individually or they can clear multiple or 
all alerts and work requests at once.  
 
Clearing Alerts and Work Requests. 
A checkbox exists the first column of each row in the list displayed in the work queues. Any that are 
checked by the user, may be deleted by clicking a button at the bottom of the list "Delete All Selected".  
A checkbox in the heading allows the user to select the whole page of alerts. It toggles all checked/all 
unchecked Alerts that are to be cleared. 
Upon completion of deleting/clearing alerts, a message is displayed stating "Process Complete – x 
number of Alerts Deleted" where x is the number that were selected and deleted. The queue is 
automatically refreshed after the delete operation. 
 
All Alerts Enhanced Inboxes have been modified to allow the bulk dismissal of Alerts and Work 
Requests: 

• Alerts Assigned to Me alert.assignedToMe 
• Alerts Assigned to My Groups alert.assignedToMyGroups 
• Status Change Failed Alerts inbox.alerts.failedStatChange 
• Completed for Work Request Enhanced Inbox(es) 
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Figure 13-15 Enhanced Inbox Bulk Dismissal Option to Clear Alerts. 

 
 
 
Alerts are only created by a system administrator. To view current alerts, go to Administration > System 
Data & Settings > Reference Data Lists > Alerts Description.  
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Figure 13-16 Alerts Reference Data Listing 

 
 

13.9 Agency Alert Template  
This tracked object is used to create a new Agency Alert.  
From the Tracking Inbox, create an Agency Alert Template. 

Note: Required fields are marked with red circle ( ) icon. Records cannot be saved unless all required fields are 
completed. 

To create a new Agency Alert Template, follow these steps. 
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1. Hover over Tracking Inbox and Agency Alert Template; then select New. 

 
Figure 13-17 Create New Agency Alert Template Record 

2. Enter required data fields. 

Note: See section 2.8 Menus, Fields, and Options in this document for details of each data field's 
functionality.  

 
Figure 13-18 New Agency Alert Template Record 
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3. Enter optional data fields as needed. 
4. If Assignment Type is Individual, click Employee Search. The Employee Search pop-up window 

displays. 
5. Enter search criteria and click Search. 
6. Select the employee’s record and click Select. The search window closes. 
7. If the Assignment Type is Group, select the Group and Role. 
8. From the Agency Alert Template record, click Save.  

 

13.10 Agency Reminder Template  
This tracked object is used to create Agency Reminder Templates.  
From the Tracking Inbox record, add Agency Reminder Templates data. 

Note: Required fields are marked with red circle ( ) icon. Records cannot be saved unless all required fields are 
completed. 

 
To create a new Agency Reminder Templates, follow these steps. 

1. Hover over Tracking Inbox and Agency Reminder Templates; then select New. 

 
Figure 13-19 Create New Agency Reminder Templates Record 

2. Enter required data fields. 

Note: See section 2.8 Menus, Fields, and Options in this document for details of each data field's 
functionality.  
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Figure 13-20 New Agency Reminder Templates Record 

3. Enter optional data fields as needed. 
4. If Assignment to Consultant is selected, click Employee Search. The Employee Search pop-up 

window displays. 
5. Enter search criteria and click Search. 
6. If assignment to employee is needed, click Employee Search. 
7. Enter employee search criteria and click Search. 
8. Select and highlight the employee’s record and click Select. The search window closes. 
9. From the Agency Reminder Template record, click Save.  

 

13.11 System Wide Broadcasts  
The System Wide Broadcast feature enables a user with an administrative type of role to make an 
announcement about the system that will be sent to all users of the system. When users first log in, the 
broadcast will appear at the top of their home inbox. 
A System Wide Broadcast can be sent to all system users, to users with a specific role or to users of 
multiple roles in the system. Broadcasts can be set up to have a start and end date, as needed. 
From the Tracking Inbox, add a System Wide Broadcast data. 

Note: Required fields are marked with red circle ( ) icon. Records cannot be saved unless all required fields are 
completed. 

To create a new System Wide Broadcast, follow these steps. 
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1. Hover over Tracking Inbox and System Wide Broadcast; then select New. 

 
Figure 13-21 Create New System Wide Broadcast Record 

2. Enter required data fields. 

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's 
functionality.  

Note 2: When some data field values are selected, conditional data fields may display as additional data 
will be needed. 

 
Figure 13-22 New System Wide Broadcast Record 
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3. Enter optional data fields as needed. 

Note: It is recommended to enter as many data fields as possible.  

4. Click Save. The broadcast will be sent by the system effective immediately (no Start Date) or 
based on the selected Start Date.  

Note: The broadcast will be effective until the record is updated with an End Date. 

 
 

13.12 PDF Template File 
Only a user with an administrative type of role can upload a new PDF Template File. 
From the Tracking Inbox, add a PDF Template File. 

Note: Required fields are marked with red circle ( ) icon. Records cannot be saved unless all required fields are 
completed. 

To create a new PDF Template File, follow these steps. 
1. Hover over Tracking Inbox and PDF Template File; then select New. 

 
Figure 13-23 New PDF Template File 

2. Enter required data fields. 

Note: See section 2.8 Menus, Fields, and Options in this document for details of each data field's 
functionality.  
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Figure 13-24 New PDF Template File Record 

3. Enter optional data fields as needed. 

Note: The Use PDXFA for Parameter Mapping data field recommended setting is defaulted to No.  

4. Click Save.  
 
 

13.13 Work Request / Alert Email opt out. 
Employees are able to view a list (with Checkbox) of all Alerts and Work Requests. They will be able to 
check and/or uncheck items (check will mean "opt Out") when saved. 
From the Tracking Inbox, add a new employee and then select that employee. 

Note: Required fields are marked with red circle ( ) icon. Records cannot be saved unless all required fields are 
completed. 

To view & update the Work Request / Alert Email opt out options, follow these steps. 
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1. Hover over Work Request/Alert Email opt Out; then select New. 

 
Figure 13-25 New Work Request/Alert Email opt Out. 

5. Enter required data fields and save. 

Note: See section 2.8 Menus, Fields, and Options in this document for details of each data field's 
functionality.  

6. Here is an example of the types that could be selected. 

 
Figure 13-26 Examples Work Request/Alert Email Options 

 
 



  
 

  
WISITS USER GUIDE 248 

 

14 References 
14.1 List of Figures and Tables 
Following are the list of Figures and Tables provided within this document. Use Ctrl + Click (on the link) 
to jump to the figure or table. 
 

List of Figures 
Figure 1-1 Figure Tear Mark ................................................................................................................. 2 
Figure 2-1: WISITS Login Screen ......................................................................................................... 5 
Figure 2-2: Home Screen ...................................................................................................................... 5 
Figure 2-3: Invalid Username or Password Message ........................................................................... 6 
Figure 2-4: Invalid Token Message ....................................................................................................... 7 
Figure 2-5: Login Screen with “Account is Locked or Inactive” Message ............................................. 8 
Figure 2-6: Reset Default or Expired Password .................................................................................... 9 
Figure 2-7: Reset Password Link .......................................................................................................... 9 
Figure 2-8: Password Reset - Enter Username .................................................................................. 10 
Figure 2-9: Password Reset - Enter Reset Code ................................................................................ 10 
Figure 2-10: Reset Password .............................................................................................................. 11 
Figure 2-11: Login with new Password ............................................................................................... 11 
Figure 2-12: Unlock Account Link ....................................................................................................... 12 
Figure 2-13: Unlock Account - Enter Account Name and Email Address ........................................... 12 
Figure 2-14: Unlock Account – Message for email ............................................................................. 12 
Figure 2-15: Unlock Account – Email example. .................................................................................. 13 
Figure 2-16: Login with new Password ............................................................................................... 13 
Figure 2-17: Unlock Account – Successful message. ......................................................................... 13 
Figure 2-18: Home Screen with Sign Out Link in System Menu ......................................................... 14 
Figure 2-19: Roles Assigned to a User Account ................................................................................. 14 
Figure 2-20: Administrator Role View, Showing Additional Tabs ........................................................ 15 
Figure 2-21: Home Screen .................................................................................................................. 16 
Figure 2-22: Dashboard Searching ..................................................................................................... 16 
Figure 2-23: Navigation Bar ................................................................................................................ 17 
Figure 2-24: Navigation Bar Tabs for Administrator Role ................................................................... 17 
Figure 2-25: Navigation Bar Tabs for Intake Referral Specialist Role ................................................. 17 
Figure 2-26 Tracking Inbox Tabs ........................................................................................................ 18 
Figure 2-27 Tracking Inbox Hover ....................................................................................................... 18 
Figure 2-28 Tracking Inbox Navigation Controls ................................................................................. 18 
Figure 2-29 Tracking Inbox Screen - Work Requests Sorted by Due Date ........................................ 19 
Figure 2-30 New Participant Contact Screen ...................................................................................... 20 
Figure 2-31 New Participant Contact Screen ...................................................................................... 20 
Figure 2-32 Contacts Address Tab ..................................................................................................... 21 
Figure 2-33 Breadcrumb Trail ............................................................................................................. 21 
Figure 2-34 Breadcrumb Trail Navigation to Listing ............................................................................ 22 
Figure 2-35 Breadcrumb Trail Navigation to Main Participant Record ................................................ 22 
Figure 2-36 Required Field Icon .......................................................................................................... 23 
Figure 2-37 Workflow Messages ......................................................................................................... 23 



  
 

  
WISITS USER GUIDE 249 

 

Figure 2-38 Workflow Message Link Moves Cursor ........................................................................... 24 
Figure 2-39 Short Text Data Field ....................................................................................................... 24 
Figure 2-40 Long Text Data Field ....................................................................................................... 24 
Figure 2-41 Drop-Down Lists .............................................................................................................. 25 
Figure 2-42 Drop-Down Value Displays Additional Data Fields .......................................................... 25 
Figure 2-43 Drop-Down List Selection Filters Next Drop-Down List ................................................... 25 
Figure 2-44 Browse - Add Attachment ................................................................................................ 26 
Figure 2-45 Choose File to Upload Window ....................................................................................... 26 
Figure 2-46 Listing with Uploaded Files .............................................................................................. 27 
Figure 2-47 Open Uploaded File ......................................................................................................... 27 
Figure 2-48 Saved Record with File Attachment ................................................................................. 27 
Figure 2-49 Replace Original Uploaded File ....................................................................................... 28 
Figure 2-50 Spell Check Button .......................................................................................................... 29 
Figure 2-51 Spell Check Dictionary ..................................................................................................... 29 
Figure 2-52 Printer Friendly Format Icon ............................................................................................ 29 
Figure 2-53 Date Field with Calendar Icon .......................................................................................... 29 
Figure 2-54 Calendar Window with Year Menu .................................................................................. 30 
Figure 2-55 Drag to Move Calendar Pop-up ....................................................................................... 31 
Figure 2-56 Calendar Previous and Next Menu Options .................................................................... 31 
Figure 2-57 Example of Listing ........................................................................................................... 32 
Figure 2-58 Export to Excel Spreadsheet ........................................................................................... 32 
Figure 2-59 Hover over Tracking Inbox ............................................................................................... 33 
Figure 2-60 Click New for New Main Record ...................................................................................... 33 
Figure 3-1 WISITS Organization Units ................................................................................................ 35 
Figure 3-2 Intake Referral Specialist Access ...................................................................................... 36 
Figure 3-3 IRIS Consultant Access ..................................................................................................... 36 
Figure 3-4 Changing Role to Create New Participant ......................................................................... 37 
Figure 3-5 Record Assignment Role vs. User Default Login Role ...................................................... 37 
Figure 3-6 Intake Referral Specialist Workflow ................................................................................... 38 
Figure 3-7 Consultant Workflow .......................................................................................................... 39 
Figure 3-8 FEA Operations Workflow ................................................................................................. 40 
Figure 3-9 SDPC Intake / Operations Workflow .................................................................................. 40 
Figure 3-10 Budget Amendment Request and One Time Expense Workflow .................................... 41 
Figure 4-1: Create New Participant Record ........................................................................................ 42 
Figure 4-2 Search Existing Participant Records ................................................................................. 43 
Figure 4-3 Participant Search Results ................................................................................................ 43 
Figure 4-4 Mismatched Participant Identifying Numbers .................................................................... 43 
Figure 4-5: New Participant Record (Top) .......................................................................................... 44 
Figure 4-6: New Participant Record (Bottom) ..................................................................................... 45 
Figure 4-7: Participant Record and Sub-Record Tabs ........................................................................ 46 
Figure 4-8 New Participant Status Change ......................................................................................... 48 
Figure 4-9 New Participant Status Change Record ............................................................................ 49 
Figure 4-10 Status Change Error Messages ....................................................................................... 50 
Figure 4-11 Participant Status Change Listing .................................................................................... 50 
Figure 4-12 New Participant Address ................................................................................................. 52 
Figure 4-13 New Participant Address Record ..................................................................................... 52 
Figure 4-14 Address Conditional Data Field ....................................................................................... 52 
Figure 4-15 Address Conditional Data Field ....................................................................................... 53 
Figure 4-16 Populated Participant Address Fields .............................................................................. 53 



  
 

  
WISITS USER GUIDE 250 

 

Figure 4-17 Address Verification Message ......................................................................................... 54 
Figure 4-18 Verification Address Update ............................................................................................ 54 
Figure 4-19 Participant Address Listing .............................................................................................. 55 
Figure 4-20 New Participant Phone .................................................................................................... 55 
Figure 4-21 New Participant Phone Record ........................................................................................ 56 
Figure 4-22 Participant Phone Listing ................................................................................................. 56 
Figure 4-23 New Participant Email ...................................................................................................... 57 
Figure 4-24 New Participant Email Record ......................................................................................... 57 
Figure 4-25 Participant Email Listing .................................................................................................. 57 
Figure 4-26 Eligibility Record .............................................................................................................. 58 
Figure 4-27 Updated Eligibility Record ................................................................................................ 58 
Figure 4-28 New Employment Status ................................................................................................. 59 
Figure 4-29 New Employment Status Record ..................................................................................... 60 
Figure 4-30 Employment Status Listing .............................................................................................. 60 
Figure 4-31 Financials ......................................................................................................................... 61 
Figure 4-32 Financials Record ............................................................................................................ 61 
Figure 4-33 New Budget Amendments ............................................................................................... 62 
Figure 4-34 New Budget Amendments Record .................................................................................. 63 
Figure 4-35 Budget Amendments Listing ............................................................................................ 63 
Figure 4-36 Request Budget Amendment ........................................................................................... 64 
Figure 4-37 Budget Amendment request Form ................................................................................... 64 
Figure 4-38: Validation Errors ............................................................................................................. 65 
Figure 4-39: View Active Plan Authorizations Button .......................................................................... 66 
Figure 4-40 Active Plan Authorizations ............................................................................................... 66 
Figure 4-41 Banner BA Request Authorizations Amount Total ........................................................... 66 
Figure 4-42 Create and View BA Request Document Buttons in the Banner. .................................... 67 
Figure 4-43 Budget Amendment Request Audit Log .......................................................................... 67 
Figure 4-44 Budget Amendment Request Inbox Selections ............................................................... 68 
Figure 4-45: Budget Amendment Tracking Inbox ............................................................................... 69 
Figure 4-46 Budget Amendment Request Alert .................................................................................. 70 
Figure 4-47 Budget Amendment Request Status Change .................................................................. 71 
Figure 4-48 Budget Amendment Request Status Change, status selection ....................................... 71 
Figure 4-49 Budget Amendment Request Status Change Validation Message Examples ................. 72 
Figure 4-50 BA Request Status History Change Form ....................................................................... 73 
Figure 4-51 Budget Amendment Request Status History Change Reasons ...................................... 74 
Figure 4-52  BA Request Reasons for Status Change ....................................................................... 74 
Figure 4-53 Budget Amendment Request Communication Log .......................................................... 75 
Figure 4-54 Budget Amendment Communication Log Listing View .................................................... 75 
Figure 4-55 New One-Time Expenses ................................................................................................ 76 
Figure 4-56 New One-Time Expenses Record ................................................................................... 76 
Figure 4-57 One-Time Expenses Listing ............................................................................................. 77 
Figure 4-58 Request One Time Expense Button ................................................................................ 77 
Figure 4-59 One Time Expense Request From .................................................................................. 78 
Figure 4-60 Create One Time Expense Request Document Button ................................................... 79 
Figure 4-61: View Active Plan Authorizations Button .......................................................................... 79 
Figure 4-62 Active Plan Authorizations ............................................................................................... 79 
Figure 4-63 One Time Expense Inbox Selections ............................................................................... 80 
Figure 4-64 One Time Expense Work Queues ................................................................................... 81 
Figure 4-65: New OTE Request Status Change Button ...................................................................... 82 



  
 

  
WISITS USER GUIDE 251 

 

Figure 4-66: New OTE Request Status Options ................................................................................. 83 
Figure 4-67: OTE Request Status History ........................................................................................... 83 
Figure 4-68: OTE Request Status History Change Reasons .............................................................. 84 
Figure 4-69 OTE Communication Log Form ....................................................................................... 85 
Figure 4-70 OTE Communication Log Listing View ............................................................................ 85 
Figure 4-71 New Participant Contact .................................................................................................. 86 
Figure 4-72 Create New Contact ........................................................................................................ 86 
Figure 4-73 New Participant Contact Record ...................................................................................... 87 
Figure 4-74 Primary Contact Default Active Status ............................................................................. 88 
Figure 4-75 Participant Contact Listing ............................................................................................... 88 
Figure 4-76 New Contact Address ...................................................................................................... 89 
Figure 4-77 New Contact Address Record ......................................................................................... 89 
Figure 4-78 Address Verification Message ......................................................................................... 89 
Figure 4-79 Updated Address After Verification .................................................................................. 90 
Figure 4-80 Contact Address Listing ................................................................................................... 90 
Figure 4-81 Create or View Contact Documents Record .................................................................... 91 
Figure 4-82: Documents Page ............................................................................................................ 91 
Figure 4-83: Dynamsoft Service Setup Wizard (Dynamic Web TWAIN Driver) .................................. 92 
Figure 4-84: Select your Scanner. ...................................................................................................... 92 
Figure 4-85: Example Scanner Interface ............................................................................................ 93 
Figure 4-86: Direct Scan Image Editor ................................................................................................ 94 
Figure 4-87: File Name DM Enabled Links. ........................................................................................ 94 
Figure 4-88 Bypass Error- 1010 .......................................................................................................... 95 
Figure 4-89: Select Document Addition (Browse, Upload Via Scan, or Scan) .................................... 95 
Figure 4-90: Update, Edit, Rename, Versions, and Lock. ................................................................... 95 
Figure 4-91: Uploading Participant Document .................................................................................... 96 
Figure 4-92: View Participant Document ............................................................................................. 97 
Figure 4-93:  The Participant Document Console ............................................................................... 97 
Figure 4-94 Document Management Enabled Document Links ......................................................... 98 
Figure 4-95: DM File Properties .......................................................................................................... 99 
Figure 4-96: Document Versioning ................................................................................................... 100 
Figure 4-97: Restoring Previous Version .......................................................................................... 100 
Figure 4-98 New Contact Email ........................................................................................................ 101 
Figure 4-99 New Contact Email Record ............................................................................................ 101 
Figure 4-100 New Contact Email ...................................................................................................... 101 
Figure 4-101 Contact Email Listing ................................................................................................... 102 
Figure 4-102 New Contact Phone ..................................................................................................... 102 
Figure 4-103 New Contact Phone Record ........................................................................................ 103 
Figure 4-104 Contact Phone Listing .................................................................................................. 103 
Figure 4-105 New Care Team ........................................................................................................... 104 
Figure 4-106 New Care Team Record .............................................................................................. 104 
Figure 4-107 Employee Search Pop-up Window .............................................................................. 105 
Figure 4-108 New Care Team Record .............................................................................................. 105 
Figure 4-109 Care Team Record ...................................................................................................... 106 
Figure 4-110 IC Transfer Pop-up Window ........................................................................................ 107 
Figure 4-111 IC Transfer Pop-up Window ........................................................................................ 107 
Figure 4-112 Employee Search Pop-up Window .............................................................................. 108 
Figure 4-113 FEA Transfer Pop-up Window ..................................................................................... 108 
Figure 4-114 SDPC Nurse Transfer Pop-up Window ....................................................................... 109 



  
 

  
WISITS USER GUIDE 252 

 

Figure 4-115 SDPC Employee Search Pop-up Window ................................................................... 109 
Figure 4-116 Care Team Transfer History ........................................................................................ 110 
Figure 4-117 ICA and FEA Transfer Retraction Button ..................................................................... 110 
Figure 4-118 Cost Share Ledger ....................................................................................................... 112 
Figure 4-119 New Cost Share ........................................................................................................... 113 
Figure 4-120 New Cost Share (Bill) Record ...................................................................................... 113 
Figure 4-121 New Cost Share (Payment) Record ............................................................................ 114 
Figure 4-122 Updated Cost Share Ledger ........................................................................................ 114 
Figure 4-123 Cost Share Listing ....................................................................................................... 115 
Figure 4-124 Updated Cost Share Balance ...................................................................................... 115 
Figure 4-125 New Insurance ............................................................................................................. 116 
Figure 4-126 New Medicare Insurance Record ................................................................................ 116 
Figure 4-127 New Private Insurance Record .................................................................................... 117 
Figure 4-128 Insurance Listing .......................................................................................................... 117 
Figure 4-129 New Letter Generation ................................................................................................. 118 
Figure 4-130 New Letter Generation Record .................................................................................... 119 
Figure 4-131 Opening Letter Pop-up Window ................................................................................... 119 
Figure 4-132 Letter Preview .............................................................................................................. 120 
Figure 4-133 New Document Generated Message ........................................................................... 120 
Figure 4-134 Document Listing ......................................................................................................... 120 
Figure 4-135 View Document or Document Record ......................................................................... 121 
Figure 4-136 Document Record ........................................................................................................ 121 
Figure 4-137 New Case Notes .......................................................................................................... 122 
Figure 4-138 New Case Notes Record ............................................................................................. 123 
Figure 4-139 Case Notes Listing ....................................................................................................... 123 
Figure 4-140 Participant Journal ....................................................................................................... 124 
Figure 4-141 New Participant Outcome ............................................................................................ 125 
Figure 4-142 New Participant Record ............................................................................................... 126 
Figure 4-143 Participant Outcome .................................................................................................... 126 
Figure 4-144 New Participant Strategy ............................................................................................. 127 
Figure 4-145 Participant Strategy Listing .......................................................................................... 127 
Figure 4-146 Plan Banner ................................................................................................................. 128 
Figure 4-147 Create Plan .................................................................................................................. 129 
Figure 4-148 New Plan in Plan Listing .............................................................................................. 129 
Figure 4-149 Create New Plan, End Dated Authorizations Validation Messages ............................. 130 
Figure 4-150 New Plan ..................................................................................................................... 131 
Figure 4-151 View Plan Report ......................................................................................................... 131 
Figure 4-152 Copy Plan to Documents Tab ...................................................................................... 132 
Figure 4-153 Create Budget Statement ............................................................................................ 132 
Figure 4-154 Budget Statement Dates .............................................................................................. 132 
Figure 4-155 Plan View ..................................................................................................................... 133 
Figure 4-156 New Authorization (Part 1) ........................................................................................... 134 
Figure 4-157 Provider Search ........................................................................................................... 135 
Figure 4-158 New Authorization (Part 2) ........................................................................................... 136 
Figure 4-159 Total Authorization Amount Calculation ....................................................................... 137 
Figure 4-160 Updated Plan Banner .................................................................................................. 138 
Figure 4-161 Updating an Authorization, Unit Change Reason Code .............................................. 139 
Figure 4-162 Authorization, Retroactive Begin Date Reason Code Dropdown Listing. .................... 140 
Figure 4-163 Funding Source Read-only .......................................................................................... 140 



  
 

  
WISITS USER GUIDE 253 

 

Figure 4-164 Authorizations, Copy Authorization Button .................................................................. 141 
Figure 4-165 Budgeted Amounts ...................................................................................................... 142 
Figure 4-166 New Budgeted Amounts Record ................................................................................. 142 
Figure 4-167 Create Essential Providers Button ............................................................................... 143 
Figure 4-168 Essential Providers Form ............................................................................................. 144 
Figure 4-169 Document Console Essential Provider Form ............................................................... 144 
Figure 4-170 Essential Provider Form .............................................................................................. 145 
Figure 4-171 Create New SDPC Referral ......................................................................................... 146 
Figure 4-172 New SDPC Referral Questions .................................................................................... 146 
Figure 4-173 SDPC Referral Reminder ............................................................................................ 147 
Figure 4-174 SDPC Referral Intake Questions ................................................................................. 147 
Figure 4-175 Approved SDPC Referral ............................................................................................. 148 
Figure 4-176 SDPC Referral Status History Listing .......................................................................... 148 
Figure 4-177 New SDPC Information ................................................................................................ 149 
Figure 4-178 New SDPC Information Record ................................................................................... 150 
Figure 4-179 New SDPC Info Status Change ................................................................................... 151 
Figure 4-180 New SDPC Info Status Change Record ...................................................................... 152 
Figure 4-181 MMIS Warning Message “SDPC Enrollment Not Found To Close.” ............................ 152 
Figure 4-182 SDPC Info Status Change Listing ................................................................................ 153 
Figure 4-183 SDPC Information Status History ................................................................................ 153 
Figure 4-184 SDPC Status Retraction .............................................................................................. 154 
Figure 4-185 MMIS Transaction to InterChange is being processed please wait. ............................ 154 
Figure 4-186 SDPC Status Retraction Listing ................................................................................... 155 
Figure 4-187 Creating New Auth Hour History .................................................................................. 155 
Figure 4-188 Auth Hour History Listing ............................................................................................. 156 
Figure 4-189 New SDPC Enrollment Segment ................................................................................. 157 
Figure 4-190 SDPC Enrollment Segment Listing .............................................................................. 158 
Figure 4-191 SDPC MMIS Waiver Enrollment .................................................................................. 159 
Figure 4-192 Enrollment Segment Tab ............................................................................................. 160 
Figure 4-193 Enrollment Segment Listing ......................................................................................... 160 
Figure 4-194 Enrollment Segment Listing ......................................................................................... 160 
Figure 4-195 Incident Report Listing ................................................................................................. 162 
Figure 4-196 Critical Incident Tabs and Entry ................................................................................... 162 
Figure 4-197: Incident Report, Transition Status .............................................................................. 163 
Figure 4-198: Incident Report Listing. ............................................................................................... 164 
Figure 4-199: Incident Report, Incident Status History ..................................................................... 166 
Figure 4-200: Incident Report, Log Entry Sub Tab. .......................................................................... 166 
Figure 4-201: Incident Report, Remediation Assurance Sub Tab ..................................................... 167 
Figure 4-202: Incident Report, PDF Preview Button ......................................................................... 167 
Figure 4-203: Incident Report PDF Example (Page 1) ..................................................................... 168 
Figure 4-204: Incident Report PDF Example (Page 2) ..................................................................... 169 
Figure 4-205 Retrieve MMIS Eligibility and Enrollment ..................................................................... 170 
Figure 4-206 MMIS Eligibility Response ........................................................................................... 170 
Figure 4-207 MMIS Eligibility Response Detail ................................................................................. 171 
Figure 4-208 MMIS Eligibility Error Response .................................................................................. 171 
Figure 4-209 MMIS Eligibility Response Page .................................................................................. 171 
Figure 4-210 MMIS Waiver Enrollment Listing .................................................................................. 172 
Figure 4-211 MMIS Waiver Enrollment Page .................................................................................... 172 
Figure 4-212 MMIS Waiver Program Enrollment Request ................................................................ 173 



  
 

  
WISITS USER GUIDE 254 

 

Figure 4-213 MMIS Enrollment Request Data Points ....................................................................... 173 
Figure 4-214 Enrollment Seg Response ........................................................................................... 174 
Figure 4-215 MMIS Enrolment Seg Errors ........................................................................................ 174 
Figure 4-216 Vulnerable/High Risk ................................................................................................... 175 
Figure 4-217 Option to save Vulnerable/High Risk PDF on Participant’s Document Console. ......... 176 
Figure 4-218 Confirmation Vulnerable/High Risk PDF saved to Participant Document Console...... 176 
Figure 4-219 Vulnerable/High Risk Listing view ................................................................................ 176 
Figure 4-220 Vulnerable/High Risk PDF saved in Document Console ............................................. 177 
Figure 4-221 VULNERABLE_HIGH_RISK_DETERMINATION.PDF ................................................ 178 
Figure 5-1 Create New Provider Record ........................................................................................... 179 
Figure 5-2 Provider Landing Screen ................................................................................................. 180 
Figure 5-3 New Provider Record ....................................................................................................... 181 
Figure 5-4 Provider Main Record Child Tabs .................................................................................... 181 
Figure 5-5 New Approved Participant ............................................................................................... 182 
Figure 5-6 Approved Participant Landing Screen ............................................................................. 182 
Figure 5-7 Participant Search Pop-Up Window ................................................................................ 182 
Figure 5-8 Approved Participant Listing ............................................................................................ 183 
Figure 5-9 New Provider Address ..................................................................................................... 183 
Figure 5-10 Provider Address Landing Screen ................................................................................. 184 
Figure 5-11 New Provider Address Record ...................................................................................... 184 
Figure 5-12 Address Verification Message ....................................................................................... 185 
Figure 5-13 GEO Address Validated ................................................................................................. 185 
Figure 5-14 Provider Address Listing ................................................................................................ 186 
Figure 5-15 New Provider Service .................................................................................................... 186 
Figure 5-16 Provider Service Landing Screen .................................................................................. 187 
Figure 5-17 New Provider Service Record ........................................................................................ 187 
Figure 5-18 Provider Service Listing ................................................................................................. 188 
Figure 5-19 Document Console ........................................................................................................ 188 
Figure 5-20 New Provider Document Page ...................................................................................... 189 
Figure 6-1 Tracking Inbox Listing ...................................................................................................... 190 
Figure 6-2 New Bulk IC Transfer Page ............................................................................................. 191 
Figure 6-3 New Bulk IC Transfer Page ............................................................................................. 192 
Figure 6-4 New Bulk IC Transfer Page ............................................................................................. 193 
Figure 6-5 Tracking Inbox Listing ...................................................................................................... 194 
Figure 6-6 New Bulk SDPC Nurse Transfer Page ............................................................................ 195 
Figure 6-7 New Bulk SDPC Nurse Transfer Page ............................................................................ 196 
Figure 7-1 Create New Work Request Record ................................................................................. 198 
Figure 7-2 New Work Request Record ............................................................................................. 199 
Figure 7-3 Work Request Comments Listing .................................................................................... 199 
Figure 7-4 Work Request Employee Search ..................................................................................... 200 
Figure 7-5 Work Request .................................................................................................................. 200 
Figure 7-6 Assigned Work Request .................................................................................................. 201 
Figure 8-1 Create New Record ......................................................................................................... 202 
Figure 8-2 New Reminder Record .................................................................................................... 202 
Figure 8-3 Reminder Tracking Inbox ................................................................................................. 203 
Figure 9-1 Record with Delete Option ............................................................................................... 204 
Figure 9-2 Delete Record Dialog Box ............................................................................................... 204 
Figure 10-1 Initial Standard Search Page ......................................................................................... 205 
Figure 10-2 Search Tab .................................................................................................................... 206 



  
 

  
WISITS USER GUIDE 255 

 

Figure 10-3 Standard Search Screen ............................................................................................... 207 
Figure 10-4 Search Criteria ............................................................................................................... 208 
Figure 10-5 Search Results .............................................................................................................. 208 
Figure 10-6 Search Tab Menu - Run Last Search Option ................................................................. 209 
Figure 10-7 Advanced Search .......................................................................................................... 210 
Figure 10-8 Search Criteria Tab in Advanced Search Screen .......................................................... 211 
Figure 10-9 Logical Operator with Multiple Search Criteria .............................................................. 211 
Figure 10-10 Columns Tab ............................................................................................................... 212 
Figure 10-11 Organizational Unit Tab ............................................................................................... 213 
Figure 10-12 Assignments Search Criteria Tab ................................................................................ 214 
Figure 10-13 Display Options Tab .................................................................................................... 215 
Figure 10-14 Search Results ............................................................................................................ 216 
Figure 10-15 Return to Advance Search Options ............................................................................. 216 
Figure 10-16 Search Properties Tab ................................................................................................. 217 
Figure 10-17 Share a Saved Search ................................................................................................. 218 
Figure 10-18 Search Sharing Dialog Box .......................................................................................... 218 
Figure 10-19 My Saved Searches Listing ......................................................................................... 218 
Figure 10-20 Deletion Confirmation Dialogue Box ............................................................................ 219 
Figure 11-1: Home Screen with Reporting Tab Menu Expanded ..................................................... 220 
Figure 11-2: Reporting > My Shared Reports ................................................................................... 220 
Figure 11-3: Report > Report Settings .............................................................................................. 221 
Figure 11-4: Report Status Screen ................................................................................................... 221 
Figure 11-5: Sample Report Results ................................................................................................. 221 
Figure 11-6 Save a Report ................................................................................................................ 222 
Figure 11-7 Reporting>Dashboard Options ...................................................................................... 223 
Figure 11-8 Home Screen with My Reports Listed and Displayed Report ........................................ 223 
Figure 12-1: Help Link ....................................................................................................................... 224 
Figure 12-2: Help Window ................................................................................................................. 225 
Figure 12-3: Help Search tab. ........................................................................................................... 226 
Figure 12-4: Help Search Results ..................................................................................................... 227 
Figure 13-1 New Participant Status History ...................................................................................... 228 
Figure 13-2 New Participant Status History Record .......................................................................... 229 
Figure 13-3 Participant Status History Listing ................................................................................... 229 
Figure 13-4 Participant Audit Log button ........................................................................................... 230 
Figure 13-5 New Participant Contact Status History. Click Save. Participant Contact Status History 
Listing displays. ................................................................................................................................. 231 
Figure 13-6 Create New Employee Record ...................................................................................... 232 
Figure 13-7 New Employee Record .................................................................................................. 233 
Figure 13-8 Create New Agency Record .......................................................................................... 234 
Figure 13-9 New Agency Record ...................................................................................................... 235 
Figure 13-10 Add Default IRIS Consultant ........................................................................................ 236 
Figure 13-11 Create New Agency Work Request Template Record ................................................ 237 
Figure 13-12 New Agency Work Request Template Record ............................................................ 237 
Figure 13-13 Add Assigned User ...................................................................................................... 237 
Figure 13-14 Work Queues Alerts ..................................................................................................... 238 
Figure 13-15 Enhanced Inbox Bulk Dismissal Option to Clear Alerts. .............................................. 239 
Figure 13-16 Alerts Reference Data Listing ...................................................................................... 240 
Figure 13-17 Create New Agency Alert Template Record ................................................................ 241 
Figure 13-18 New Agency Alert Template Record ............................................................................ 241 



  
 

  
WISITS USER GUIDE 256 

 

Figure 13-19 Create New Agency Reminder Templates Record ...................................................... 242 
Figure 13-20 New Agency Reminder Templates Record .................................................................. 243 
Figure 13-21 Create New System Wide Broadcast Record .............................................................. 244 
Figure 13-22 New System Wide Broadcast Record .......................................................................... 244 
Figure 13-23 New PDF Template File ............................................................................................... 245 
Figure 13-24 New PDF Template File Record .................................................................................. 246 
Figure 13-25 New Work Request/Alert Email opt Out. ...................................................................... 247 
Figure 13-26 Examples Work Request/Alert Email Options ............................................................. 247 
Figure 14-1 Participant Statuses in WISITS ...................................................................................... 264 

 
 

List of Tables 
Table 1-1: Documentation Roadmap .................................................................................................... 3 
Table 4-1 Participant Banner Data ...................................................................................................... 46 
Table 4-2 Status From and To Transitions .......................................................................................... 47 
Table 4-3 Expanded Plan Banner Data ............................................................................................ 128 
Table 7-1 Examples of System Generated Work Requests .............................................................. 197 
Table 10-1: My Saved Searches Icons ............................................................................................. 219 
Table 14-1 Participant Transition to Referred Status ........................................................................ 262 
Table 14-2 Participant Transition to Enrolled .................................................................................... 263 

 

 
 



  
 

  
WISITS USER GUIDE 257 

 

14.2 WISITS Quick References 
This section contains descriptions for acronyms and terminology used within this user guide. 

14.2.1 Acronyms 
The following are acronyms used within this document or within the system. 

Acronym Description 
ADL Activities of Daily Living 
ADRC Aging & Disability Resource Center 
CARES Client Assistance for Reemployment and Economic Support (system) 
CMS Centers for Medicaid and Medicare Services 
CVS Comma-separated Values 
DAD Disabled Adult Children 
DD Developmental Disability 
DHS Department of Health Services 
DLTC Division of Long-Term Care 
DOB Date of Birth 
EBD Elderly, Blind or Disabled 
FE Frail Elders 
FEA Fiscal Employment Agency 
FPL Federal Poverty Level 
HCBS Home and Community-Based Services 
HCBS Home and Communicate-Based Services 
IADLS Instrumental Activities of Daily Living 
IBA Individual Budget Allowance 
IC IRIS Consultant 
ICA IRIS Consultant Agency 
ICF-IID Intermediate Care Facility for Individuals with Intellectual Disabilities 
IM Income Maintenance Agency 
IRIS Include, Respect, I Self-Direct 
WISITS Wisconsin IRIS Self-Directed Information Technology System 
LOC Level of Care 
LTC FS Long-Term Care Functional Screen 
MAPC Medicaid Personal Care Agency 
MAPP Medicaid Purchase Plan 
MCI ID Master Customer Index Identification Number 
MCOs Managed Care Organizations 
NPI National Provider Identification 

 



  
 

  
WISITS USER GUIDE 258 

 

Acronym Description 
ORCD Office of Resource Center Development  
PACE Program for All-Inclusive Care for the Elderly 
PD Physical Disability 
PDF Portable Document Format 
PHW Participant Hired Worker 
PIR Provider-Individual Reimbursement 
QDWI Qualified Disabled and Working Individuals 
QMB Qualified Medicare Beneficiary 
RF Rules Framework 
SDPC Self-Directed Personal Care 
SDS Self-Directed Supports 
SLMB Specified Low Income Medicare Beneficiary 
SSI Supplemental Security Income 
SSI-E Supplemental Security Income Exceptional Expense 
SSN Social Security Number 
WI Wisconsin 
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14.2.2 Term Definitions 
The following are definitions of terms used within this document or within the system. 
Authorization: Is defined as an IRIS waiver service or IRIS SDPC service authorized on a Participant’s 
individual support and service plan in which the funding source, service category, provider, service, 
number of units, unit type, frequency, cost of unit (rate), rate type and time frame (authorization period) 
are defined.  

Funding Source: Is defined as the resource the good or service is being paid for or supplied from. There 
are eight (8) funding sources in Core ISITS; DVR, Family/Community Support, IRIS One-Time Expense, 
IRIS SDPC, IRIS Waiver, Medicaid Card Service (LTC), Medicaid Card Service – Acute and Primary, 
and Medicare. 

DVR: is defined as a service funded by the Division of Vocational Rehabilitation. This service is not paid 
for by the FEA and does not come out of the Participant’s IRIS budget. 

Family/Community Support: Is defined as a good or service that is supplied naturally within in the 
participant’s life. This is commonly referred to as a natural support. These goods and services are 
provided at no cost to the participant. 

IRIS One-Time Expense: Is defined as a good or service that has been approved through the IRIS One-
Time Expense approval process (IRIS Policy 5.8). These goods and services are paid for by the FEA 
and are paid from the Participant’s IRIS budget or One-Time Expense approval. 

IRIS SDPC: Is defined as self-directed personal care services funded through the IRIS 1915(j) waiver. 
These services are paid for by the FEA but are not paid from the Participant’s IRIS budget. 

IRIS Waiver: Is defined as goods and services paid for by the IRIS 1915(c) Home and Community 
Based Services waiver. These goods and services are paid for by the FEA and are paid from the 
Participant’s budget. 

Medicaid Card Service (LTC): Is defined as a service paid for through the Wisconsin Forward Health 
Medicaid program that relates specifically to the participants long term care. This service is not paid for 
by the FEA and does not come out of the Participant’s IRIS budget. These services are commonly 
referred to as Card Services. 

Medicaid Card Services – Acute and Primary: Is defined as a service funded through the Wisconsin 
Forward Health Medicaid Card and is most commonly related to medical and/or preventative care or 
prescriptions drugs. This service is not paid for by the FEA and does not come out of the Participant’s 
IRIS budget. These services are commonly referred to as Card Services. 

Medicare: Is defined as a service provided through the federal Medicare program. This service is not 
paid for by the FEA and does not come out of the Participant’s IRIS budget. 

Service Category: Is defined as a general classification of a services available in the IRIS program. 
There are multiple services associated with each service category. Reference the IRIS Funding Source / 
Service Category / Long Description Crosswalk to reference the relationship between the service 
category and the services (Long Description) within each service category.  
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Provider: Is defined as the person or organization (agency) providing the support or service to the 
Participant. There are three (3) provider types in Core ISITS, Participant Hired Worker (PHW), 
Organization, and Individual/Reimbursement. 

Individual: Is defined as the provider type in which the Participant or their PHW are directly reimbursed 
for services or goods. The common examples of these are one-time purchases, such as, Over-the-
Counter items purchased directly by the Participant or PHW or mileage reimbursement for the PHW. 
Service authorizations with an Individual provider identified and all other required authorization 
information will be transmitted nightly to the FEA for future processing of payment reimbursements. 

Organization: Is defined as the provider type in which the service or good is provided by an organization 
or agency not directly employed by the Participant. Services authorizations with an Organization provider 
identified, and all other required authorization information will be transmitted nightly to the FEA for future 
processing of payments rendered. 

Participant Hired Worker: Is defined as the provider type in which the provider is directly employed by 
the participant and the participant is the employer of record. Services authorizations with a PHW provider 
identified and all other required authorization information will be transmitted nightly to the FEA for future 
processing of payments rendered. 

Generic Provider: Is defined as a provider place holder to build an Individual Support and Service Plan 
(ISSP) because the provider is unknown at the time the authorization is being entered. Generic provider 
should be used as a place holder only for ISSP building purposes. Service authorization with generic 
provider identified will not go to the FEA and for processing. Only Service authorizations with an 
Individual, Organization or Participant Hired worker provider identified are transmitted to the FEA for 
future payment of services. 

Service Long Description: Is defined as the long description of the service that includes the service 
description, the unit of measure for the service, and if the service is provided on an individual basis or in 
a group setting. Reference the IRIS Funding Source / Service Category / Long Description Crosswalk for 
a list of service categories and their relationship to the long description. The list of long descriptions is 
also available in Appendix A of the IRIS Service Definition Manual 
https://www.dhs.wisconsin.gov/library/p-00088o.htm.  

For IRIS Waiver Services, IRIS SDPC Services and IRIS One-Time Expense Services, the following 
authorization sentence appears after the user has identified the Funding Source, Service Category, the 
Service Provider (Organization, PHW, Individual), and the Service Long Description. Items appearing in 
{Brackets} need to be completed by the IRIS Consultant and are defined below. 

I need {Numeric}, {Unit Type}, every {Frequency}, at {Dollar Amount} per {Rate Type}.  

Numeric: Is defined as the number of units of the good or service required by the participant. 

Unit Type: Is defined as what the unit {Numeric} is measured in. There are five (5) unit types available in 
the IRIS program; Miles, Hours, Days, Nights, and Each. 

Frequency: Is defined has how often the units are used in each time frame. There are four (4) 
frequencies available in the IRIS program; Weekly, Monthly, Annually, and Each. For the conversion to 

https://www.dhs.wisconsin.gov/library/p-00088o.htm
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Core ISITS all services frequencies should be entered using the frequency of annual except for IRIS 
SDPC services which must use a frequency of monthly. 

Dollar Amount: Is defined as the cost of the individual unit. This is commonly referred to as the rate. For 
Participant Hired Workers the wage paid to the worker should be entered and when applicable the apply 
tax check box should be checked. 

Rate Type: Is defined as the dollar amount entered (or rate) relevant to the unit type. There are five (5) 
rate types available in the IRIS program; Mile, Hour, Day, Night, and Each. Core ISITS includes built in 
responsive disclosure, meaning that based on the Unit Type selected the Rate Type is predefined to 
match (i.e. if the service plan requires 60 days of respite annually because the unit type is entered in 
days the only selection available under rate type is day).  

Below is an example of what the authorization sentence will look like once completed. 

I need {Numeric}, {Unit Type}, every {Frequency}, at {Dollar Amount} per {Rate Type}.  

I need {60},{Days}, every {Annually}, at {$45.00} per {Day}.  

To Auth End Date: Is defined as the day the service authorization starts. This date must be within the 
Participant’s current plan year. 

From Auth End Date: Is defined as the day the service authorization ends. This date must not exceed 
the Participant’s current plan year end date. 
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14.3 Referral and Enrollment Required Data 
Requirements to transition statuses for Participant records 
 

For a Participant to move from 'Draft' to 'Referred' status, the user must populate the following 
information for the Participant: 

 
 Table 14-1 Participant Transition to Referred Status 

Participant Main Record 
• Last Name  
• First Name  
• SSN  
• MCI ID  
• DOB  
• Gender  
• Date Referred to IRIS  
• Date Referral Received at ICA  
• Target Group  
• Race  
• Ethnicity  
• Primary Language  
• County of Responsibility   
• County of Residence  
• Current Enrollment In 

Participant Address  
• Residence Type Address 
• ZIP Code  
• Street 1  
• City  
• State   

Eligibility  
• Date of Medicaid Eligibility 

 

Care Team  
• ICA Assigned  
• IRIS Consultant Assigned  
• IM Agency Assigned   
• ADRC Assigned 
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For a Participant to move into an 'Enrolled' status, the Participant must have all the required fields 
from the Referred Status plus the following information for the Participant must be populated: 

 
Table 14-2 Participant Transition to Enrolled 

Outcome 
• At least one Outcome   

 
Strategy 

• At least one Strategy  
 
Plan 

• An Active Plan  
 
Authorization 

• At least 1 Authorization whose funding 
Source is an IRIS Waiver Funding Source 
with a non-generic Provider 

Care Team  
• FEA Assigned  

 
Financials 

• IRIS Monthly Budget Amount > 0 
• Marital Status 

 
Participant Main record 

• Current Enrollment In 
• Current Living Situation 

 
Participant Phone 

• At least one Phone Number 
 
Authorizations and Budgeted Amounts 

• Amount of Authorizations < Annual Budget 
Amount) 
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14.4 Status Transitions and Actions 
Participant records move through several transitions across various roles within the system. This section 
provides details on how the records transition between statuses. 
 

 
Figure 14-1 Participant Statuses in WISITS  

 
 
The following tables provide details of how each status is updated in the system. 
 

14.4.1 Draft Status 
A Draft status can only be transitioned to Referred. 
Current Status: Draft 
New Status: Referred 
Actions:  
New Participant record status when first created. All required information for Participant must be entered 
before the status can transition to Referred.  
 
When the status is changed to Referred, the system will auto-generate the following Work Requests:  
- Welcome Call 
- Initial Visit 
- Mail Welcome Packet  
 
A Plan and Authorizations can be created for a Participant with a Referred status. 
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14.4.2 Referred Status 
The Referred status can only be transitioned to Enrolled, Referral Withdrawn, or Deceased. 
Current Status: Referred 
New Status: Enrolled 
Actions:  
All required information for Participant must be entered before the status can transition from Referred.  
 
System will auto-generate Work Requests to assigned IC to complete required paperwork and Service 
Authorizations 
 
The system will set the IRIS Start Date on Participant record to Effective Date of the Status change. 
 
If Medicaid Group Indicator is B or C, the system will generate a Work Request for IC to mail Cost Share 
and/or Spend down letter to Participant. 
 
Current Status: Referred 
New Status: Referral Withdrawn 
Actions:  
User must provide reason for withdrawn referral. Available reasons are: 
- Miscommunication/misunderstanding of responsibilities 
- Decided to go with a different program. 
- Ineligible living Setting 
- Deceased 
- Eligibility change 
 
The system will auto-generate a Work Request assigned to the Participant’s current IRIS Consultant to 
“Create Withdrawal Letter.” 
 
The system auto-generates an alert for the IC; all outstanding work for Participant must be completed 
within 30 days. 
 
If there is an active or pending plan, the system sets the Plan End Date to the Effective Date of the status 
change and Plan becomes Inactive. All Authorizations end and end dates are updated to Effective date 
of status change. 
 
Any SDPC Referral status with MET is updated to UNMET status (most recent referral status only). 
 
Thirty days after status change, the system transfers the Participant from current IC to DHS case-owner. 
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Current Status: Referred 
New Status: Deceased 
Actions:  
System will auto-generate Work Requests to assigned IC to complete a critical incident report.  
 
System will auto-generate Alerts to each Care Team member (includes FEA and pending SDPC, if 
applicable) and each has 30 days to complete any outstanding work. 
 
System sets the Plan End Date to the Effective Date of the status change and Plan becomes Inactive. All 
Authorizations end and end dates are updated to Effective date of status change. 
 
Any SDPC Referral status with MET is updated to UNMET status (most recent referral status only). 
 
Thirty days after status change, the system transfers Participant from current IC to DHS case-owner. 
 

14.4.3 Enrolled Status 
The Enrolled status can only be transitioned to Involuntary Disenrollment, Voluntary Disenrollment, 
Suspended or Deceased.  
Current Status: Enrolled 
New Status: Involuntary Disenrollment 
Actions:  
User must provide reason for Involuntary Disenrollment status. Available reasons are:  
- Health and Safety 
- No Contact 
- No Service Utilization 
- Fraud 
- Failure to Pay Cost Share 
 

Note: An Involuntary Disenrollment status update can also be initiated from MMIS via the Waiver Member Extract 
job that is processed daily. Alerts are sent for successful and unsuccessful updates. 

 
System will auto-generate Alerts to each Care Team member (includes FEA and pending 
SDPC if applicable) and each has 30 days to complete any outstanding work. 
 
System sets the Plan End Date to the Effective Date of the status change and Plan becomes Inactive. All 
Authorizations end and end dates are updated to Effective date of status change. 
 
Thirty (30) days after status change, the system transfers Participant from current IC to DHS case-owner. 
 
Current Status: Enrolled 

-  
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New Status: Voluntary Disenrollment 
Actions:  
User must provide reason for Voluntary Disenrollment status. Available reasons are:  
- Dissatisfied with cost share. 
- Difficulty finding or retaining providers. 
- Needed add ’l support in coordinating services/support. 
- Unable to secure all needed services or hours of service. 
- Services did not meet expectations. 
- Not able to use provider of my choice. 
- Dissatisfied with care team/IRIS consultant. 
- Customer service issues with the IRIS FEA 
- Customer services issues with the IRIS ICA 
- I have found other ways to meet my needs. 
- Other – Please describe (Use Other; Specify field) 
 

Note: A Voluntary Disenrollment status update can also be initiated from MMIS via the Waiver Member Extract job 
that is processed daily. Alerts are sent for successful and unsuccessful updates. 

 
System will auto-generate Alerts to each Care Team member (includes FEA and pending SDPC if 
applicable) and each has 30 days to complete any outstanding work. 
 
System sets the Plan End Date to the Effective Date of the status change and Plan becomes Inactive. All 
Authorizations end and end dates are updated to Effective date of status change. 
 
Thirty (30) days after status change, the system transfers Participant from current IC to DHS case-owner. 
 
Current Status: Enrolled 
New Status: Suspended 
Actions:  
User must provide reason for Suspended status. Available reasons are:  
- Ineligible Living Setting 
- Hospitalized 
- Incarcerated 
- Institutionalized 
 
System will auto-generate Alerts to each Care Team member (includes FEA and pending SDPC if 
applicable) and each has 30 days to complete any outstanding work. 
 
If Suspended Effective date is future date, Authorizations (except Support-Retainer Payments) are ended 
as of the Suspended Effective immediate date. 
 
Ninety (90) days after status change, the system sends Alert to IC to send justification to DHS QA Team 
as to why Participant stays in Suspended status or to begin the Involuntary Disenrollment process. 
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Current Status: Enrolled 
New Status: Deceased 
Actions:  
System will auto-generate Work Requests to assigned IC to complete a critical incident report.  
 
System will auto-generate Alerts to each Care Team member (includes FEA and pending SDPC, if 
applicable) and each has 30 days to complete any outstanding work. 
 
System sets the Plan End Date to the Effective Date of the status change and Plan becomes Inactive. All 
Authorizations end and end dates are updated to Effective date of status change. 
 
Any SDPC Referral status with MET is updated to UNMET status (most recent referral status only). 
 
Thirty (30) days after status change, the system transfers Participant from current IC to DHS case-owner. 
 

14.4.4 Referral Withdrawn Status 
The Referral Withdrawn status can only be transitioned to Draft.  
Current Status: Referral Withdrawn 
New Status: Draft 
Actions:  
This transition will reset the following: 
- IC Assignment 
- Functional Screen Eligibility date 
- Medicaid Eligibility Date 
- Date Referred to IRIS 
 
Any SDPC Referral status with MET is updated to UNMET status (most recent referral status only). 
 

14.4.5 Involuntary Disenrollment Status 
The Involuntary Disenrollment status can only be transitioned to Draft.  
Current Status: Involuntary Disenrollment 
New Status: Draft 
Actions:  
This transition will reset the following: 
- IC Assignment 
- Functional Screen Eligibility date 
- Medicaid Eligibility Date 
- Date Referred to IRIS 
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Any SDPC Referral status with MET is updated to UNMET status (most recent referral status only). 
 
Current Status: Involuntary Disenrollment 
New Status: Enrolled 
 

14.4.6 Voluntary Disenrollment Status 
The Voluntary Disenrollment status can only be transitioned to Draft.  
Current Status: Voluntary Disenrollment 
New Status: Draft 
Actions: This transition will reset the following: 
 - IC Assignment 
 - Date Referred to IRIS 
 - Date of IRIS Functional Screen Eligibility 
 - Date of Medicaid Eligibility 
 
Any SDPC Referral status with MET is updated to UNMET status (most recent referral status only). 
 

14.4.7 Suspended Status 
The Suspended status can only be transitioned to Draft.  
Current Status: Suspended 
New Status: Enrolled 
Actions:  
IRIS Enrolled Date retains the IRIS Start Date when Participant was initially enrolled. 
 
Current Status: Suspended 
New Status: Involuntary Disenrollment 
Actions:  
User must provide reason for Involuntary Disenrollment status. Available reasons are:  
- Health and Safety 
- No Contact 
- No Service Utilization 
- Fraud 
- Failure to Pay Cost Share 

- Note: An Involuntary Disenrollment status update can also be initiated from MMIS via the Waiver Member 
Extract job that is processed daily. Alerts are sent for successful and unsuccessful updates. 
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System sets the Plan End Date to the Effective Date of the status change and Plan becomes Inactive. All 
Authorizations end and end dates are updated to Effective date of status change. 
 
System will auto-generate Alerts to each Care Team member (includes FEA and pending SDPC, if 
applicable) and each has 30 days to complete any outstanding work. 
 
Thirty (30) days after status change, the system transfers Participant from current IC to DHS case-owner. 
 
Current Status: Suspended 
New Status: Deceased 
Actions:  
System will auto-generate Work Requests to assigned IC to complete a critical incident report.  
 
System will auto-generate Alerts to each Care Team member (includes FEA and pending SDPC, if 
applicable) and each has 30 days to complete any outstanding work. 
 
System sets the Plan End Date to the Effective Date of the status change and Plan becomes Inactive. All 
Authorizations end and end dates are updated to Effective date of status change. 
 
Any SDPC Referral status with MET is updated to UNMET status (most recent referral status only). 
 
Thirty days after status change, the system transfers Participant from current IC to DHS case-owner. 
 

14.4.8 Deceased Status 
The Deceased status can only be transitioned to Draft.  
Current Status: Deceased 
New Status: Draft 
Actions:  
System retains the Participant’s original value for Date Referred to IRIS. 
 

14.5 IRIS External Workflows 
The following diagrams provide details for external workflows that include adding data with WISITS. 

Note: Click on the icon within each of the following sections to open a PDF of the workflow.  
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14.6 SDPC Referral 
The needed criteria for an SDPC Referral to become active are: 
 

Part One of Questions (Referral): 
Has an IRIS start date established? (If yes, criteria pass. If no, answer next question.  
If Iris Start date is populated when referral is created, this question does not show and 
defaults to yes.) 

Yes or No 

Does the person’s circumstance warrant a Start Date Coordination Request? (only 
shows if prior question is No) 

Yes 

Needs hands on care as evidenced by the LTC-FS (1?s or 2?s) Yes 

Is under Fraud or Misappropriation Investigation? No 

Is involved with APS related to provision of cares? (Self-neglect, worker neglect, etc.) No 

Is residing in an RCAC? No 

Is residing in an AFH owned by Blood relatives? Yes or No 

Has workers identified to provide cares and paperwork has been submitted to FEA? Yes 

Has a back-up plan that addresses SDPC requirements with people identified that can 
complete personal cares if the primary worker is unavailable? 

Yes 

Will the guardian or POA-HC be providing paid SDPC services? (If answer is Yes, you 
will get another drop down list, but it does not meet criteria.) 

No 

Preferred Contact for SDPC Intake:   Selection 

 

Part Two of Questions (Intake): 
Validity of referral has been verified? Yes 

Person has 24-hour Private Duty Nursing? No 

Person has skilled nursing under Medicare part A? (per “35” rule)? No 

Person has hospice services? Yes or No 

Person has a prequalifying condition? (If previous question is Yes, this question shows) Yes 

Welcome call has been made and person has agreed to enroll in SCPC? Yes 

If person is using MAPC, they agree to discontinue once SDPC begins? Yes 
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14.6.1 SDPC Referral Statuses 
The following are statuses that pertain to an SDPC Referral: 
 Draft Referral 
 Referral Criteria Met 
 Intake Criteria UNMET 
 Referral Criteria UNMET 
 Approved 

 
 

14.6.2 IRIS Cost Share 

 
 

14.6.3 IRIS Program Authorizations 
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14.6.4 Adding a Provider 
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14.6.5 SDPC Enrollment 
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14.6.6 WPS Call Center Delegating Task to FEA 
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14.6.7 MetaStar Case Notes 
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