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Welcome to the Quick Start Guide for MACPro Quality Measures State 
Users 

 
This Quick Start Guide for MACPro State Users describes the steps for state users to create and submit a Quality 
Measures Report. Please contact the Help Desk if you have questions outside the scope of this document. 

 
Assistance with the MACPro system is available through the MACPro Help Desk, Monday through Friday, 8:00 
am – 8:00 pm Eastern Time For questions regarding the use of MACPro, contact the MACPro Help Desk at 
MACPro_HelpDesk@cms.hhs.gov or call 301-547-4688. For questions pertaining to quality measure content and 
reporting, contact MACQualityTA@cms.hhs.gov. 
Note: The "Request Technical Assistance" link found on MACPro should only be 
used for quality measure content questions. 

 
Overview - Create and Submit Quality Measures Workflow 
High level steps for creating and submitting a Quality Measures report are listed below. 

 
 
 

• State Editor (SE) creates a package and sends it to the State Point of Contact (SPOC) for review 
• State Point of Contact (SPOC) reviews the package and sends it to the State Director for certification 

o SPOC may make revisions to the package and/or send it back to the State Editor for revisions 
before forwarding the package to the State Director 

• State Director (SDIR) certifies the package and submits it to CMS 
o State Director sends the package back to the SPOC before certifying it if revisions are needed. 

If all is correct, the SDIR submits the package to the CMS Central Office Administrator. 
 
 
On the next page are flowcharts of the Quality Measures Submission process, at both an overview and 
detailed level. The numbers accompanying each box in the chart correspond to the steps and 
screenshots of the process in this document. 

mailto:MACPro_HelpDesk@cms.hhs.gov
mailto:MACPro_HelpDesk@cms.hhs.gov
mailto:MACPro_HelpDesk@cms.hhs.gov
mailto:MACQualityTA@cms.hhs.gov
mailto:MACProQualityTA@cms.hhs.gov
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Figure 1: High-Level Workflow 
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Figure 2: Detail Workflow 
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Step 1: State Editor – Enter Information on Quality Measures and 
Create Report 

1.1 State Editor logs into MACPro. 
1.2 Select the "Actions" tab along the top bar and then click on the "Create" option for the relevant 

Quality Measure Report. 
Note: the screenshots in this Quick Start Guide are taken from an Adult Core Quality 
Measures Report. However, the steps this guide describes apply to all types of Quality 
Measures Reports: Adult, Child, Health Homes, and Maternal and Infant Health. 

1.3 Select the Federal Fiscal Year of Interest. 
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1.4 Select a core measure to report. You may select multiple measures at once, which will let you 
move from one measure to the next without returning to this administrative screen. 

 

 

 
 
 

 

1.5 At the bottom of the page, select "Begin Reporting". 
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1.6 Click on the “+/-“button under each category to show questions. Fill out all of the information for 
the selected measure. Please note that subsequent questions may appear as you select options. If 
you attach documents, you must hit the refresh button on the screen. 

 

 

 

 

 

1.7 When you have completed entering core measure information, select "Yes" in response to the 
"Would you like to validate the core measures data?" question and click "Go to Admin 
Screen." Items that need additional information (i.e., validation) will be noted on the page. If 
there are validation errors, you will remain on this page and the errors will be marked in red. If 
all information is completed, you will be taken to the Core Measures screen. 
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Here is an example of validation errors: 
 

 

 
 

 

 

When a quality measure page is fully filled out and validated, the status will appear as Complete. 
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Conversely, if you do not validate a quality measure, the status will appear as In Progress. 
 

 

 
 
 
 

 

 

1.8 Repeat the process for each quality measure you would like to report. Please note that each 
measure will need to have information entered and be validated for the report to be completed. 
If your state does not report a measure, select the “No” radio button on the measure’s description 
page, answer the subsequent questions and then validate the measure. 
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1.9 Once you’ve completed reporting the measures, complete the information Delivery System and 
External Contractor sections on the administrative page, and attach any report documents. 
Note: These sections do not have to be completed last, and can be completed at any time in 
this process. 
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To refer to the report at a later date, go to “Records”, and click on the type of quality measure report that 
you were reporting, and select the report you were working on. Click the “Modify” button to return to 
reporting. 
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Step 2: State Editor – Submit Quality Measures Report For SPOC 
Review 

 

 

 

 

 

 

2.1 Once completed, select Request State POC Review. This will send the Quality Measures 
Report draft to the State Point of Contact (SPOC) for review. 

2.2 Once sent, the State Editor will return to the “Actions” screen. Please note that the State Editor 
cannot make any additional edits to the report unless the SPOC returns it to the State Editor. 
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Step 3: State Point of Contact – Review the Report 
 

 

 
 
 

 

 
 
 
 
 
 
 
 
 

 

 

3.1 The State Point of Contact (SPOC) receives an e-mail notification stating that a Quality 
Measures Report is available for their review and edit. 

3.2 The SPOC logs into MACPro. Click on "Tasks," and select the "Review and Edit Report" link 
of the report you’d like to review. 

3.3 Click "Accept." You must accept the report to review it. 
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3.4 Review the report and make edits as needed. To review the report, first select measure. 
 
 
 

 

 
 

 

 

3.5 Then scroll to the end of the page and select "Go to Selected Measure." 



14  

3.6 Type in any required edits, click the "Validate the Core Measure" radio button, and select "Go 
to Admin Screen." Repeat this process for each measure. 
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Step 4: State Point of Contact – Send Report to State Director for 
Certification 

 

 

 

 
 
 

 

4.1 Once complete, select "Send for Certification." This will send the Quality   Measures Report 
draft to the State Director for certification. If there are issues with the report, you can return it to 
the State Editor (SE) for revisions by clicking “Return Report to SE.” 

4.2 Once the report is sent, the SPOC will be taken back to the "Tasks" screen. 
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Step 5: State Director – Review Quality Measures Report 
 

 
 

 
 

 

 
 

 

 

 

5.1 The State Director (SDIR) receives an e-mail notification stating that a report is available for 
their review and acceptance. 

5.2 The State Director logs in. Select "Tasks," and click on the "Review and Certify Report" link 
on the report you would like to review. 

5.3 To review the report, click "Accept." You must accept the report to review it. 

5.4 Review the measurements provided in the report. 
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Step 6: State Director – Deny or Certify and Submit Report 
 

 

 

 
 
 

 

6.1 The State Director cannot edit the report, but does have the option to deny or approve and certify 
the report. To deny certification, add a note in the “Review Comments” section of the 
measure in question, and click on the "Back to the Admin Screen" link at the top of the page. 

The "Deny Certification" button will become active on the administrative page once a note is entered. 
If denied, the report will be returned to the State Point of Contact (SPOC) for further review. 
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6.2 To certify the measures, click "Certify and Submit to CMS" at the bottom of the screen. 
 

 

 

 

 

 
 
 
 

 

 

6.3 Select “Yes” to send the report to CMS. 

6.4 Once certified, the State Director will be taken back to the “Tasks” screen. 
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6.5 The State Director (SDIR) can also deny certification and send the report back to the State 
POC. First the State Director selects “Deny Certification” 

 
 

 

 
 

6.6 Once the SDIR has denied certification, log back in as SPOC and select “Tasks”. From the 
tasks screen select the report that was returned by the State Director. 
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6.7 Accept the Task. 
 

 

 

 

 

 

6.8 Next, go to the measure that the State Director has commented on. 

6.9 Select “Go to Selected Measure” 
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6.10 Review the State Director’s comments and then select “Return Report to SE”. 

6.11 Next, log back in as State Editor. Select “Tasks” and then report you would like to make 
corrections for. 

6.12 Accept the Task. 
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6.13 Select the measure you would like to edit. 

 

 
 
 
 
 

 

6.14 Then select “Begin Reporting” at the bottom of the screen. 
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6.15 Once you have adjusted your report, validate the measure, and then select “Go to Admin 
Screen”. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

6.16 Next, select “Request State POC Review”. From this step on you will repeat the process of 
submitting a quality measures report to CMS. 
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Step 7: State Point of Contact -Respond to Seek More Information 
Request 

 

 

 

 

 
 

 

7.1 Log in as State Point of Contact and select “Tasks”. Select the SMI request that you wish to report on. 

7.2 Accept the task. 
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7.3 Select the question you want to respond to. 
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7.4 Input the response, select “Yes” you updated the report, and then “Save” to save your response. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

7.5 Next, select “Send the Responses to CMS”. 

7.6 This will send the SMI request back to CMS so they can complete the review of the report. 



27  

Additional Actions 
 

Accessing Implementation Guides 
 
 
Implementation guides are stored under the “Actions” tab. Implementation guides are documents that provide 
specific information on how to complete and review a specific section of MACPro. To access them, follow the 
steps and screenshots below: 

 
 

1. Log into MACPro and select “Actions”. 
 

 

 
 

 

 

2. Select “View Implementation Guide(s)”. 
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3. Select an Implementation Guide of interest – Adult, Child, Health Homes or Maternal and Infant Health Quality 
Measures. 
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Assigning Tasks to Other Users 

1. When a State Director chooses to select “Tasks” in the navigation bar, it navigate to the “Tasks” 
Screen. 

 

 

 

 

 

2. Once one of the reports above is selected for review, the State Director will have to select the “Accept” 
button to work on the report. 
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3. Once the State Director accepts the task, the below picture should indicate that the task has been 
accepted. There is an option to “Return task to all assignees”. 

 

 
 

 

 

 
 
 
 

 

 

 

Another way to reassign tasks is to select the “Reassign Task” on the side of the report as shown 
below. This screen appears only once the task has been accepted. 

4. When the “Reassign Task” link is selected, a Reassign Task box will pop up. The State Director would 
type in the Username of the appropriate user in the “Reassign To” textbox that the task should be 
reassigned to. Once a User is selected, the “Reassign” button should be selected. 

Note: if a task has been worked on and is reassigned to another user, all work done on the task will be lost. 
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Requesting Technical Assistance 
 
 

 

 

1. From the Administrative page for your report, select the “Request Technical Assistance” link. 
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2. Under the question “Do you have a Technical Assistance request for the Technical Assistance 
and Analytic Support mailbox in the current year?” select the “Yes” radio button. Additional 
information will appear. Fill out the form and select “Send Request.” In doing this, a communication 
will be sent to the CMS Medicaid/CHIP Technical Assistance and Analytic Support program for follow 
up. 
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3. Once submitted, you will be taken back to the Administrative screen. 
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Printing a Report 
 
The following steps outline how to print a report. 

 

1. Select “Records” from the navigation panel at the top of the screen. 
 

 

 
 

 

 

 

 

2. Select the appropriate Quality Measure from the Records list. 

3. Select the appropriate Report ID. 
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4. On the left hand menu, choose “Report Data.” 
 

 

 
 
 

 

 

 
 

5. This will direct you to the Admin Screen. Click on a Core Measure link. 

6. You may then expand each field you would like to print within the Core Measure by scrolling down the 
page and selecting the +/-
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7. Select “File”, scroll down and then select “Print”. You may also use the keyboard shortcut Ctrl+P. This will 
print the core measure data to the printer of your choice.  
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Appendix A 
 

Role Description Table 
 
 
 

Primary Role Definition Role Approver Other Roles available 
at the same levels 

State Editor (SE) Responsible for 
creating the QM 
report 

State System 
Administrator(SSA) 

SPOC, SDIR 

State Point of 
Contact(SPOC) 

Responsible for 
reviewing the QM 
report 

State System 
Administrator(SSA) 

SE, SDIR 

State Director (SDIR) Responsible for 
certifying and 
submitting the QM 
report to CMS 

State System 
Administrator 

SPOC, SE 
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