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Add Client
Check Client List

Entry Steps: Login, Select Facility

Navigate to Client List: After selecting your
facility, select the Client List menu item.

Initially the Client List will not show any clients. If
you click Go without entering any search criteria
the Client List will show all clients for the Agency.

Note that the Facility field in the Client Search
portion of the screen is blank. By default, all
agency facilities are included in the initial search.

Check Client List: Before adding a client to
SWITS, you must first check to see if they have
already been added to the system by another
user. Scan the list for their name or use the
Search feature.

Search Client: Search a client in the system by
entering the First Name, Last Name, SSN, DOB,
Client ID, Provider ID or Staff. While you can
search the client just by their name, any of the
other search criteria helps make it a more definite
search in case the client has been in the system
with another name. The system searches for the
client through the whole agency.

You can search using partial information by using
the *. For example, if you want to find all clients
whose last name begins with “Je” type “Je*” into
the Last Name field and click Go. The list will only
show clients with a last name beginning with “Je”.
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Add Client
Check Client List

2} Episode List - Microsoft Internet Explorer
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Add Client

Create Client Profile

Entry Steps: Check Client List

Add Client: You have already determined that
the client has never been to any Agency Facility.
Click the Add Client hyperlink in the Client List
portion of the screen.

Client Profile: Some fields in the Client Profile
are required so that the record can be retrieved
when performing a client search. These fields will
be highlighted in dark yellow.

Note: SSN format and DOB must be in the XXX-
XX-XXXX and mm/dd/yyyy format.

After completing the upper portion of the screen,
click Save. You are now ready to add Alternate
Names or Addresses.

NOTE: You will note that the CalOMS field names
are labeled for cross referencing with the CalOMS
Treatment Data Collection Guide.
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NG 25295E8066100 Bertly, Thomas aiz2ra62 123-66-8909 Male Profile | Activity List
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Add Client

Add Phone Numbers and
Addresses

Phone Numbers: Click on the Contact Info
menu item, or click Next in the Alternate Name
screen. Add phone numbers as appropriate to the
top of the screen. You may erase phone numbers
using the backspace key.

Addresses: Click the Add Address hyperlink to
enter insert mode. Add an address. Use Save to
store the address in the table above. Click on Add
Address every time you want to add additional
addresses.

i! Contact Info - Microsoft Internet Explorer
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City* [Rockvile State* [MD v | Zip* [20850



Add Client

Add Additional Info

Click on the Next button in the Contact Info
screen or click on the Additional Information
sub-menu.

Using your mouse, click on your selection in the
mover box. You may hold the Ctrl key down to
make multiple selections at the same time. When
you select the item, its background will turn dark.

Click on the upper arrow located between the
mover box to move your selections to the
Selected box to the right. Your selections will be
moved to the Selected box.

To remove a selection from the Selected box,
click on the items you want to move and use the
lower arrow located between the mover boxes.
Your selections will be moved back to the original
list box on the left.

Use your mouse to select values in the drop down
boxes at the bottom of the screen.

When you have made all your selections, click
Next. You will launch the Collateral Contacts
Screen.
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Add Client

Add Collateral Contacts

If you do not click Next on the Additional Info
screen, choose Collateral Contacts from the
sub-menu.

This is the place where you can document the
details about all people associated with the
client outside the agency. Please Note: The
Treatment Team screen and Other Numbers
Screen contain an “Add Contact” hyperlink that
will bring you back to this screen, thus allowing
you to add additional collateral contacts.

The Can Contact field asks the client if the
provider can contact this person for any reason.
If you need a signed consent to be able to
contact this person, complete the consent in the
consent module and then select Yes on this
screen for the Consent On File field.

When you have made all your entries for a
contact, click Save to store them in the table.

Click Next or Click the Add Other Number
hyperlink to insert court case numbers and
related numbers.
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Ll o) Jetson Spouse Wiork: 3015555675 Beview | Delete
Juchy Jetson Daughter(s) Wiork: 3015554321 Review | Delete
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Last Mame Address 2
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Date of Birth FEN Can Cortact Congent On File
Home Phone Motes =
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Mobile LI
Fax Created
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Collateral Contacts for Jetson, Jane

Actions
Review | Delste
Review | Delete

First Hame
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dudy Jetson

Last Hame
Jetzon

Relation
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Phone Numbers
Wiork: 3015335678
Wiork: 301 5554321

Add Contaci

First Mame | Address 1 |
Last Mame | Address 2 |
Relation | x| City | State | x| T
Gender I LI Email |
Date of Birth | S50 ‘ Can Contact lﬁ Consent On File lﬂ
Homne Phong l— Notes ;I
Witk Phone l—
mowie [ | [
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Ad d C | i e nt a Other Numbers - Microsoft Internet Explorer
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rint Report  Print ‘ew elp oo
AgEncy v Humber Type # Start End  Contact Hame Status Actions
Other Numbers S G .
Alternate Mames
Contact Info
Additional Information
Number Type and Numper: Select the number “‘
type from the drop down list and enter the oy N — T T:7 777
. . Mon-Ej ke Cortact -
appropriate number. The following types of sttt > Humber Type
numbers can be entered: Enisarte List Humher
My Settings » Start Date
¢ Colur't Case i Reports End Date
. Criminal Justing ID (LENT) status
. Juvenile Court Number Contect s Cortact
Commerts ;I
Enter other information as needed. o
Click Save to move the information you just @ @
entered to the list on top.
.
Click on Add Othe_r Number for each new entry. Numbmpe| ]
You can save multiple numbers for a client. Humber |
Start Date [5/452005
When you have saved all numbers, click Finish to Erd Date
return to the Client Profile screen. status [fctve ]
Contact | =] pdd contact
. . . . . . = it -
Review the information in the Client Profile s -
screen. If correct, Click Finish to return to Client El
List where you will see your new entry listed == O C©@ T

alphabetically in the Client List. Or you can
proceed to do the Intake from the Client Profile
screen by clicking on the Activity List menu item.




Non-Episode Contact -l51x]
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Frint Report  Print ‘Wlew

To add a new Non-Episode Contact, choose this . =
e e

OptiOI’l from the sub-menu. ageney ¢ Contact Date [B12004 | Time (hhemm) 0222 Contect Reeson [eise =]
Cliert List «

Clent Profilc » Contacted By [Kelly, Mauresn = If Other, Specity
A Non-Episode Contact allows you to document y gi;v"' =l CmLmj‘w:jh“ j
the details about contacts with that you have with B Rty A bursion tve) RN

: . . y St »
clients, or non clients, that happen outside of an Reports Referred By - LastHame Severty Ratng [Fgh H
H Reterred By - Phone Crested Date 81 1/2004 2:19 Ph
epISOde of care. Problem Deseription [The clierd missed a court date: =l
=
When you have made all your entries for a Non- comments 5|
Episode Contact Record, click Save to store -
. .. Il =
them in the table. Select the Finish button you . ot S St
have completed the Client Profile Module. 2] 2 L[
g‘r‘[‘l;:lreatmam kal ﬂ

Note: A Non-Episode Contact would be an
individual who has been seen informally but has not
been admitted into a treatment program.
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Jetson, Jane | Case #: 1

Add Client

Home Page )The filter you created has been applied to the client list. =
AgEncy b Chients whose names are in RED are cliehts who currently have active alert notes.
Intake Client Search
CIEnRREIIS © Agency Westst Testing Agency Facilty [ =
Man-Epizode Cantact
. . activiy List » First Name | Last Mame |
41. Entry Steps: Client Profile e san| o
iy SEED D Client 1D | Provider Client ID |
. . Report
42. Once Client Profile is complete, you are ready to e st | S Prmery Core Staft
Intake the client. Intake is the beginning of a new Case Status [0 Cierts = G &
treatment episode and creates a unique client Client List Egpord
case ID in the system so that all records Client In Full Hame DoB ssi Gender  Actions
; ; ; 2197550057121 Armstrong Sl 12211977 S55-12-5555  Male Profils | Activiy List
associated with this course of treatment can be M239055RASSE101 Armstrong John 12061960 S55-15-5555  Male Brofile | Activity List

logged to produce a history of care.

?Episnde Lisk - Microsoft Internet Explorer
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43.

Intake can only be completed if the client has no
record at the facility, or all previous cases have
been closed. When you click on Activity List you

C-al WiiTs

utpatient Facility

Home Page Episode List for Jetson, Jane Stari New Episode

. . FRH : AgENCY ¥ Case# Status Fagcility Intake By Intake Date  ClosedDate  Actions
WI” QEt a message W|ndOW Indlcatlng the case Client List - 1 Open &ctive  Westat Outpatient Facility Kelly, Maureen FiE[2004 Review
status fOI" the Cllent_ Cliert Prafile » 2 Open Active  Adolescent Services Kelly2, Maureen 124952004 Review:

Mon-Episode Cortact 3 Cpen Aotive Acult Intensive OF Lam, Kevin 4125/2005 Review

Activity List »
Friznrie | ist

44. Click on the Start New Episode link to do a new
intake and thus, start a new episode. This will

take you to the Client Intake Screen.

CalfWii:s :
) . a _ ; =
45,  Complete all Dark Yellow fields (required) and any
other information that is known at this time. agency b e roc [ X Py
Cliar.d List Y. Intske Staff| Keitz, Lee ;I =] Caze S‘tatUSIOpen Active ;I
. . . Client Profile k-
46. You will note the Case # field. This starts at 1 and A e e Intal Contact =l Intake Dete[T282005 |
is automatically incremented for each new AR & REETE = Fregnan Ho BB
. d f y f th | t . _ Source of Referral| ADM-5 LI Chranic Life Threatering liness (CLTI 'l
episode of care for this client in your agency. wWal List corerra Contact 3 N —
;;L:’;g . Aokl Referral Cortact Info
47. Click Finish. You have now Opened a case for e en=l RefenciDate] | Presenting Problem (In Cliert's Qwn Words)
the CI'ent :;mlss'lon > Azzesament Date ;I
Tre:tsmem (S Return Court Date LI
. Al | Upclate
Note: The Save & Close the Case link should be used Do b Dte Closed Save & Clsse the Case Cirex GO FTED
to close this episode of care. Once this link is consent.
clicked, the user is prompted to input the date Episods List
closed and the entire episode of care is put in e am etran >
' ) 'y Settings
Read-Only mode. Users with certain access Reports

privileges (Case Reopen) have the ability to
reopen a case, should edits need to be made.
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Garner, Jennifer | Case Print Report  Print\dew  Help
ACtIVIty LISt Agency » Activity Created Date Status Actions
Client List » Intake Transaction 52005 In Progress (Detzils Review
. . . oy Client Profil Cliert Information (Profile) 54452005 In P Creil: Eevi
Verify Client Profile and Intake activities are NomEisot cortact | e e, 4 =
complete in the Case Activity List screen.
Intake:
Wyiait List
You may continue with another activity by using an

Screening »

the left menu to start another task.

Aszessments »

Admission »

The Activity List shows all the clinical activities retes >
started or completed for a client. By default they
are sorted by earliest to latest.

An activity is considered complete if if meets all of
the data requirements for that activity. If an
activity is marked as “In Progress”, you can click
on the “(Details)” link to see the details of the
remaining data requirements

) http://test.ssawebtech.org - Ca... |Z||:[E|

Client Information (Profile) Progress

& HirthCountyCode iz miz=ing.
& HirthStateCode iz miz=ing.
« Hace iz empty.

&]p  Internet




Add Client

History

The History sub-menu displays a list of all
changes that have been made to the client
information as well as any accesses to this client’s
record. It lists the date, the staff person, and a
description of the access or change.

History - Microsoft Internet Explorer

GalWilis
Home Page Date Changed Staff Person  Description of Changes
Agency » 57472005 2:09 Pr Sicchio, Renee *» Mccessed Cliert Profile Screen
Client List =
Cliert Profile - SI4r20051:55 PM Sicchio, Renee & Acceszed Admission Screen for Case: 1

Alternate Names
Cortact Info 50452005 1:55 Ph Sicehio, Renee

Acceszed Client Record: "Jetson, Jane, Client ID: F1130530J467100"

Addtional Information
Collateral Contacts S/4520051:52 P Kely2, Maureen
Cther Mumbers

Accessed Screening Screen for Case: 1

50442005 1:52 Pw Kelly2, Maureen Accessed Client Record: "Jetson, Jane, Client ID; F1130530J467100"

Mon-Epizode Contact

Activity List » 54452005 1:50 P Sicchio, Renee » Accessed Admission Screen for Case: 1

Epizode List
Mty Settings » 50412005 1:49 PM Sicchio, Renee * Accessed Clent Record: "Jetson, Jane, Client ID: F1190530J457100"
Reports

7472005 1:43 P Kelly2, Maureen

Accessed Cliert Record: "Jetson, Jane, Client ID: F1190530.J467100"

50472005 1:42 Pr Kelly2, Maureen

Accessed Screening Screen for Case: 1

50452005 1:47 PM Kelly2, Maureen Acceszed Screening Screen for Case: 1

50452005 1:41 Ph Kelly2, Maureen

Acceszed Client Record: "Jetson, Jane, Client ID: F1130530J467100"

SHZ005 1240 Ph Sicchio, Renee Acceszed Clent Record: "Jetson, Jane, Client ID; F1190530.0467100"

5i4j200511:52 AWM Sicchio, Renee Accessed Client Profile Screen




