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Agenda
• Intro

• Provider requirements

• Demo

• Q&A

• Closing
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Introduction
Personal Representative panel 
Used as method for documenting current 
guardianship information

Updated guardianship documentation 
crucial to UM outcome communication

Data must be reviewed at each CSR
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Provider Requirements

Complete 
Personal Rep 

panel with current 
guardian 

information

Mailing address is 
required field

Include all 
contacts who 
receive PHI
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Demo

From any new authorization request, select “Add” 
in the Personal Representative panel.
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Demo
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You may either select from an existing personal 
representative and/or, create a new one.



Demo

All fields with the * are required. Though phone 
numbers are not required, they are encouraged.
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Demo
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Choose the best fit relationship type.



Demo
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• Add as many current personal representatives as 
appropriate to who will receive UM outcome letters.

• Use the trash can icon to remove any previously 
attached to a case, if the guardian is no longer involved. 



DEMO IN QUALITRAC

Let’s view the process 
directly in Qualitrac…
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QUESTIONS?

This project is funded in whole or in part under a Contract 
with the Montana Department of Public Health and Human 
Services. The statements herein do not necessarily reflect 
the opinion of the Department.
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