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Online Registration

Welcome to the PPL Web Portal for Employees

How do I register online? This document will explain how to set up your
Username and Password so that you can begin using the PPL Web Portal. Once
you are registered you will be able to use the PPL Web Portal for

+ Submitting timesheets and travel invoices
+ Searching and viewing the status of your timesheets and travel
invoices

1. The first thing you should do is type in the web address provided below into
your internet browser: (we recommend saving this as a favorite, so that you
don’t have to keep typing it in).

https://fms.publicpartnerships.com/PPLPortal/login.aspx

2. Alog in screen will appear. You will use this screen to log into the Web Portal
after you have registered.

User Name: [ PPL Overview

Password. ) ) ) ) .
[ Save Your User Name On This Cemputer 1 IS SIte will be unavailable from 8pm EST Friday May

4th to 12:00 PM EST Sunday May 6th for scheduled
maintenance. We apologize for the inconvenience.

Public Partnerships, LLC (PPL) was established in 1999 as an affiliate of Public Consulting Group
(PCG), a management consulting firm. PCG has been consulting to the public sector since 1986 and
focuses on improving financial management and operations of publicly-funded health care, education
and human semice programs. PCG employs 950 staff members in 31 offices across the US| in
Montreal, Canada, and in Lodz, Poland, with experience in all 50 states. PPL was initially formed to
provide assistance to the Robert Wood Jehnson Foundation's national pilot demonstrations in Self-
Determination. PPL offers a rich array of financial management and related administrative senices to
public agencies and participants seeking to develop consumer-directed services and supports. Currently.
PPL serves more than 35,000 consumers in 20 states and the District of Columbia
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3. Select the Online User Registration hyper link below the login button on the
Login Screen.

e Online User Regqistration
e Forgot Username or Password
e Download Adobe Acrobat Reader

4. This will bring you to the New User Registration screen. It will ask you to
choose your state. You should select West Virginia from the drop down list.

Step 1: Select your State, Program and Role
State I West Virginia Zl

Cancel |

5. After you select your state two new data fields will appear: Program and Role

4+ Select your Program — WV IDD
+ Select your Role — Employee (if you choose the incorrect role the
system will not be able to verify your information.

Step 1. Select your State, Program and Role

State I West Virginia ;H
Programl TEST - WV IDD |
Role | Emwoyee |

Cancel Next
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. After you have selected your role click the NEXT button to continue on to
registration.

£ By choosing the correct role the Portal now knows which information to
look up for your account.

+ If you do not choose the correct role the system will be unable to find
your account in order for you to complete your registration.

. 'You will be brought to the STEP 2. Verify Credentials screen. You are now

required to verify your employment by the participant by completing the three
data fields below :

Provider ID
Mailing zip Code
SSN

11T

Last Name

Please note if the system is unable to verify the employee’s information there
are potentially two issues:

1. The employee’s information was inaccurately entered at the time of
enrollment. In order to resolve this:

You should call Customer Service (1-877-908-1757) and provide the
employee’s ID so that PPL can correct the information.

2. The employee is new to the Personal Options program and has not yet
been entered into the web portal yet. To resolve this please contact the
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participant’s Resource Consultant to make sure the employee information
has been submitted to PPL.

8. You will now be brought to Step 3: User Information page. This is the page
in which you will actually register yourself as a user in the system. You will be
asked for the following information:

New User Registration
Step3: User Information
First Name Last Name
User Name Email Address Optional
Password Confirm Passward
=
ot
=
Security Questions:
|- select =l
[~ select =l
[- Select =l
suoms

+ Username- PPL suggests that you use the first letter of your first name
and your last name.
Example: Mary Poppins = mpoppins
Please note, if the user name you selected is already in use you will
need to select a different username.

+ Password- Your password must be at least 6 characters long and contain
at least 1 numerical character, 1 capitalized character and 1 lower
case character. Please be aware that your password will be case
sensitive.

% Confirm Password- Here, you need to retype the password you created.

+ Email Address- Your email address is an optional field. PPL will use
this to send information pertaining to your employee’s timesheets to your
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email account. Please note: If you provide an email address you will
receive an email confirmation of your username and password.

+ Security Questions- You should choose three questions from the drop
down menu. Type your answers to these questions in the data field next
to each question.

If you ever needed to change your username or password these questions
provide a layer of security to protect your privacy. So that only YOU can
change your user registration information.

9. If you are satisfied with all of your information click the SUBMIT button.

CONGRATULATIONS! You are now registered to use the PPL Web Portal.

You may now return back to the Log in Screen and enter your Username and
Password

https://fms.publicpartnerships.com/PPLPortal/login.aspx
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How to Create and Submit a timesheet:

1. Login to the PPL Web Portal using your pre-assigned username and password

https://fms.publicpartnerships.com/PPLPortal/login.aspx

2. You will default on the “Timesheets — Search Timesheet” page.

Provider Home Timesheets

Create Timesheet Search Timesheet

Timesheet List

Timeshest Status Unpaid Tl To improve the timesheet submission process, the default has been changed to Unpaid.
Timesheet Start Date Range [onv B - by |
Timesheet Submitted Date Range [any ) [eny |

Check Number

Search

Your search returned 2 results

Status

Here you may view all timesheets that have ever been submitted or you
may narrow the search results by a specific status (Paid, Unpaid, In

Process, etc.) or by specific dates. You may enter a check number to
retrieve the associated timesheet.

3. In the header bar at the top of the page you will see two options:

+ Create Timesheet
4+ Search Timesheet
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4. Select the option for “Create Timesheet” by clicking on the words. You will see

the “Participant Search” page below:

TESTCAONSUMERZ, QA €000103 0110111875 JOLLY QATESTZ 304-123-5678

g T
Participant First Name l—
Participant ID l—
Consumer External ID l—
Medicaid ID l—
SSN |
Telephone l—
EIN Mumber l—
JACC Number l—
Associal ted Employee ID E000640
Associa ted Employee ID

I I
Senvice Coordinator Last Name l—
Resource Consul ltant Last Name l—
County l—
District l—
EnrollmentStatus Select x

Search

TESTCAONSUMERZ, QA C000102 12/0141950 ANYTOWN QATEST 5551112222

5. The Participant Search page will show all of the participants for which you

work.

+ In the example above you work for two participants:
“TESTCAONSUMER2, QA” and “TESTCAONSUMER3, QA”. To
create a timesheet for one of these participants, select the blue
hyperlink to the right of the page.

4 If you are trying to submit a timesheet for a different participant and

his name is not displayed, you may not be associated with that

participant in the system. You should call Customer Service (1-877-

908-1757) to determine how to proceed.

How to Create and Submit a Timesheet
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6. After selecting the blue hyper link you will see the “Submit Timesheet” page
below:

+ This is the beginning of the timesheet creation process.

Submit Timesheet

TestQA2 QtATest2

Timesheet for QA TestCaonsumer2
Employee 1D: E000640

Participant ID: 0000007320
Participant Phone No: 5551112222

Time Period: Begin: Monday, End: Sunday. Please click on the calendar to select the first date for which you wish to submit ime. The system will automatically show
carresponds to that date.

Copyright @ 2011 Public Consulting Group. All Rights Reserved. Privacy Palicy

7. In this first screen you should click on the calendar box to select the pay period
you are submitting time for.

1 April, 2012 »
Sy Mo Tu We Th Fr Sa
25 26 27 28 29 30 31

1 2 3 4 5 & 7
8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 24 25 26 27 28
29 30 1 2 3 4

wn

Today: April 23, 2012
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8. After selecting the correct pay period you will be taken to the screen below:

=

Submit Timesheet

TestQA2 QtATest2
Employee ID: E000640

04/02/2012 Monday

04/03/2012 Tuesday

04/04/2012 Wednesday

Timesheet for QA TestCaonsumer2
Participant ID: 0000007320
Participant Phone No: 5551112222

Service: [Select 2 commen service

Time Period: Begin: Monday 04/02/2012. Click on the calendar to select different dates. )

Service — Time In _ m’msautv =

e I e it

| Lcopy | st

| copy | st

|/ Copy | [peste

| copy | peste

| copy | paste

| [conv | [P

9. This page is where you will enter in the time you worked for the pay period.

4+ If you didn’t work on one day, that’s ok, just leave it blank.

10. At the top of the page you should confirm that you are putting together a
timesheet for the correct participant.

4+ You also have the option of selecting a “Common Service”.

Employee 1D: E000640

TestQA2 QtATest2

Participant ID: 0000007320
Participant Phone No: 5551112222

Timesheet for QA TestCaonsumer2

Service: |select 2 commen service

0This dropdown feature is used by employees who provide the

same service throughout the entire pay period.

O0The common service drop down lets you populate every line of
the timesheet at once instead of filling in each day individually.

0The common service drop down is optional, you do not have to

use this feature.

How to Create and Submit a Timesheet
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%+ If you choose to use the “Common Service” feature, you will see something
similar to the example below:

Submit Timesheet

TestQA2 QtATest2 Timesheet for QA TestCaonsumer2
Employee 1D: E000640 Participant ID: 0000007320
Participant Phone No: 55561112222

Service: ISEIect a common service |

Time Period: Begin: Monday 04/02/2012. Click on the calendar to select different dates. &

04/02/2012 Monday

Therssremarshours | Copy | Pesi

04/03/2012 Tuesday Service

Time In Time Out
551354 - Person Centered Supports | ¥ | Activity. =l l_Ll =l m There are mare hours | Cﬂwl Paste

04042012 Wednesday

Time In Time Out
_activty | == =I[ =] theearemorhous || Copy | Pt

n Centersd Supparts ¥

Time Out

Time n
_actaty | == =1 =l therearemorzhous | copy | Ptz

04/05/2012 Thursday

n Centersd Supports |

04/06/2012 Friday Service Time In Time Out
S5125UA - Person Centersd Supports 7| Activity == I 2] theeremershous | copy | Pese|
04/07/2012 Saturday Service Time In Time Out

There sremorehours | [Gopy | [Peste|

4 If you choose not to use the “Select Common Service” feature. You must
enter in the service type for each of the days worked.

11. To enter the service per day click on the “Service” drop down bar on the day
you worked.

Date Hours

Time In Time Out

Lot -II L”jl L”j There are more hours Iﬂlﬂl

04/02/2012 Monday

Time In Time Qut

;I I =l I_L“ =l m Thers zre mars hours I Capy |EI

04/04/2012 Wednesday Service Time In Time Qut

I =] Ay II L”jl Lllj There zre more hours I Cop\.rIEI

04/03/2012 Tuesday

4 Every day you work must have a service selected.

4+ If you worked a service that does not appear in your drop down menu
please contact Customer Service. This typically means that PPL did not
receive the required paperwork for that service type.
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12. Next you must select the hours in the day that you worked.

+ To select the time of day you started click on the “Time In”
dropdown:

4 To select the time of day you ended click on the “Time Out”
dropdown:

4+ You can also specify the exact minute that you started/stopped
working. If you do not specify the exact minutes, the time will
default to the top of the specified hour—i.e. 6:00 p.m.

TestQA2 QtATest2 Timesheet for QA TestCaonsumer2
Employee ID: E000640 Participant ID: 0000007320
Participant Phone No: 5551112222

Service: |Se|ect a common service =l

Time Period: Begin: Monday 04/02/2012_ Click on the calendar to select different dates. ]

Service Time In Time Out
SS1E5UA - Parson Centarad suppers 7] [ty | [€PW =] [0 = [eP (=] [0 =] | There sremorehours | [Gopy | peste

04/03/2012 Tuesday Service Time In Time: Qut
Ee=m - - - b2 There ara mora heurs | Copy | Paste
04/04/2012 Wednesday Service Time In Time Out
| - - - - Theresrmorshours || Copy | [peste
04/05/2012 Thursday Service Time In Time Out
T = 1 = | —  — . " il il il

+ If you worked multiple shifts in one day select the “There are more
hours” button.

[ There are more hours ]

+ After selecting the “There are more hours” button an additional line will
be created for the day worked.

Time In Time Out
> sam w00 [v|[3em w|[00 w
w W W W b [ Therz are more hours ] [ C:-p*,r] [F‘E ;ta]

How to Create and Submit a Timesheet Page 11
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O After selecting the “There are more hours” feature, you will need
to enter in the:
= service type (which may be different than the service
provided earlier that day)
= the activity (if required)
= the hours worked
0 If you made an error and wish to delete an entire line item you
may select the “Remove Time” button.

13.You also have the option to copy and paste each line item individually. This is
a fast and accurate way to create timesheets for employees that work the
same hours each day. To copy a line item:

+ First click on the “Copy” button of the line item you would like to copy.

Time In Time Out
gam [|[oo | zem | 00
W W W b [ Therz are more hours ][E:p‘,r] [F‘Esta]

+ Next click on the “Paste” button of the line item where you wish to
enter the copied information.

Next to the service box you will see an “Activity” button. If no formal training
was provided, it is not necessary to click on the “Activity” button. However, you
must use this feature if you provided formal training to the participant during the
hours worked. Formal training is defined as specialized training program(s)
developed and overseen by a traditional agency’s Therapeutic Consultant (TC) or
Behavior Support Professional (BSP). When formal training is provided, the

How to Create and Submit a Timesheet Page 12
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employee is typically required to document training activities on task analysis
forms which are collected by the TC or BSP. If you are unsure whether formal
training is provided, please contact the participant/ Program Representative or
the Service Coordinator.

When you click on the “Activity” button the following screen will be displayed:

If formal training was provided, click the “Training” box so that a check mark
appears. You may also type optional notes regarding the formal training
activities.

ﬂ Training

Completed training programs F-1: Bathing and F-3: Clothes Selection. Refer to task
analysis sheets.

14. When you have finished entering hours for all days worked, scroll to the
bottom of the page and click on the “Next” button.

How to Create and Submit a Timesheet Page 13
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04/15/2010 Thurzday Service Time In Time Qut

w ¥ v v W There are more hours ] [ C":‘W]

Next

15. You will be taken to the “Confirm Timesheet” page. This page allows you to
review the timesheet to ensure it is complete an accurate before submitting
for approval.

il

@A - Ié https: j{fmsdey. publicpartner ships. com|Portalanagement vendor, TimesheetC onfirm. aspx?dowE nd=c TredyveOtFPr LN %2 BioWg . 3d% 3dédowStart=24Go2phy 01 stR % ZhydochY Q% 3d %, j I ES |Emg Pelbs

File Edit wiew Favortes Toals Help

¢ 4 @ Timeshest Confim | | B - [ - v o Page - (i Took - 7
=]

Confirm Timesheet

rHours Summary

TestQAZ QtATest2 Timesheet for QA TestCaonsumer2
Employee ID: E000640 Participant ID: 0000007320
Participant Phone No: 55561112222

Date Total Daily Hours Time In Time Out Hours Worked Activities

04/02/2012 Monday 2 hours Sup| 6:00 PK 8:00 PM 2 hours Training

04032012 Tuesday 2 hours Suj 6:00 PM 2:00 PM 2 hours Training

0 /2012 Wednesday 2 hours Su & 6:00 PM 8:00 PM 2 hours Training

04/05/2012 Thursday 2 hours Supports 6:00 PK 8:00 PM 2 hours Training

0 2012 Friday 2 hours Person Centered Supports 6:00 PM 2:00 PM 2 hours Training

0 /2012 Saturday

0 /2012 Sunday

04/09/2012 Monday 2 hours 6:00 PM 2:00 PM 2 hours Training

041042012 Tuesday 2 hours 6:00 PM 8:00 PM 2 hours Training [

o4r 2 hours 6:00 PK 8:00 PM 2 hours Training

04/12/2012 Thursday 2 hours 6:00 PM 2:00 PM 2 hours Training

04/13/2012 Friday 2 hours Person Centered Supports 512504 6:00 PM 2.00 PM 2 hours Training

04/14/2012 Saturday =
| | ;I_I

[Done [0 1| [diocalintranet [® 100w - 4
dstart| (£} @& [~ > B4 PPLWYEMS 10D CDH.l £41] Portal Guide-Partici... | 1] Portal Guide-Empla. . | E41] wy_IDD_ER Motice... | = Inbux—M\crosoFtO.ul | RE: Portal User Gui... | & 551 Metwork Exten... || @ Timesheet Confir... |« VI~ 10:0¢Am

16. Next scroll to the bottom of the “Confirm Timesheet” page. You will see the
following options:

0:4/15/2010 Thursday

Total 18 142 hours

[Edit] [ save My work | [ Submit |

How to Create and Submit a Timesheet Page 14
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17. If the timesheet is incorrect and you would like to make changes, click on the
“Edit” button to return to the previous screen.

18. If the timesheet is correct but incomplete you can save your work. Click on the
“Save My Work” button.

+ Some employees like to enter their time every day rather than at the
end of the pay period.

4 This “Save My Work” feature allows you to enter time as you work it
without submitting it for approval until the very end.

[ save My work |

19. If the timesheet is complete and accurate you may click the “Submit” button

to submit it to the participant or his/her appointed Program Representative.

20. After you have clicked the “Submit” button the following page will appear:

Your timesheet has been created and has been submitted to the participant for approval.

r~Hours Summary:
TestQA2 QtATest2 Timesheet for QA TestCaonsumer2 Timesheet 1D wviDo2140
Employee 1D: E000640 Participant ID: 0000007320

Status
Participant Phone No: 5551112222

SUBMITTED

04/02/2012 Monday

SUA €:00 PM 8:00 P11 2 hours
04/03/2012 Tuesday Person Centered Supports

6:00 Pl 8:00 P

21. Upon clicking the “Submit” button, you will be notified by a red error message
if there is any problem with the timesheet that could cause it to not be paid.

The Web Portal will not allow a timesheet to be submitted for approval until
the problem is fixed.

How to Create and Submit a Timesheet Page 15
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Examples:
+ Missing start or stop time
+ Overlapping time with another employee’s timesheet
4+ Missing employee paperwork
+ Missing employee services or rate of pay

22. On the top of your timesheet you will see red error messages that tell you
what is wrong with your timesheet. Please call customer service if you need
assistance regarding error messages.

+ As you can see in the example below, the error messages indicate
that PPL is missing required paperwork for the employee.

+ If you feel that an error message is incorrect, please call Customer
Service.

+ In this example, the employee should submit the missing paperwork
as soon as possible so that PPL staff can enter it into the Web Portal.
Then the employee will be able to submit the timesheet without

error.

Confirm Timesheet

Error on 04/01/10 5:00 AM - 4:00 FIM

Missing required date for "Employment Packet Received Date

Error on 04/02/10 5:00 AM - 4:30 FM

There is no Er e Rate established or effective for this Consumer Mo
Thers is no Er & Rate established or effective for this Consumer Mo
Pay Rate cannot

Billable Rate cannot be
Missing required date for "Employment Packet Receivad Date
Hours Summary

23. Once the timesheet has successfully been submitted by the employee, the
participant/Program Representative is responsible for reviewing it and
approving for payment.

How to Create and Submit a Timesheet Page 16
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24. You can use the Web Portal to monitor the status of a submitted timesheet:

£ As long as the timesheet is in the “Submitted” status it has not been
approved by the participant/Program Representative.

+ A “Rejected” status indicates the participant/Program Representative
has returned the timesheet to the employee for correction.

4+ Once the timesheet has an “Approved” status, it has been sent to PPL
for payment.

How to Create and Submit a Timesheet Page 17
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How to Search and View a timesheet:
1. Login to the PPL Web Portal using your username and password

https://fms.publicpartnerships.com/PPLPortal/login.aspx

2. You will default on the “Timesheets — Search Timesheet” page.

Provider Home

Timesheets

reate Timesheet Search Timesheat

Timesheet List

Timesheet Status

Unpaid =1 Toimprove the timesheet submission process, the default has been changed to Unpaid.
Timesheet Start Date Range [any H - v iz |
Timesheet Submitted Date Range [eny B - [y iz
Check Number
Search
Your search returned 2 rasults
s

3. Inthe header bar at the top of the page you will see two options:

+ Create Timesheet
4+ Search Timesheet

4. The screen has defaulted to the “Search Timesheet” option so there is no
need to click on it.

Here you may view all timesheets that have ever been submitted by
clicking on the “Search” button.

Your search returned 2 results

How to Search and View Timesheets Page 17
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5. Scroll down the page to see the returned results:

NV0000000005 Test
Employes

NWV0000000008 Test
Employee

Search
Your search returned 2 results
Action Timesheet I Employee
Name

Timesheet

040110

Timesheet  Submitted/Approved  Submitted By  Individual Name Status Check Check Timesheet
End Date Date Mumber Amount (net Amount
pay (before tax
04/30/10 05042010 eharrig TEST SUBMMTTED 324710
CONSUNMERQLAT
0411810 05/042010 eharriz TEST SUBMITTED $176.07
CONSUNERQA1

6. There are a variety of search options if you would like to narrow your search:

Timesheet Status

Timesheet List

Timesheet Start Date Range

Timesheet Submitted Date Range

All

any

any

any
- -~ =

Timesheet Status:

Timesheet Status

Timesheet Start Date Range

Timesheet Submitted Date Range

Subritted
Exceptions

Check Mumber I

Exception Reguested
Exception Denied

Approved
Rejected
Search | In Process
Pending
Your search returned 3 results Denied
Action Timesheet ID Employee Name Timesheet Start

How to Search and View Timesheets
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Searching by a specific status can be an efficient way to find the timesheet(s)
that you want to review. Understanding the meaning of each status allows
employees to track the progress of their timesheets:

All — this search will display all timesheets regardless of their assigned
statuses

Paid — this search will display all timesheets that have been paid or are
approved by PPL for payment on the next scheduled payday

Unpaid — this search will display all timesheets that have not been paid
Saved — this search will display all timesheets that have been saved but not
submitted to the participant/Program Representative for approval
Submitted — this search will display timesheets waiting to be approved by
the participant/Program Representative

Exceptions— this status is not applicable to the WV I/DD Waiver program
Exception Requested-— this status is not applicable to the WV |/DD Waiver

program
Exception Denied - this status is not applicable to the WV I/DD Waiver

program

Approved — this search will display timesheets that have been approved by
the participant/Program Representative but not yet being processed by PPL
Rejected — this search will display timesheets that have been rejected (not
approved) by the participant/Program Representative. The employee must
correct a rejected timesheet and resubmit to the participant/Program
Representative for approval.

In Process — this search will display timesheets that the
participant/Program Representative has approved and are now being
processed for payment by PPL

Pending — this search will display timesheets that are waiting to be
processed by PPL

Denied — this search will display timesheets that have been denied and
cannot be processed by PPL. Typically this status indicates a duplicate
timesheet has already been approved/paid for the same pay period.

How to Search and View Timesheets Page 19
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Timesheet Start Date Range

+ This feature allows you to search for a specific timesheet based upon the
start date of the pay period.

Timesheet Submitted Date Range

%+ You may want to use this search feature if you want to see all timesheets
that you submitted during a certain time period.

7. After choosing the search criteria, click the “Search” button. The timesheets
you have chosen to view will be displayed at the bottom of the page.

Your search retumed 2 results
Action Timezheet D mploy Submited B dual Na Statu C Check T
Name u Amount {
Pay
NVO000000005  Test D4nenn 0473010 05/04/2010 eharrig TEST SUBMITTED 824710
nlpves CONELH &
Employes CONUNERQAT
NVO000000006 Teat D4mnn 41510 05/04/2010 eharrig TEST SUBMITTED &176.07
— Employes CONSUMERQAT

8. If you would like to view the timesheet detail select the “View” button under
the action column.

4+ The view button allows you to see the day by day detail of the timesheet
you submitted.

Timesheet List

Timesheet Status Unpaid hd
Timesheet Start Date Range [y i [ i
Timesheet Submitted Date Range [y B . =
Check Number

Search

Your search returmned 3 results

Action Timesheet ID Employee Name Timesheet Start | Timesheet End Date. Submitted Date Submitted By

articipant Na af mo
Dat pay
View WVID00347 TestQAD QtATest2 | 10/21411 111311 12/082011 eboshm as DENEED
TestCaonsumer2
WVID02137 TestQAZ QtATest2  02M3/12 04/01/12 04122012 sburchfiel Q4 SUBMITTED s126
estCaonsumer2
) WVID02140 TestOA2 OtaTest2 0410212 0411512 047232012 richill aa SUBMITTED 5180

esiCaonsumer2

How to Search and View Timesheets
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9. On the far right side of the search results you will see 4 columns.

+ Status

4+ Check Number

4+ Check Amount (net pay)

4+ Timesheet Amount (before Tax)

Status: The status column show the stage of processing for each timesheet
displayed.

Check Number: The check number column will populate with information as

soon as a check has been issued. If you receive direct deposit the Remittance
Advice number will appear in this same column.

Check Amount (net pay): After a check has been issued, the check amount will
appear in this column. This is the check amount AFTER taxes have been withheld.

Timesheet Amount (before tax): You will notice that this column populates with

information before your check is issued. This column indicates the gross or
“before tax” amount of the paycheck.
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*If you have any concerns about the accuracy of the timesheet
data you are viewing on the Web Portal, please don’t hesitate
to call Customer Service (1-877-908-1757) for assistance.
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How to Create and Submit a Travel Invoice:

1. Login to the PPL Web Portal using your pre-assigned username and password

https://fms.publicpartnerships.com/PPLPortal/login.aspx

2. You will default on the “Timesheets — Search Timesheet” page.

Provider Home Timesheets

te Timeshest Search Timeshest

Timesheet List

Timesheet Status

Unpaid >

To improve the timesheet submission process, the default has been changed to Unpaid.

Timesheet Start Date Range [y B - by iz |
Timeshest Submitted Date Range [y B - i |
Check Number
Search
Your search returned 2 results
Visw

3. In the header bar at the top of the page you will see the navigation options for

employees:

Provider Home

Timeshests

4. Select the option for “Invoice” by clicking on the words. The screen will

default to “Create Invoice” and you will see the “Submit Invoice” page below:

1
How to Create and Submit a Timesheet
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Invoice

Search Invoice Status Create Invaice

Submit Invoice

= Service Referral that you
re that the date of

selectsd, please enter a single dats of

vice. This should be the first day of the weel
ice falls within the date

ol e cpirvest St

k that the ins
ferral If the referral was made to an external program, you must enter the name of the External Provider bef

dividual participated in the summer program, not the ful date range for the week. The rate and units have been pre-popu

submiting

fou also have

the option to add a Vendor Invoice ID that wil identify the invoice for your records. This is not required. Finally, you must read and agree to the Terms and Conditions by checking the box. Once completes

ciick on the Save link for that line.
Please note that any fines that you try to submit that are NOT accepted by the system wil not be saved
Employee ID:

Pariicipant ID

iated for|

If you work for multiple participants, choose from the drop down list the

participant ID for which you want to submit a Travel Invoice. Once a
participant has been selected, the following page will be displayed:

Submit Invoice

For the Service Referral that you selected, p enter a single date of service. This should be the first day of the week that the individual participated in the summer program, net the full date range for the week. The rate and units have been pre-populas
Pleas: mal sure that the date of service IEI\ rtlmlh date range that was approved for this referral. If the ref I‘rrﬂ\ was made to an external program, you must enter the name of the External Provider rb"ur submitting.

“You also have the option to add a Vendor Invoice ID that will identify the invoice for your records. This is

This is not required. Finall, you must read and agree to the Terms and Conditions by checking the box. Once completed, click on the Save link for that fin
Flease note that any ines that you iry to submit that are HOT accepted by the system wil not be saved

Employee ID: E0008

Participant ID

Global Attachments

[ _Brows. | add.

Date O Se ferral Service Activity | Purchased | Units Rate Note Rate Invoice | Attachments Line
Service Requested Approved Amount Status
Approved
= Not

ed for you.

Submitted =

Action

Total Amount Submitted: 50.00

6. You may type the “Date of Service” (i.e. 4/23/2012) or you may choose t

date of service by clicking on the calendar and selecting the date on whic
provided Transportation services.

April, 2012 4

Su Mo Tu We Th Fr Sa
25 26 27 28 29 30 31
1 2 3 E] 5 [ 7

11
18
25

14
21
28

15

27

29 30

ra
(551

Today: April 23, 2012

he
h you
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7. Next you must select the “Service Referral” that relates to the mileage that
you wish to submit for reimbursement. By clicking on the magnifying glass
beside the Service Referral box, you can view a list of all Transportation Service
Referrals. Choose the one with start and end dates that correspond to the
date you provided transportation services.

Submit Invoice

For the Service Referral that you selecte] Search for Service Referrals

Please make sure that the date of servic

Cancel
*You also have the option to add a Vendq

Created Date Referral ID Participant Name

Service StartDate  End Date Status

Please note that any ines that you try o 1182011 B5T00PM AULD000TS TestCaonsumer2 QA  A0TB0UD: Transportation 11/1/2011 11/30:2011  Approved

11/18/2011 6:51.00 PM TestCaonsumer2 QA A0160U3: Transportation 12/1/2011 12/31/2011  Approved
Employee ID: E0O0O0S4(

1171812011 6:51:00 PM TeatCaonsumerz QA

. AD160U3: Transportation  1/1/2012  1/31/2012  Approved
ParticipantD:  |oooooo

A2 85100 PM AULDODOIS TestCaonsumer? QA AG1B0US: Transportation  2H/2012 2282012 Approved

11/18/2011 6:51.00 PN AULOC001S TestCaonsumer2 QA A0160U3: Transpertation 30172012 33142012 Approved

Global Attachments:

11/18/2011 6:51.00 PN AULOO0020 TestCaonsumer2 QA A0160U3: Transportation 4172012 4/30/2012  Approved

11AS2011 E5100 P AULDODOZ TestCaonsumer2 QA  AD1B0U3: Transportation  5H/2012  S/31/2012  Approved

T1AS2011 5100 P AULDODOZZ TestCaonsumer2 QA ADTB0U3: Transportation  6H/2012 6302012 Approved

Date Of Service Referral
Service

d

A1 85100 P AULDODOZ3 TestCaonsumer? QA ADMBOUS: Transportation  7H/2012 7312012 Approved

11/18/2011 8:51:00 P AUL000024 TestCaonsumer2 QA A0180U3: Transportation  8M1/2012
= =
=

2/31/2012  Approved

04/12/2012 ¢
=

Total Amount Submitted €000

8. By clicking on the “Activity” box, the following screen will be displayed. You
may choose the activity(s) that best describes the purpose of the travel. In the
notes section of this page you may type details regarding the activity.

M career Development Il Social Skills Development B Functional Academics Development
Ml Healthcare M safety Bl community Awareness
Bl Communication Skills Development B Decrease Maladaptive Behavior Bl Shopping

M Exercise

o Completed exerdise program and socialized appropriately (with verbal prompts) with

others at the pool.
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9. Enter the total number of miles traveled in the “Units” box. You cannot enter
fractions or decimal figures. Instead you may round up or down to the nearest
whole mile. (Round down for less than half a mile. Round up for a half mile or

more.)

urchased | Units

22|

10.The “Rate Requested” will display the reimbursement rate per mile that was
agreed upon by you and the participant/Program Representative at the time
you were hired.

11.In the “Note” section you MUST enter the starting point and destination for
the activity. You may designate a round trip using the abbreviation “RT”.
Example: Traveled from the participant's home to the YMCA, Hillcrest
Drive, Charleston, WV. RT

12. It is not necessary to submit attachments for Transportation Invoices.

13.While entering data you may remove the entire line by clicking the “Cancel”
icon (red X) under the “Action” column at the far right side of the page.

=N

X

Cancel

How to Create and Submit a Timesheet Page 10
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14.0nce you have correctly entered the required data, click the “Submit” icon
under the “Action” column. Doing so will calculate the “Invoice Amount
Requested” and the “Line Status” column will display “Line Successfully
Submitted”. If you failed to correctly enter all required data, a red error
message will indicate the specific data to be corrected.

Date Of Service Service Activity Purchased Units Rate Note Rate Line Status | Action
Service Referral Requested Appraved
4/12/2012 | AULODD020 | AD160US - Social Skills 24 $0.47 ) Traveled $0.47 / §11.28 $11.28 Line e
Transpertation  Dewelopment, MILE from the MILE Successfully  —
xxxxx se participant's Submitted | [
[Completed heme to l—
eeeeee se the YMCA, Browse. Add
program and Hillrast .
socialize Drive, Confirm
appropriately Charleston,
(with verbal WV, RT
prompts) with
others at the
poal.
Total Amount Submitted: §11.28

15.1f after submitting the line you realize something needs to be corrected, click
the “Edit this line” icon under the “Action” column. This will return you to the
previous page so that you may change the data that you previously entered.

Fatus Action

E=fully
tted

Edit this line

ﬂl —

16.You may remove an entire line item by clicking “Delete this line” icon under
the “Action” column.

htus | Action
EIP
Efully -
ed i
|[Delete this line
] |
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17.Click the “Add a new line” icon under the “Action” column to create additional
entries for transportation provided on days throughout the pay period.

S L e
WE= AT

EI?
fully .
= F

Add a new line

18.0nce a Travel Invoice has been created/submitted for approval, you may
monitor its status by clicking on “Search Invoice Status”.

Invoice

Search Invoice Status Create Invoice

Search Invoices

Employee ID. E000640 - TestQA2 QtATest2 Imoiced>: [ |
Participant ID: [ S Service Referral 1D I—
Senvice Date Start: [any ]| Senvice Date End ,anv— E
Senice Type: [Al 2 Invoice Status: Al -
CheckNo- [
Search |

19.0nce the “Search Invoices” page is displayed, you can click on the “Search”
button which will allow you to view all invoices that you have submitted.

20.You may narrow the search results by typing the participant’s ID # in the
“Participant ID” box or you may click on the magnifying glass to search for the
participant by name. The search feature is handy if you work for more than

one participant.
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Participant First Name
Participant Last Name ||

Participant ID Ii
Consumer External 1D '7
Medicaid ID I—
H Ssh -
Only the top 15 participants are shown. I you do not se= the ane you are locking for, namow the search itera Cancel

21.You may search by typing the “Service Start Date” of a particular invoice you
wish to view. You may also use the calendar feature to enter the start date.

Search Invoices

Employee ID:  E000640 — TestQA2 QtATest2 Invoice 1D |
Participant ID-  |o000007320 -- QA TestCaonsumerz % Senice Referral ID- |
Service Date Start: fany Ein| Service Date End Ian‘.‘ iz
Semnice Type: | 4 April, 2012 4 Invoice Status: | all -
Su Mo Tu We Th Fr Sa
Check Mo

25026 7 W 2 W 3
102 03 4 5 5 7
& ¢ 10 11 12 13 14 parch

15 15 17 18 1% 20 2t
2 23 I’ % 7 OB
3 2 3

ﬁ 29 30 1 2 4 5
e sulting Group. All Rights Reserved. Privacy Palicy
Fazmwrain Today: April 24, 2012 rivacy roley

22.Additional search filters include:
“Service Type”;
“Check Number”;
“Invoice ID”;
“Service Referral ID”;
“Service End Date”; and
“Invoice Status”

Invoice 1D
Senvice Referral ID
Service Date End

Invoice Status: | A

How to Create and Submit a Timesheet Page 13
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23.0nce you entered the information for the invoice you wish to view, click the
“Search” button. The results of your search will be displayed at the bottom of
the page.

Your search found 2 records.

Action Invoice 1D | Invoice Date(s) Submitted Date(s) Employee Name | Submitted Total Check No Payment Status
By Amount Date
Detzils WWVID02135 | 4/12/2012 04/12/12 5:41:37 PM | TestQAZ QtATest2 sburchfiel $4.70 o4/1z/12 IN PROCESS
N\
Datzils WWID02141  4/23/2012 04/23/12 3:20:52 PM  TestQAZ QtATest2 rlehill §22.56 04/23/12 IN FROCESS
)

The status of the invoice is displayed in the far right column of the search
results:
“ Submitted” — the travel invoice has been submitted but not yet approved
by the participant/Program Representative;
“Approved” — the travel invoice has been submitted and approved by the
participant/Program Representative;
“Rejected” — the travel invoice has been submitted to the participant but
has been rejected by the participant or by PPL;
“In Process” — the travel invoice has been submitted and approved by the
participant and is being processed for payment by PPL;
“Pending” — the travel invoice has been submitted and approved by the
participant but not yet being processed by PPL; and
“Paid” — the travel invoice has been submitted, approved by the
participant, processed by PPL and the payment has been issued or will be
issued to the employee on the next scheduled payday.
24.You may click on the “Details” button to view specific details of the travel
invoice.

Employee Invoice WVID02135 Details

Employee ID E000640 Employee Name TestQAZ QtATest2
Employee Invoice D WVID02135 Invoice Status IN PROCESS

Participant Name | Date Of Submitted Activities Attachments Notes Requester Notes Check Notes Purchased Rste | Units
articipant 1D Ser Date

AULO00D015 QA 11/01/11 04/12/12 [ $0.47  10.00  $4.70
Transpoertation TestCacnsumer: 2 Fi
CID: C000102
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How to use the “Contact Us” page:

1. Login to the PPL Web Portal using your pre assigned username and password

https://fms.publicpartnerships.com/PPLPortal/login.aspx

2. Inthe green header bar at the top of the screen you will see a “Contact Us”
section. Choose it by clicking on it.

Contact Us

3. The screen below will appear.

Fle Edit View Favorites  Tools  Help

VE o @contactus fr - B) - dm - |hPage -

Contact Us

Contact Us

Hours of Operation: 8am -7pm Mon-Fri EST
Phone Customer Senice: 877-808-1757
Fax: 877-567-0071

Email  pplwidd@pegus com

Submit A Question Or Comment (* required)

*Your Name

* Your Contact Phone
Your Email

* Subject
* Comments

<

Submit

o rﬁ‘. Copyright @ 2011 Public Consulting Group. All Rights Resered. Privacy Policy
4

pere O

[ Local intraet [®10

ﬁstart| [E &~ * =i WVBMSIDDCO..‘l B4]5 (Consumer) How... | 1] Portal Guide-Parkici... | - RE: Portal User Gui... | [~ Inbox'MicrosuFtOH.l (& Public Consulting Gr‘..l (& 551 Network Exten.., | /@ Contact Us - Win... |« VI~

4. You will see the following:
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+ Hours of Operation: 8am -7pm Mon-Fri EST If you need to call

customer service after hours there is a voicemail system. Please leave
a message and a customer service representative will return your
call.

4+ Phone Customer Service: 1-877-908-1757

+ Fax: 1-877-567-0071 You can use the fax number to return any of

the required documents to PPL.

4+ Email: pplwvidd@pplfirst.com You can email ppl customer service if

you’d like.

4 You can either email PPL customer service directly from the Contact
Us page or you can use the email address to email from your own
email account.

+ When you email PPL, your email will be responded to by a Customer
Service Representative specifically familiar with and assigned to the
WV |/DD Waiver Personal Options program. These are the same
Customer Service Representatives that answer the phone.

We look forward to working with you! if you have any questions

please don’t hesitate to contact us!
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