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Cite Auto Auth Desk Guide for Providers 
 

Enter all the required fields in Qualitrac. 
  

 
 

 
 

Click on the “+Add” button on the right to add the providers and facility. 

 
 

Add the principal diagnosis and procedure code(s). 
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Attach documentation if applicable. 
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Hit continue: 

 
 
 

This will bring you to the Authorization Request page in MCG: 
 

 
 

Click on the Document Clinical Button: 

 
 

Choose the appropriate Guideline Title and click “add”: 

 
 

 
Check mark all the clinical indications that apply.  
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Enter clinical notes when applicable by clicking on the icon next to the 
clinical indication. 
 

 
 

 
Enter your note and click on add. 
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For Inpatient Admissions, if the guideline selected has both Admission and 
Continued stay clinical indications you must add both for the auto auth to 
work.  If the clinical indications included in the Admission or Continued stay 
criteria are not met on the initial concurrent submission, the review will be 
pended for a nurse to review.  If the clinical indications are met for both the 
Admission and the Continued stay, the auto auth rule will run and the review will 
be approved. 
 

 
 

 
When you click on the Admission check box it will open the clinical indications 
that will approve the admission and the Goal Length of Stay (GLOS) assigned to 
the MCG criteria: 
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Next click on the Continued Stay check box and it will open the clinical indications 
for the Continued stay beyond the GLOS: 

 
 
After choosing all the clinical indications that apply click on the Save and this will 
bring up the next screen which includes the disclaimer. 
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Click on Submit Request and you will be prompted to enter your username under 
the User Attestation. 

 
 

 
Then click on Submit 
 
 
You will be prompted to enter any applicable comments and click on Submit 
again. 
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Scroll to the bottom of the page to see the Review Outcome: 
 

 
 

 
Click on the Final Recommendation tab to see if it was auto approved and the 
Authorization Number: 

 


