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The AHCCCS Substance Use Block Grant (SUBG) team provides the following instructions for SUBG 

subrecipient treatment providers to complete the required reporting to capacity, waitlisting, and interim 

services provision. For questions regarding these instructions, please email SUBG@azahcccs.gov  
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Section 1: Submitting a Capacity Report When a 
Provider Has Reached 90 Percent Capacity 
 

1) Login to the AHCCCS Quality Management (QM) Portal. 

https://qmportal.azahcccs.gov/Account/Login.aspx?wa=wsignin1.0&wtrealm=https%3a%2f%2flocalhos

t&wctx=rm%3d0%26id%3dpassive%26ru%3d%252f&wct=2020-08-24T20%3a47%3a55Z 

 

2) Click Capacity Report. 

 

3) Click add new capacity report. 

 

4) Fill in all the required information.  

5) Click Save. 

 

https://qmportal.azahcccs.gov/Account/Login.aspx?wa=wsignin1.0&wtrealm=https%3a%2f%2flocalhost&wctx=rm%3d0%26id%3dpassive%26ru%3d%252f&wct=2020-08-24T20%3a47%3a55Z
https://qmportal.azahcccs.gov/Account/Login.aspx?wa=wsignin1.0&wtrealm=https%3a%2f%2flocalhost&wctx=rm%3d0%26id%3dpassive%26ru%3d%252f&wct=2020-08-24T20%3a47%3a55Z
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6) Once saved, your capacity report will say “saved successfully.” 
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Section 2: Closing a Capacity Report 
1) Once the provider’s capacity is below 90 percent, the provider can follow these steps to close a 

capacity report. 

https://qmportal.azahcccs.gov/Account/Login.aspx?wa=wsignin1.0&wtrealm=https%3a%2f%2flocalhos

t&wctx=rm%3d0%26id%3dpassive%26ru%3d%252f&wct=2020-08-24T20%3a47%3a55Z 

 

2) Login to the AHCCCS Quality Management (QM) Portal 

 

3) Click capacity report again. 

 

 

 

4) Click select next to your previous capacity report. 

 

5) Add the date capacity returned to below 90%. 

6) Update the current census. Must equal less than 90 percent capacity.  

7) Click save. 

 

https://qmportal.azahcccs.gov/Account/Login.aspx?wa=wsignin1.0&wtrealm=https%3a%2f%2flocalhost&wctx=rm%3d0%26id%3dpassive%26ru%3d%252f&wct=2020-08-24T20%3a47%3a55Z
https://qmportal.azahcccs.gov/Account/Login.aspx?wa=wsignin1.0&wtrealm=https%3a%2f%2flocalhost&wctx=rm%3d0%26id%3dpassive%26ru%3d%252f&wct=2020-08-24T20%3a47%3a55Z
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8) Once saved. The capacity report will now appear as “inactive.” 
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Section 3: Adding a Member to the SUBG Waitlist 
1) Login to the AHCCCS Quality Management (QM) Portal. 

https://qmportal.azahcccs.gov/Account/Login.aspx?wa=wsignin1.0&wtrealm=https%3a%2f%2flocalhos

t&wctx=rm%3d0%26id%3dpassive%26ru%3d%252f&wct=2020-08-24T20%3a47%3a55Z  

2) Click “Waitlist”. 

 

 

3) Click “Add to list” 

 

4) Fill in AHCCCS ID, DOB, and full name. 

5) Click the search icon. 

6) If the member pops up, click on their record. 

7) If “NO RECORDS FOUND” pops up, click on “Continue Without AHCCCS ID”. 

https://qmportal.azahcccs.gov/Account/Login.aspx?wa=wsignin1.0&wtrealm=https%3a%2f%2flocalhost&wctx=rm%3d0%26id%3dpassive%26ru%3d%252f&wct=2020-08-24T20%3a47%3a55Z
https://qmportal.azahcccs.gov/Account/Login.aspx?wa=wsignin1.0&wtrealm=https%3a%2f%2flocalhost&wctx=rm%3d0%26id%3dpassive%26ru%3d%252f&wct=2020-08-24T20%3a47%3a55Z
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8) Click continue. 

 

9) Fill in all relevant fields. If fields are missed, it will not let you save and will alert you of these fields. 

 

10) Once everything is filled in click “save”. 
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11) If there were no missing fields the next screen will say “member successfully added to the waitlist.” 

 

12) You could then click on “Active List” and see the member added to the list. 

 



Created October 2025 

 

 

 

 

Section 4: Generating a Waitlist Report 
 

1) Login to the AHCCCS Quality Management (QM) Portal. 

https://qmportal.azahcccs.gov/Account/Login.aspx?wa=wsignin1.0&wtrealm=https%3a%2f%2flocalhos

t&wctx=rm%3d0%26id%3dpassive%26ru%3d%252f&wct=2020-08-24T20%3a47%3a55Z 

 

2) Click “Waitlist”. 

 

3) Click “Active List” to see who is actively on the waitlist. 

 

https://qmportal.azahcccs.gov/Account/Login.aspx?wa=wsignin1.0&wtrealm=https%3a%2f%2flocalhost&wctx=rm%3d0%26id%3dpassive%26ru%3d%252f&wct=2020-08-24T20%3a47%3a55Z
https://qmportal.azahcccs.gov/Account/Login.aspx?wa=wsignin1.0&wtrealm=https%3a%2f%2flocalhost&wctx=rm%3d0%26id%3dpassive%26ru%3d%252f&wct=2020-08-24T20%3a47%3a55Z
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4) If there were many people on the report and you wanted to narrow it down by a certain field you could 

click “Waitlist Report”. 

5) Here you would fill in the information that you wanted on the report and click “Run Report”. 

 

 


