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TRAC-IT Overview Webinar 

Q & A  

11/13/23, 2pm 
 

In this document, the questions asked during the webinar are listed.  

 

GENERAL QUESTIONS 
Q: CAN YOU PLEASE EXPLAIN ENROLLMENT STATUS ONCE MORE?  I AM TRYING TO UNDERSTAND IFSP  SERVICES VS. 

SERVICES. 

A: Here is a definition of the different enrollment statuses: 
• Referred - No Services - an open referral BEFORE the intake is completed 
• Referred - Services - a referral that includes the Intake Visit 
• Eligible, No IFSP - the eligibility determination is completed 
• IFSP - the IFSP tasks are completed, but no Contact Notes are completed 
• Services - the IFSP tasks are completed, but Contact Notes ARE completed 

 

Q: WILL WE BE REQUIRED TO UPLOAD THE FORMS GENERATED BY TRAC-IT INTO THE DOCUMENTS TAB OR WILL 

THOSE FORMS BE SAVED AUTOMATICALLY ONCE FAMILY SIGNS AND THE TASK IS COMPLETED?. I AM CURRENTLY 

SAVING COPIES TO SEND TO FAMILIES BUT I AM NOT SURE WHICH FORMS GET SAVED AUTOMATICALLY IN THE 

DOCUMENTS SECTION. 

A: Although the forms embedded in the completed tasks are saved in TRAC-IT, they are not 

automatically stored in the Documents tab. If you would like the document to appear in this tab, 

you will need to upload it into TRAC-IT.  

 

Q: FOR PERMISSION FOR TEXTING- IS CHECKING THIS BOX SUFFICIENT AFTER GETTING PARENT 'S PERMISSION OR IS 

IT EXPECTED THAT THIS FORM WILL BE UPLOADED INTO TRAC-IT? (NOT SURE IF THIS IS A TRAC-IT QUESTION BUT 

WANTED TO CHECK! 

A: By checking the box, you are indicating you have received permission to text. You are 

required to maintain a copy of the form, but uploading the form in TRAC-IT is optional.  

  

mailto:VATRACITsupport@ssg-llc.com


2 
Questions??  
Contact Support at  
804-508-7229 
VATRACITsupport@ssg-llc.com 

Q: WILL SERVICE COORDINATORS BE ENTERING GOALS INTO THE SYSTEM OR IS THAT SOMETHING CLINICIANS WILL 

BE RESPONSIBLE FOR? 

A: TRAC-IT is a role-based system and users with the service coordinator OR provider role can 

schedule and complete IFSP Reviews and Annual IFSPs. As part of these tasks, these users can 

add goals to the IFSP. 

 

Q: HOW DO YOU DELETE A TASK INCORRECTLY CHOSEN? 

A: Users are not able to delete a task. However, in some tasks, you can close the task without 

adding information to the child’s record. For example, you can select Close Referral in any open 

Referral task you no longer need. If there are additional tasks you would like removed, please 

contact the Support Desk. 

 

Q: CAN 2 SERVICE TYPES BE CREATED ON THERAPY CONTACT NOTES OR ONLY ON SERVICE COORDINATION CONTACT 

NOTES? 

A: The ability to add multiple service activities for one provider exists on all Contact Note tasks. 

However, the service activity must relate to the discipline of the provider. 

 

Q: WHEN WOULD WE USE THE COMMUNICATION LOG VERSUS USING THE SERVICE COORDINATOR CONTACT NOTE 

AS THE SC (ASSUMING IT'S NON BILLABLE).  CAN WE JUST USE THE SC CONTACT NOTE FOR EVERYTHING AND NOT 

USE THE COMMUNICATION LOG (AS SCS) 

A: When TRAC-IT first rolled out in 2022, the ability to mark a service coordination activity as 

non-billable was not present. Now that service coordinators have this ability, the use of the 

service coordination contact note seems logical. However, there are times when other users 

may use the communication log. For example, a user with the front desk role may use the 

communication log to document attempts to contact a family. 

 

Q: IF DATA IS IMPORTED VIA EHR RATHER THAN MANUALLY ENTERED, IS IT STORED AND VIEWABLE FROM ALL THE 

SAME PLACES IN THIS PORTAL? 

A: The data will be visible in all the same places if the data was imported via EMR, with the only 

exception that tasks will not be created for the completed activities for that child. 
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Q: ARE THERE ADDITIONAL SESSIONS LIKE THIS FOR EHR DATA SUBMISSION? 

A: There is an EHR office hours series that you can attend to ask EHR related questions 

specifically. This session is available every third Tuesday of the month. 

https://register.gotowebinar.com/register/8557411468577168222  

 

Q: HOW DO YOU EDIT THE BILLING NUMBER BOX? 

A: To add a billing number, you would follow these steps: 

1. SCROLL TO THE BOTTOM OF THE CASE PAGE  

2. CLICK ON ENROLLMENT BILLING 

3. CLICK CREATE + 

4. CREATE THE NEW BILLING NUMBER 

5. CLICK SAVE 

 

Q: ARE THESE REQUIRED FIELDS FOR CONTACT NOTES DIFFERENT THAN THE ONES WE HAVE BEEN TOLD ABOUT IN 

THE PAST? CAN YOU PLEASE TELL US THE 'NEW' REQUIRED FIELDS? 

A: The required fields outlined in the data dictionary for EHR users remains unchanged. The 

required field trainings that are occurring in the coming weeks are for users who are entering 

information through the tasks. 

mailto:VATRACITsupport@ssg-llc.com
https://register.gotowebinar.com/register/8557411468577168222

