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Agenda

• Intro

• Website

• How to log-in

• Data migration

• How to enter a review

• View outcomes

• Appeals

• Continued stay review

• Extension

• Email notifications

• Questions
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WEBSITE
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Provider Portal
• The  Provider Portal is a web application that allows 

healthcare providers to submit review requests.

• Please bookmark 

http://www.mpqhf.org/corporate/medicaid-portal-home/.

• Users will need to complete a Security Administrator 

Packet and have their credentials established to begin 

submitting reviews utilizing the Provider Portal on 

January 1, 2020. 

• Use the log-in link on the top right-hand corner of the 

website.

• Continue to check the website for information pertaining 

to the Provider Portal and the review process.
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Please bookmark this site: 
http://www.mpqhf.org/corporate/medicaid-prtal-home/
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PROVIDER PORTAL 

TRAINING: 
HOW TO LOG IN
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Provider Portal 

• Everyone will be assigned a username for 

the portal.

• Please go to  

http://www.mpqhf.org/corporate/medicaid-

portal-home/ and use the sign-in link in 

the top right-hand corner. 
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Provider Portal

• On the log-in page is a 

Reset Password link under 

the black sign in box. Click 

that link to start the process 

to reset your password.

• Do not bookmark this page.  

The security around the log-

in page will cause issues 

the next time you log in.  
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Provider Portal
• The Reset Password modal will open. It will ask you 

to enter your username. Please enter the username 

you utilize to log in to the system. Do not enter your 

email address.  

• The system will recognize your user id and find the 

email associated to your account and send you an 

email with a link to reset your password.  
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PROVIDER PORTAL 

TRAINING:
SUBMITTING A 

REVIEW
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Provider Portal: Landing Page
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Provider Portal: Landing Page

This is the Provider Portal Menu Bar. This will remain available to you 

wherever you are in the system.

The Qualitrac logo will take you back to the landing page from 

wherever you are currently working in the system. 

This magnifying glass icon will open search options for you to 

search for a specific case or a specific member to view the 

details.

This icon is utilized to view and manage your profile. If your 

phone number or email address changes, you can use this 

section to update the details.  
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Provider Portal: Landing Page

• Start Tasks will take you to 

the task queue to view any 

reviews where additional 

information has been 

requested.

• Search will allow you to 

search for a member or a 

case, just like the 

magnifying glass at the top 

of the page.
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Provider Portal: 

Adding a New Review

Click on the                       

box to access the member 

search screen to look for 

information on a member 

or to start a new review.
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Enter the Member ID and Date of Birth to start the 

search. The Member ID and the Date of Birth must 

match with what is on file to locate the member 

information or to begin a new review for that member.  

Click on any of the data fields in blue to access the 

member information or to start a new review for the 

member.  

Provider Portal: 

Adding a New Review
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You will now be at the Member Hub. This is a feature 

of the provider portal that allows you to view any 

related information to this member. You can see 

his/her contact information and any reviews that have 

been submitted for him/her. 

Provider Portal: 

Adding a New Review
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Clicking on the View Member Details box opens 

the window to provide the user with more 

information for the member.

View Even More Member 

Details will take the user to 

view member eligibility.  

Provider Portal: 

View Member Details
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Hide 

Member 

Details will 

minimize the 

panel to just 

see 

information 

across the 

top line.  



The Utilization Management Panel will contain all 

information related to any UM reviews submitted 

for the member.  

Per the panel, this member has not had any UM 

requests submitted for him/her.

Use the Add button to start a new request.

Provider Portal: 

Utilization Management Panel
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To begin a new request, you will first fill in 

the Authorization Request panel.  

Provider Portal: 

Add New Request
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REVIEW TYPES
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Available Review Types

All services (except genetic testing) are 

rolled up into three main review types:

1. Behavioral Health Residential

2. Behavioral Health Outpatient

3. Behavioral Health Inpatient
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Available Review Types
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Authorization Request Panel: 

Review Type

• Review Type: This is 

where you will select 

the type of review for 

which you are 

submitting the review.  

• Not a complete list.  

This is being updated 

to include all 

applicable review 

types. 23



Authorization Request Panel
• Place of Service is where you will select the place where 

care is being given.  

• Type of Service is what type of care if being provided. 

• Timing is where you will select Prospective (Prior 

Authorization), Concurrent or Retrospective

• Once all the selections are filled in, you can select Cancel to 

remove the request, or you can select Add New Request to 

complete the process.  
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Timing

A review timing 

submitted prior 

to any services 

starting or 

before any type 

of inpatient stay

First review 

submitted if 

services have 

started or the 

member is in a 

facility for a stay 

that was not 

prior authorized

A review timing 

used to extend 

member’s stay if 

the prospective 

or concurrent 

review has been 

submitted; 

cannot be the 

first review 

timing submitted 

for a member.

A review timing 

submitted after 

all services have 

been provided or 

the member has 

been discharged 

from the facility

Prospective

Concurrent

Continued 

Stay Retrospective
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Authorization Request Panel

The companion Provider User Guide 

contains detailed information for completing 

this section specific to each service.
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Admission and Discharge Panel

• Once you select Add New Request, the page opens to 

fill in all the remaining information necessary to process 

the request.

• Admission and Discharge panel is used to enter 

admission and discharge information for inpatient 

reviews.

• Service Start and End Date will be entered for outpatient 

reviews.
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Coverage Panel
• Details information about the member’s eligibility  

• Medicare Indicator and Third-Party Liability will default to 

No/Not Supplied unless there is information from the file
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Coverage Panel
You are required to enter information related to the 

member’s eligibility if none is listed or coverage has 

expired. Use the Eligibility Comment box.
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Entering Provider and 

Facility Information

The next sections ask for information related to the Ordering 

Provider, Treating Physician and Treating Facility. Click the 

Add button on each box to fill in the necessary provider 

information.  
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• Clicking Add will open a search box

• Search by entering an NPI or by filling in any information 

boxes

• Once you have entered the necessary information, click 

Search to locate the physician or facility.  

Entering Provider and Facility 

Information
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• Clicking Search will return any results that meet 

your entered criteria.  

• Use green plus box to the left of the name to 

select the provider/facility you need.  

Entering Provider and Facility 

Information
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• Provider or facility name and information will be 

populated in the corresponding panel.

• Use trash can/Remove button at right of the line to 

delete if you selected incorrectly.

• Use Add button to search and find a new 

physician/facility for the one you deleted.  

Entering Provider and Facility 

Information
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• You can copy providers to another line without 

doing an additional search for the Ordering 

Provider.

• Click Add button to access the drop-down menu. 

Entering Provider and Facility 

Information
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Provider Organization Visibility

Fill in this box to share this review with 

everyone with applicable privileges in the 

organization for which you are submitting it.  
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Diagnosis
• Where you enter diagnosis information related to 

this review  

• Use Add button to add a new diagnosis to the 

panel.

• You can enter as many diagnoses as needed.

• If more than one diagnosis is entered, you can drag 

and drop to reorder them.  
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Diagnosis

• Once you click Add, you can search for a diagnosis 

by Code or Term.  

• Searching by code lets you enter a code directly 

and search for it:
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Diagnosis
After entering a code or term and clicking Search, the 

system provides a list of results. Select the one you 

want to add to the review by clicking on the radio 

button to the left of the code.  
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Diagnosis
• After selecting the diagnosis you want to add, you can 

select Submit or Submit and Add Another. 

– Submit will add the diagnosis to the review.  

– Submit and Add Another submits the diagnosis to the 

review and re-opens the window where you can search for 

another diagnosis.

• You can use the trash can icon to the right of the 

diagnosis to delete anything entered incorrectly.
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Diagnosis
Language about which diagnoses are appropriate for which 

service is from the existing Provider Manuals and  

referenced in the Provider User Guide.
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Procedures
• Where you can enter the procedure information

• Use Add button to add a new procedure to the panel

• If you are entering a review for an inpatient stay, there will be 

a code defaulted in the Procedures panel for you to use. This 

can be deleted if a different stay code is required.    
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Procedures
• Once you click Add, you can search for a 

procedure either by Code or Term.  

• (Same as Diagnosis panel)

• Enter a code or term and click Search. Select 

from the search results the code or term you 

want to add to the review by clicking on the 

radio button to the left of the code.  
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Procedures
• After selecting the procedure you want to add to the 

review, select Submit or Submit and Add Another. 

– Submit will add the procedure to the review.  

– Submit and Add Another submits the procedure to the review 

and re-opens the window where you can search for another 

procedure. You will not need to use this. 

• You can use the trash can icon to the right of the 

procedure to delete anything entered incorrectly.
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Procedures

The companion Provider User Guide contains detailed 

information for completing this section specific to each 

service.
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Documentation

• Final panel to submit the review 

• Upload any clinical documentation related 

and necessary for the review to be 

processed  
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Documentation

To submit 

documentation, click 

Add button on the 

Documentation panel.  

This will open a modal 

where you can drag and 

drop files or select Click 

here to open a Windows 

directory and find the 

necessary files.  
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Documentation Panel
Please note:  

• Documents must be a 

PDF or Word document  

• File name cannot have 

any spaces or special 

characters in it

• File name can be 

changed in Name box, if 

needed  

• File size must be smaller 

than 300 MB
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Documentation Panel

• Category allows you to 

select the type of document 

you are attaching. 

• Click Upload to attach the 

information to the review. 

• This process may be 

repeated until all necessary 

clinical documentation is 

added.  
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Documentation Panel

The companion Provider User Guide contains detailed 

information for completing this section specific to each 

service.

49



Continue

Once all the panels have been filled out, 

click Continue in the bottom right of the 

page to finalize the review.
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MCG

• Once you have entered all the information 

on the first page and clicked Continue, 

you will go through the documentation of 

clinical criteria → MCG tool

• To document clinical criteria, click 

Document Clinical button.
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MCG
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MCG

Click “add” under the Action column to 

include the necessary guidelines.
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MCG

The companion Provider User Guide 

contains detailed information for completing 

this section specific to each service.
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MCG
• If there are no clinical guidelines that apply, you 

can enter relevant clinical information into a 

provided text box.

• Once you enter all applicable data, click Save 

button to finish documentation.
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MCG
• If any clinical guidelines apply, you will see the 

procedure or diagnosis with a Guideline Title 

line. 

• Select “add” to indicate which indications are 

present.

• Select all relevant guidelines and click Save.
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MCG
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MCG

The companion Provider User Guide 

contains detailed information about what to 

expect in MCG, specific to each service for 

PAs and CSRs, as applicable.
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MCG

Once all documentation is entered, click  

Submit Request button to finish this section 

and return to finalizing the review.
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MCG Benefits

• Opportunity for immediate decision for 

authorization

• Improved client controls

• Enhanced quality and compliance with 

standards

• Reduced appeals volume

• Improved turnaround time for all reviews
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Attestation

The last piece of submission is to enter your 

username in the attestation section and 

click Submit button to send review to 

Mountain-Pacific.
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Comments
• You can add comments to the review before 

submitting.  

• A comments modal will open where you can enter 

additional information related to the review.  

• This is not required to complete the review.
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Summary
• After submitting or canceling the comment modal, you 

will be taken to a summary of the review.  

• You can edit, delete or leave the review.

• To leave, scroll down through the entered information 

and confirm everything submitted looks correct. Click 

Done button at bottom of page.  

• This returns you to the Tasks page, where you can 

begin a new search and submit other reviews.  

63



Review
• Once you submit a review, you can find it by 

searching for the Case ID or the member and look 

at the UM panel in the Member Hub. 

• Once you have located the review in the Member 

Hub, you can take multiple actions, e.g.,

– View the Review to check for determination and any 

correspondence

– Submit a Continued Stay Review for inpatient 

reviews

– Delete a review that was submitted incorrectly
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Review
• Once in the review detail, you can click on the ellipsis at 

the right side of the line to open a menu.  

• If the review does not have a decision, you can view the 

request or delete the request.
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Request for Information

• If a review needs additional clinical documentation to 

make a determination, you will see a Request for 

Information task in the Scheduled Task queue and 

receive an email notification.  

• Click the ellipsis on the left side of the page to start.  
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Request for Information

• Scroll down the summary page to view the 

Correspondence section.  

• Click the blue name under Letter to open it and 

see what information is being requested.
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Request for Information

• Scroll up to the Documentation panel to attach 

additional information.

• Click Add button to attach additional clinical 

documentation.   
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Request for Additional 

Information
• Once you have added the necessary information, scroll 

to the bottom of the page and click Done button.

– Finalizes the request and sends it back to the reviewer

– Returns you to the scheduled tasks queue, and the task 

will no longer be visible

• Do NOT start a new review to submit requested 

additional clinical information. 

– Delays the response

– Follow the steps we just outlined when a Request for 

Information task is available in the task queue
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Discharge Status Task
Created for inpatient stays

• Allows you to enter discharge date and status 

and final diagnosis to review.

• Click ellipsis to left of task.

– Anyone in your facility can start/complete the task.

– Do NOT start the task unless you can enter DC info.
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Discharge Status Task

Discharge Info

Diagnosis

Documentation

Indicate member has left the hospital, 

discharge date and discharge 

disposition
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Indicate final diagnosis

Upload any final documentation (e.g., 

discharge instructions)

All discharge information should be submitted by 

the facility via the portal. DO NOT submit via fax.



Discharge Status Task
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Discharge Status Task

Do NOT use the authorization number as a reference 

number. Always use the Case ID sent to you in your 

original email after case submission.
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The companion Provider User Guide 

contains information about when the 

discharge task is to be expected for a 

service.
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View Determination
• Search for the case using the case ID or search for the 

member and go to the member hub.

• At the member hub, click the ellipsis on the right side of 

the page in line with the review you are searching for 

and select View Review.

• Once the review is open, scroll down the page to the 

Outcomes panel.

• Click on the dark brown section of the panel to open it.  
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View Determination
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The panel defaults to 

showing what was 

requested in the review. 

The panel with Requested 

is a darker gray. 



View Determination
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Click on the bar with Final 

Recommendation to see 

the determination.



View Outcome
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Continued Stay Review 

Submission
• If you have submitted a Prospective or Concurrent 

inpatient review for a member, you can search for it in 

the member hub and use the action menu to submit a 

Continued Stay Review (CSR).

• A CSR allows you to submit a review to ask for 

additional days for the member’s stay in the facility 

related to the initial Prospective or Current request.

• Additional CSRs can be submitted until the member has 

been discharged from the facility.
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Continued Stay Review
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Continued Stay Review

• After clicking Continued Stay Review in the action 

menu, a modal will open.  

• Click request extension to finalize the creation of the 

Continued Stay Review (CSR)

• Users do not need to update the number of days or 

units. 
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• Click Submit Request button to finalize the review.

• The system will copy all information from the 

Prospective/Concurrent review.

• You can add clinical documentation to the review to 

support the continuation request.

• Submit the review to Mountain-Pacific.

• Additional CSR reviews can be submitted this way until 

the member is discharged from the facility.
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Request Extension

• For Outpatient services, you can extend 

services for the member from a prospective 

review.

• Once at the UM Panel in the Member Hub, find 

the case that needs to be extended and use the 

ellipsis to select Extend.
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Request Extension

84

• Extend Outpatient modal 

opens.

• Date Request Received 

and Submission Method 

fields auto populate.

• Enter extension end date 

and additional units being 

requested.

• Click Submit button to 

complete and close the 

modal.



Request Extension

• After clicking Submit, you will be is taken 

to the request page.

• On this page, you can update:

– Service dates

– Diagnoses

– Procedures

– Documentation
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Request Extension

• Once you make all updates, click 

Continue at bottom of page

• Follow the MCG process

• Finalize the submission of the review
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Email Notifications

• You will receive email notifications when:

– Reviews are received through the portal

– Reviews are updated/changed in status
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Reference Documentation
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Important Information

Website: 

http://www.mpqhf.org/corporate/medicaid-portal-home/

Reference documentation: 

1. MT Medicaid Services Transitioning to Qualitrac: 

Provider User Guide (screen shots shared during 

this training)

2. Provider FAQs

Call center: 1-800-219-7035
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QUESTIONS?
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	remove the request, or you can select Add New Request to 
	complete the process.  




	Figure

	Timing
	Timing
	Timing
	Timing


	Figure
	A review timing 
	A review timing 
	A review timing 
	submitted prior 
	to any services 
	starting or 
	before any type 
	of inpatient stay


	Figure
	First review 
	First review 
	First review 
	submitted if 
	services have 
	started or the 
	member is in a 
	facility for a stay 
	that was not 
	prior authorized


	Figure
	A review timing 
	A review timing 
	A review timing 
	used to extend 
	member’s stay if 
	the prospective 
	or concurrent 
	review has been 
	submitted; 
	cannot be the 
	first review 
	timing submitted 
	for a member.


	Figure
	A review timing 
	A review timing 
	A review timing 
	submitted after 
	all services have 
	been provided or 
	the member has 
	been discharged 
	from the facility


	Prospective
	Prospective
	Prospective


	Concurrent
	Concurrent
	Concurrent


	Continued 
	Continued 
	Continued 
	Stay


	Retrospective
	Retrospective
	Retrospective



	Authorization Request Panel
	Authorization Request Panel
	Authorization Request Panel
	Authorization Request Panel


	The companion Provider User Guide 
	The companion Provider User Guide 
	The companion Provider User Guide 
	contains detailed information for completing 
	this section specific to each service.


	Figure

	Sect
	Figure
	Admission and Discharge Panel
	Admission and Discharge Panel
	Admission and Discharge Panel


	•
	•
	•
	•
	•
	Once you select Add New Request, the page opens to 
	fill in all the remaining information necessary to process 
	the request.


	•
	•
	•
	Admission and Discharge panel is used to enter 
	admission and discharge information for inpatient 
	reviews.


	•
	•
	•
	Service Start and End Date will be entered for outpatient 
	reviews.





	Coverage Panel
	Coverage Panel
	Coverage Panel
	Coverage Panel


	•
	•
	•
	•
	•
	Details information about the member’s eligibility  


	•
	•
	•
	Medicare Indicator and Third
	-
	Party Liability will default to 
	No/Not Supplied unless there is information from the file




	Figure

	Coverage Panel
	Coverage Panel
	Coverage Panel
	Coverage Panel


	You are required to enter information related to the 
	You are required to enter information related to the 
	You are required to enter information related to the 
	member’s eligibility if none is listed or coverage has 
	expired. Use the Eligibility Comment box.


	Figure

	Entering Provider and 
	Entering Provider and 
	Entering Provider and 
	Entering Provider and 
	Facility Information


	The next sections ask for information related to the Ordering 
	The next sections ask for information related to the Ordering 
	The next sections ask for information related to the Ordering 
	Provider, Treating Physician and Treating Facility. Click the 
	Add button on each box to fill in the necessary provider 
	information.  


	Figure

	•
	•
	•
	•
	•
	•
	Clicking Add will open a search box


	•
	•
	•
	Search by entering an NPI or by filling in any information 
	boxes


	•
	•
	•
	Once you have entered the necessary information, click 
	Search
	to locate the physician or facility.  




	Entering Provider and Facility 
	Entering Provider and Facility 
	Entering Provider and Facility 
	Information


	Figure

	•
	•
	•
	•
	•
	•
	Clicking Search will return any results that meet 
	your entered criteria.  


	•
	•
	•
	Use green plus box to the left of the name to 
	select the provider/facility you need.  




	Entering Provider and Facility 
	Entering Provider and Facility 
	Entering Provider and Facility 
	Information


	Figure

	•
	•
	•
	•
	•
	•
	Provider or facility name and information will be 
	populated in the corresponding panel.


	•
	•
	•
	Use trash can/Remove button at right of the line to 
	delete if you selected incorrectly.


	•
	•
	•
	Use Add button to search and find a new 
	physician/facility for the one you deleted.  




	Entering Provider and Facility 
	Entering Provider and Facility 
	Entering Provider and Facility 
	Information


	Figure

	•
	•
	•
	•
	•
	•
	You can copy providers to another line without 
	doing an additional search for the Ordering 
	Provider.


	•
	•
	•
	Click Add button to access the drop
	-
	down menu. 




	Entering Provider and Facility 
	Entering Provider and Facility 
	Entering Provider and Facility 
	Information


	Figure

	Provider Organization Visibility
	Provider Organization Visibility
	Provider Organization Visibility
	Provider Organization Visibility


	Fill in this box to share this review with 
	Fill in this box to share this review with 
	Fill in this box to share this review with 
	everyone with applicable privileges in the 
	organization for which you are submitting it.  


	Figure

	Diagnosis
	Diagnosis
	Diagnosis
	Diagnosis


	•
	•
	•
	•
	•
	Where you enter diagnosis information related to 
	this review  


	•
	•
	•
	Use Add button to add a new diagnosis to the 
	panel.


	•
	•
	•
	You can enter as many diagnoses as needed.


	•
	•
	•
	If more than one diagnosis is entered, you can drag 
	and drop to reorder them.  




	Figure

	Diagnosis
	Diagnosis
	Diagnosis
	Diagnosis


	•
	•
	•
	•
	•
	Once you click Add, you can search for a diagnosis 
	by Code or Term.  


	•
	•
	•
	Searching by code lets you enter a code directly 
	and search for it:




	Figure

	Diagnosis
	Diagnosis
	Diagnosis
	Diagnosis


	After entering a code or term and clicking Search, the 
	After entering a code or term and clicking Search, the 
	After entering a code or term and clicking Search, the 
	system provides a list of results. Select the one you 
	want to add to the review by clicking on the radio 
	button to the left of the code.  


	Figure

	Diagnosis
	Diagnosis
	Diagnosis
	Diagnosis


	•
	•
	•
	•
	•
	After selecting the diagnosis you want to add, you can 
	select Submit or Submit and Add Another. 


	–
	–
	–
	–
	Submit
	will add the diagnosis to the review.  


	–
	–
	–
	Submit and Add Another 
	submits the diagnosis to the 
	review and re
	-
	opens the window where you can search for 
	another diagnosis.



	•
	•
	•
	You can use the trash can icon to the right of the 
	diagnosis to delete anything entered incorrectly.




	Figure

	Diagnosis
	Diagnosis
	Diagnosis
	Diagnosis


	Language about which diagnoses are appropriate for which 
	Language about which diagnoses are appropriate for which 
	Language about which diagnoses are appropriate for which 
	service is from the existing Provider Manuals and  
	referenced in the Provider User Guide.


	Figure

	Procedures
	Procedures
	Procedures
	Procedures


	•
	•
	•
	•
	•
	Where you can enter the procedure information


	•
	•
	•
	Use Add button to add a new procedure to the panel


	•
	•
	•
	If you are entering a review for an inpatient stay, there will be 
	a code defaulted in the Procedures panel for you to use. This 
	can be deleted if a different stay code is required.    




	Figure

	Procedures
	Procedures
	Procedures
	Procedures


	•
	•
	•
	•
	•
	Once you click Add, you can search for a 
	procedure either by Code or Term.  


	•
	•
	•
	(Same as Diagnosis panel)


	•
	•
	•
	Enter a code or term and click Search. Select 
	from the search results the code or term you 
	want to add to the review by clicking on the 
	radio button to the left of the code.  





	Procedures
	Procedures
	Procedures
	Procedures


	•
	•
	•
	•
	•
	After selecting the procedure you want to add to the 
	review, select Submit or Submit and Add Another. 


	–
	–
	–
	–
	Submit
	will add the procedure to the review.  


	–
	–
	–
	Submit and Add Another 
	submits the procedure to the review 
	and re
	-
	opens the window where you can search for another 
	procedure. 
	You will not need to use this. 



	•
	•
	•
	You can use the trash can icon to the right of the 
	procedure to delete anything entered incorrectly.




	Figure

	Procedures
	Procedures
	Procedures
	Procedures


	The companion Provider User Guide contains detailed 
	The companion Provider User Guide contains detailed 
	The companion Provider User Guide contains detailed 
	information for completing this section specific to each 
	service.


	Figure

	Documentation
	Documentation
	Documentation
	Documentation


	•
	•
	•
	•
	•
	Final panel to submit the review 


	•
	•
	•
	Upload any clinical documentation related 
	and necessary for the review to be 
	processed  




	Figure

	Documentation
	Documentation
	Documentation
	Documentation


	To submit 
	To submit 
	To submit 
	documentation, click 
	Add button on the 
	Documentation panel.  

	This will open a modal 
	This will open a modal 
	where you can drag and 
	drop files or select 
	Click 
	here
	to open a Windows 
	directory and find the 
	necessary files.  


	Figure

	Documentation Panel
	Documentation Panel
	Documentation Panel
	Documentation Panel


	Please note:  
	Please note:  
	Please note:  

	•
	•
	•
	•
	Documents must be a 
	PDF or Word document  


	•
	•
	•
	File name cannot have 
	any spaces or special 
	characters in it


	•
	•
	•
	File name can be 
	changed in Name box, if 
	needed  


	•
	•
	•
	File size must be smaller 
	than 300 MB




	Figure

	Documentation Panel
	Documentation Panel
	Documentation Panel
	Documentation Panel


	•
	•
	•
	•
	•
	Category allows you to 
	select the type of document 
	you are attaching. 


	•
	•
	•
	Click 
	Upload
	to attach the 
	information to the review. 


	•
	•
	•
	This process may be 
	repeated until all necessary 
	clinical documentation is 
	added.  




	Figure

	Documentation Panel
	Documentation Panel
	Documentation Panel
	Documentation Panel


	The companion Provider User Guide contains detailed 
	The companion Provider User Guide contains detailed 
	The companion Provider User Guide contains detailed 
	information for completing this section specific to each 
	service.


	Figure
	Figure

	Continue
	Continue
	Continue
	Continue


	Once all the panels have been filled out, 
	Once all the panels have been filled out, 
	Once all the panels have been filled out, 
	click 
	Continue
	in the bottom right of the 
	page to finalize the review.


	Figure

	MCG
	MCG
	MCG
	MCG


	•
	•
	•
	•
	•
	Once you have entered all the information 
	on the first page and clicked Continue, 
	you will go through the documentation of 
	clinical criteria 
	→
	MCG tool


	•
	•
	•
	To document clinical criteria, click 
	Document Clinical button.





	MCG
	MCG
	MCG
	MCG


	Figure

	MCG
	MCG
	MCG
	MCG


	Click “add” under the Action column to 
	Click “add” under the Action column to 
	Click “add” under the Action column to 
	include the necessary guidelines.


	Figure

	MCG
	MCG
	MCG
	MCG


	The companion Provider User Guide 
	The companion Provider User Guide 
	The companion Provider User Guide 
	contains detailed information for completing 
	this section specific to each service.


	Figure
	Figure

	MCG
	MCG
	MCG
	MCG


	•
	•
	•
	•
	•
	If there are no clinical guidelines that apply, you 
	can enter relevant clinical information into a 
	provided text box.


	•
	•
	•
	Once you enter all applicable data, click Save 
	button to finish documentation.




	Figure

	MCG
	MCG
	MCG
	MCG


	•
	•
	•
	•
	•
	If any clinical guidelines apply, you will see the 
	procedure or diagnosis with a Guideline Title 
	line. 


	•
	•
	•
	Select “add” to indicate which indications are 
	present.


	•
	•
	•
	Select all relevant guidelines and click Save.




	Figure

	MCG
	MCG
	MCG
	MCG


	Figure

	MCG
	MCG
	MCG
	MCG


	The companion Provider User Guide 
	The companion Provider User Guide 
	The companion Provider User Guide 
	contains detailed information about what to 
	expect in MCG, specific to each service for 
	PAs and CSRs, as applicable.


	Figure
	Figure

	MCG
	MCG
	MCG
	MCG


	Once all documentation is entered, click  
	Once all documentation is entered, click  
	Once all documentation is entered, click  
	Submit Request button to finish this section 
	and return to finalizing the review.


	Figure

	MCG Benefits
	MCG Benefits
	MCG Benefits
	MCG Benefits


	•
	•
	•
	•
	•
	Opportunity for immediate decision for 
	authorization


	•
	•
	•
	Improved client controls


	•
	•
	•
	Enhanced quality and compliance with 
	standards


	•
	•
	•
	Reduced appeals volume


	•
	•
	•
	Improved turnaround time for all reviews





	Attestation
	Attestation
	Attestation
	Attestation


	The last piece of submission is to enter your 
	The last piece of submission is to enter your 
	The last piece of submission is to enter your 
	username in the attestation section and 
	click 
	Submit
	button to send review to 
	Mountain
	-
	Pacific.


	Figure

	Comments
	Comments
	Comments
	Comments


	•
	•
	•
	•
	•
	You can add comments to the review before 
	submitting.  


	•
	•
	•
	A comments modal will open where you can enter 
	additional information related to the review.  


	•
	•
	•
	This is not required to complete the review.




	Figure

	Summary
	Summary
	Summary
	Summary


	•
	•
	•
	•
	•
	After submitting or canceling the comment modal, you 
	will be taken to a summary of the review.  


	•
	•
	•
	You can edit, delete or leave the review.


	•
	•
	•
	To leave, scroll down through the entered information 
	and confirm everything submitted looks correct. Click 
	Done
	button at bottom of page.  


	•
	•
	•
	This returns you to the Tasks page, where you can 
	begin a new search and submit other reviews.  




	Figure

	Review
	Review
	Review
	Review


	•
	•
	•
	•
	•
	Once you submit a review, you can find it by 
	searching for the Case ID or the member and look 
	at the UM panel in the Member Hub. 


	•
	•
	•
	Once you have located the review in the Member 
	Hub, you can take multiple actions, e.g.,


	–
	–
	–
	–
	View the Review 
	to check for determination and any 
	correspondence


	–
	–
	–
	Submit a Continued Stay Review 
	for inpatient 
	reviews


	–
	–
	–
	Delete
	a review that was submitted incorrectly






	Review
	Review
	Review
	Review


	•
	•
	•
	•
	•
	Once in the review detail, you can click on the ellipsis at 
	the right side of the line to open a menu.  


	•
	•
	•
	If the review does not have a decision, you can view the 
	request or delete the request.




	Figure

	Request for Information
	Request for Information
	Request for Information
	Request for Information


	•
	•
	•
	•
	•
	If a review needs additional clinical documentation to 
	make a determination, you will see a Request for 
	Information task in the Scheduled Task queue and 
	receive an email notification.  


	•
	•
	•
	Click the ellipsis on the left side of the page to start.  




	Figure

	Request for Information
	Request for Information
	Request for Information
	Request for Information


	•
	•
	•
	•
	•
	Scroll down the summary page to view the 
	Correspondence section.  


	•
	•
	•
	Click the blue name under Letter to open it and 
	see what information is being requested.




	Figure

	Request for Information
	Request for Information
	Request for Information
	Request for Information


	•
	•
	•
	•
	•
	Scroll up to the Documentation panel to attach 
	additional information.


	•
	•
	•
	Click Add button to attach additional clinical 
	documentation.   




	Figure

	Request for Additional 
	Request for Additional 
	Request for Additional 
	Request for Additional 
	Information


	•
	•
	•
	•
	•
	Once you have added the necessary information, scroll 
	to the bottom of the page and click 
	Done
	button.


	–
	–
	–
	–
	Finalizes the request and sends it back to the reviewer


	–
	–
	–
	Returns you to the scheduled tasks queue, and the task 
	will no longer be visible



	•
	•
	•
	Do 
	NOT
	Span
	start a new review
	to submit requested 
	additional clinical information. 


	–
	–
	–
	–
	Delays the response


	–
	–
	–
	Follow the steps we just outlined when a Request for 
	Information task is available in the task queue






	Sect
	Figure
	Discharge Status Task
	Discharge Status Task
	Discharge Status Task


	Created for inpatient stays
	Created for inpatient stays
	Created for inpatient stays

	•
	•
	•
	•
	Allows you to enter discharge date and status 
	and final diagnosis to review.


	•
	•
	•
	Click ellipsis to left of task.


	–
	–
	–
	–
	Anyone in your facility can start/complete the task.


	–
	–
	–
	Do NOT start the task unless you can enter DC info.






	Discharge Status Task
	Discharge Status Task
	Discharge Status Task
	Discharge Status Task


	Discharge Info
	Discharge Info
	Discharge Info

	Diagnosis
	Diagnosis

	Documentation
	Documentation


	Indicate member has left the hospital, 
	Indicate member has left the hospital, 
	Indicate member has left the hospital, 
	discharge date and discharge 
	disposition


	Indicate final diagnosis
	Indicate final diagnosis
	Indicate final diagnosis


	Upload any final documentation (e.g., 
	Upload any final documentation (e.g., 
	Upload any final documentation (e.g., 
	discharge instructions)


	All discharge information should be submitted by 
	All discharge information should be submitted by 
	All discharge information should be submitted by 
	the facility via the portal. DO NOT submit via fax.



	Discharge Status Task
	Discharge Status Task
	Discharge Status Task
	Discharge Status Task


	Figure

	Discharge Status Task
	Discharge Status Task
	Discharge Status Task
	Discharge Status Task


	Do NOT use the authorization number as a reference 
	Do NOT use the authorization number as a reference 
	Do NOT use the authorization number as a reference 
	number. 
	Always use the Case ID 
	sent to you in your 
	original email after case submission.


	Figure

	The companion Provider User Guide 
	The companion Provider User Guide 
	The companion Provider User Guide 
	The companion Provider User Guide 
	contains information about when the 
	discharge task is to be expected for a 
	service.


	Discharge Status Task
	Discharge Status Task
	Discharge Status Task


	Figure

	View Determination
	View Determination
	View Determination
	View Determination


	•
	•
	•
	•
	•
	Search for the case using the case ID or search for the 
	member and go to the member hub.


	•
	•
	•
	At the member hub, click the ellipsis on the right side of 
	the page in line with the review you are searching for 
	and select View Review.


	•
	•
	•
	Once the review is open, scroll down the page to the 
	Outcomes panel.


	•
	•
	•
	Click on the dark brown section of the panel to open it.  




	Figure

	View Determination
	View Determination
	View Determination
	View Determination


	Figure
	The panel defaults to 
	The panel defaults to 
	The panel defaults to 
	showing what was 
	requested in the review. 
	The panel with Requested 
	is a darker gray. 



	View Determination
	View Determination
	View Determination
	View Determination


	Figure
	Click on the bar with Final 
	Click on the bar with Final 
	Click on the bar with Final 
	Recommendation to see 
	the determination.



	View Outcome
	View Outcome
	View Outcome
	View Outcome


	Figure

	Continued Stay Review 
	Continued Stay Review 
	Continued Stay Review 
	Continued Stay Review 
	Submission


	•
	•
	•
	•
	•
	If you have submitted a Prospective or Concurrent 
	inpatient review for a member, you can search for it in 
	the member hub and use the action menu to submit a 
	Continued Stay Review (CSR).


	•
	•
	•
	A CSR allows you to submit a review to ask for 
	additional days for the member’s stay in the facility 
	related to the initial Prospective or Current request.


	•
	•
	•
	Additional CSRs can be submitted until the member has 
	been discharged from the facility.





	Continued Stay Review
	Continued Stay Review
	Continued Stay Review
	Continued Stay Review


	Figure

	Continued Stay Review
	Continued Stay Review
	Continued Stay Review
	Continued Stay Review


	•
	•
	•
	•
	•
	After clicking Continued Stay Review in the action 
	menu, a modal will open.  


	•
	•
	•
	Click request extension to finalize the creation of the 
	Continued Stay Review (CSR)


	•
	•
	•
	Users do not need to update the number of days or 
	units. 




	Figure

	•
	•
	•
	•
	•
	•
	Click 
	Submit Request 
	button to finalize the review.


	•
	•
	•
	The system will copy all information from the 
	Prospective/Concurrent review.


	•
	•
	•
	You can add clinical documentation to the review to 
	support the continuation request.


	•
	•
	•
	Submit the review to Mountain
	-
	Pacific.


	•
	•
	•
	Additional CSR reviews can be submitted this way until 
	the member is discharged from the facility.




	Continued Stay Review
	Continued Stay Review
	Continued Stay Review



	Request Extension
	Request Extension
	Request Extension
	Request Extension


	•
	•
	•
	•
	•
	For Outpatient services, you can extend 
	services for the member from a prospective 
	review.


	•
	•
	•
	Once at the UM Panel in the Member Hub, find 
	the case that needs to be extended and use the 
	ellipsis to select Extend.




	Figure
	Figure

	Request Extension
	Request Extension
	Request Extension
	Request Extension


	Figure
	•
	•
	•
	•
	•
	Extend Outpatient modal 
	opens.


	•
	•
	•
	Date Request Received 
	and Submission Method 
	fields auto populate.


	•
	•
	•
	Enter extension end date 
	and additional units being 
	requested.


	•
	•
	•
	Click Submit button to 
	complete and close the 
	modal.





	Request Extension
	Request Extension
	Request Extension
	Request Extension


	•
	•
	•
	•
	•
	After clicking Submit, you will be is taken 
	to the request page.


	•
	•
	•
	On this page, you can update:


	–
	–
	–
	–
	Service dates


	–
	–
	–
	Diagnoses


	–
	–
	–
	Procedures


	–
	–
	–
	Documentation






	Request Extension
	Request Extension
	Request Extension
	Request Extension


	•
	•
	•
	•
	•
	Once you make all updates, click 
	Continue
	at bottom of page


	•
	•
	•
	Follow the MCG process


	•
	•
	•
	Finalize the submission of the review





	Email Notifications
	Email Notifications
	Email Notifications
	Email Notifications


	•
	•
	•
	•
	•
	You will receive email notifications when:


	–
	–
	–
	–
	Reviews are received through the portal


	–
	–
	–
	Reviews are updated/changed in status






	Reference Documentation
	Reference Documentation
	Reference Documentation
	Reference Documentation


	Figure
	Figure
	Per Service
	Per Service
	Per Service



	Important Information
	Important Information
	Important Information
	Important Information


	Website: 
	Website: 
	Website: 

	P
	Link
	Span
	http://www.mpqhf.org/corporate/medicaid
	-
	portal
	-
	home/


	Reference documentation: 
	Reference documentation: 

	1.
	1.
	1.
	1.
	MT Medicaid Services Transitioning to 
	Qualitrac
	: 
	Provider User Guide 
	(screen shots shared during 
	this training)


	2.
	2.
	2.
	Provider FAQs



	Call center: 
	Call center: 
	1
	-
	800
	-
	219
	-
	7035


	Figure
	Figure
	Figure

	Sect
	Figure
	QUESTIONS?
	QUESTIONS?
	QUESTIONS?
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