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This document is about changes to the MyAccount system for Participants.  
These changes include:

• Improved Employer enrollment.

• Viewing and updating Employer details.

• Changing the Employer to a new person. 

• An ability to disassociate or re-hire providers.

WELCOME 
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First, the Participant referral will be 
approved. Then, a registration email will be 
sent to the Participant’s email. The link in 
the email takes you to the online Employer 
enrollment forms. Complete these forms 
with the Employer’s information.

DASHBOARD
When you login, you will see your 
Participant dashboard page first.

Here you can:

• Edit your details

• Create and edit your digital signature

• Complete and update your 
enrollment forms

• Enroll or change your Designated 
Representative

• Hire a Worker (Provider)

• View your Worker’s Timesheets

• View your Authorizations

• View your Co-Pay details

MY PROGRAMS
As a Participant / Employer, you need 
details and documents for your programs. 
You can view this information from the 
‘My programs’ tile in the MyAccount 
Dashboard. Here you can complete your 
enrollment, and view status updates and 
documents..

1. Select the ‘My programs’ in MyAccount 
to start your program enrollment.

PARTICIPANT/EMPLOYER ENROLLMENT



VIRGINIA | CARDINAL CARE

MYACCOUNT GUIDE FOR PARTICIPANTS | 3www.publicpartnerships.com

PARTICIPANT/EMPLOYER ENROLLMENT

2. In the ‘My Programs’ section, the 
Participant tile shows your:

• Name

• Enrollment status

• Date of enrollment

• Program name

• PPL ID

3. Select the ‘Enrollment’ button to  
view the Employer enrollment forms.
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PARTICIPANT/EMPLOYER ENROLLMENT

4. On this page there are Employer details 
from your referral form. Confirm that 
this information is correct.

• The Employer can edit:

• Phone number

• Address 

• Email

• Gender 

• Existing Employer Identification 
Number (EIN) (if applicable)

5. If If you confirmed the information, 
select ‘Next’ to accept the Terms and 
Conditions.

If the information here is not correct and you can’t 
edit it, please reach out to your Service Facilitator 
or PPL. Information you can’t edit is the First Name, 
Last Name or SSN.
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PARTICIPANT/EMPLOYER ENROLLMENT

6. Next, select ‘Finish’ to make the 
enrollment documents. Review the 
documents, then select ‘Sign and 
submit.’

7. Now their enrollment status will be 
“Awaiting Approval”.

8. The Employer’s enrollment will now  
be Reviewed and Approved by PPL.  
The Participant will receive an email 
when this is done.

The system will apply the digital signature to each 
form automatically. The Employer does not need to 
do this.
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CHANGE OF EMPLOYER ENROLLMENT

This chart defines the statuses for employer enrollments.

INITIAL EMPLOYER ENROLLMENT
STATUS DEFINITION
New Application The Employer enrollment has been created but hasn’t started the enrollment process yet.

In Progress The Employer has started the enrollment process. Or an update has been made to the enrollment details. The details can 
only be updated by the Case Manager, Service Facilitator, or a PPL Admin user.

Signing The Employer has accepted the Terms and Conditions but has not signed their enrollment.
Awaiting Approval The Employer has signed and submitted their enrollment. PPL is processing it for Approval.
Pending EIN PPL approved the Employer’s enrollment. PPL is still obtaining an Employer Identification Number (EIN) for the Employer.
Returned The enrollment documents need to be corrected by the Employer.
Completed The Employer’s enrollment has been approved and an EIN has been obtained.  

CHANGE OF EMPLOYER ENROLLMENT
STATUS DEFINITION
In Progress The Change of Employer enrollment has been created.
Signing The New Employer has accepted the Terms and Conditions but has not signed their enrollment.
Awaiting Approval The New Employer has signed and submitted their enrollment. PPL is processing it for Approval.

Pending EIN PPL approved the New Employer’s enrollment. PPL is still obtaining an Employer Identification Number (EIN) for  
the New Employer.

Pending Effective Date

PPL has:

• Approved the Change of Employer’s enrollment
• Obtained an EIN 
• Set the Effective Date in the future.  

On the Effective date, the New Employer’s enrollment will be moved to Completed status.
Returned The enrollment documents need to be corrected by the New Employer.
Denied PPL denied the New Employer's enrollment. Another Employer needs to be chosen.
Completed The New Employer's enrollment has been approved and an EIN has been obtained.

Archived The initial Employer is no longer the employer. The New Employer’s enrollment is now in a Completed status. The initial 
Employer’s status is now in Archived status.
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PARTICIPANT/EMPLOYER ENROLLMENT

UPDATING EMPLOYER DETAILS
If the Employer’s enrollment status is 
“Completed,” select ‘View EOR Details’ 
to review the Employer Details. If any 
information is incorrect, you can edit it here. 

After the enrollment is in “Completed” status, the 
Participant / Employer can update their:

• Phone Number

• Email

• Address

.Please contact PPL if you need to change:

• Name

• Social Security Number (SSN). 
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CHANGE OF EMPLOYER ENROLLMENT

Ask your Service Facilitator to start the 
Change of Employer process. Then, an  
email will be sent to the Participant to 
notify them that the Change of Employer’s 
enrollment has been created.  From here, 
follow the steps below.

MY SIGNATURE
1. Select ‘My Signature’ on your 

MyAccount Dashboard. The New 
Employer should create and save a 
digital signature. 

2. Go back to your MyAccount Dashboard 
and select ‘My Programs.’
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CHANGE OF EMPLOYER ENROLLMENT

3. Here you will see enrollment tiles. 
These tiles show the Participant’s name, 
enrollment status, date of enrollment, 
the program, and PPL ID. 

• The New Employer’s enrollment will be 
in an “In Progress” status.  

4. To open the New Employer’s Enrollment, 
select ‘Enrollment access validation.’

5. The New Employer can’t access the 
current/previous Employer’s enrollment 
documents. The New Employer will need 
to verify their First Name, Last Name, 
and SSN to continue.

6. The information displayed now is from 
the Change of Employer form submitted 
by the Service Facilitator. Review this 
information and make any needed edits. 
 
The Employer can edit:

• Phone Number

• Address

• Email

• Gender

• Existing Employer Identification 
Number (EIN) (if applicable)

The Employer has 3 attempts to enter the correct information. If they fail all 3 
attempts, they will have to wait one hour before tryin g again. If the Employer = Self 
(Participant) the Enrollment Access Validation will not be enabled, and you will just 
see an Enrollment button.

IMPORTANT
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CHANGE OF EMPLOYER ENROLLMENT

7. Select ‘Next’ to accept the Terms and 
Conditions.

8. Select ‘Finish’ to generate the 
enrollment documents, then review 
them. If correct, select ‘Sign and 
Submit.’ 
 

9. Once the Employer Signs and Submits, 
their enrollment status will update to 
Awaiting Approval. 

10. When the Employer’s enrollment has 
been approved, an email will be sent 
to the Participant’s email address.

The system will apply the digital signature to each form 
automatically. The employer does not need to do this. 

If the information here is not correct and you can’t edit 
it, please reach out to your Service Facilitator or PPL. 
Information you can’t edit is the First Name, Last Name 
or SSN.

IMPORTANT
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DISASSOCIATE
Program Participants / Employers can now 
manage the dismissal of any hired workers 
(providers).

To start: 

1. Go to ‘My providers’ on the 
MyAccount Dashboard 
 
 
 
 
 
 
 
 
 
 

2. Select ‘Disassociate provider’ under 
the name of the worker who will no 
longer work with you.

DISASSOCIATING & RE-HIRING A PROVIDER
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DISASSOCIATING & RE-HIRING A PROVIDER 

3. Enter a Disassociation Date and a 
Disassociation Reason and select 
‘Finish’ at the bottom of the screen. 
 
 
 
 
 
 
 
 
 
 
 
 

4. Review the confirmation page.

• If the date and reason for dismissal 
is correct, select ‘Confirm’.

• If changes are needed, select the 
‘Edit’ button.

Your worker can’t submit time on or after the date  
you select. 

If you enter a future date, the worker’s enrollment 
status will be “Pending Disassociation”. They can still 
submit time until your chosen date. 

IMPORTANT
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5. After selecting ‘Confirm’ a 
confirmation message will appear. 
The page may take a minute, but it will 
then reload and return you to your 
dashboard. 

6. The worker tile will stay in your 
account. PPL cannot delete 
information per requirements. The 
dismissed worker can’t submit time on 
or after your selected date.

A worker might be in Pending status, and you might see 
“Provider is Pending Disassociation” for two reasons:

1. Your chosen disassociation date is in the future.

2. You did the disassociation process today. The system 
takes one day to process, and the status will say 
“Disassociated” the day after. 

IMPORTANT
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DISASSOCIATING & RE-HIRING A PROVIDER 

RESTORE
After dismissing a worker, Participants / 
Employers can also re-hire them for work 
again. If the worker was dismissed recently 
(less than 6 months), you can simply 
“Restore” them.  

1. Go to your ‘My providers’ in the 
MyAccount Dashboard.

2. Select ‘Restore provider’ under the
name of the worker you want to work
with again.

If more than 6 months has passed since dismissal, 
you will need to rehire them. Re-hiring instructions 
are in the “How-to Re-Hire a Provider” section of this 
document. Re-hiring involves workers submitting and 
signing their paperwork again.

IMPORTANT

You can do this if you both want to work together 
again, or the worker was mistakenly dismissed. 

IMPORTANT
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DISASSOCIATING & RE-HIRING A PROVIDER 

3. Once you select ‘Restore provider,’ 
the worker’s enrollment status will 
change to “Awaiting Approval” status.

4. The Participant / Employer should 
select ‘Review.’ The worker does not 
need to make any changes or re-sign 
any documentation

5. After selecting ‘Review,’ you will see 
this confirmation screen.
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DISASSOCIATING & RE-HIRING A PROVIDER 

6. At the bottom of the screen, select ‘Sign 
and Submit’ to approve the worker’s 
enrollment.

7. The enrollment will then move into a 
“Completed” status.

8. If the worker needs to make changes 
to their documentation, choose to 
‘Return.’ Once the worker makes 
any corrections, review and sign their 
enrollment. 

9. If you do not want to work with them 
again, select ‘Deny.’ The worker will 
remain dismissed.
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DISASSOCIATING & RE-HIRING A PROVIDER 

RE-HIRE
After dismissing a worker, Participants  
/ Employers can also re-hire them for work 
again. If the worker was dismissed more 
than 6 months ago, you can ‘Rehire’ them. 
You do not need to enter any information 
for them. They will be able to update this 
themselves. 

You may not see their tile under 
MyProviders if they have not worked for 
you for quite some time or if they never 
enrolled in MyAccount.

1. Go to ‘My Providers’ in the MyAccount 
Dashboard. 

2. Select ‘Re-Hire Provider’ button under 
the worker’s name. 

3. After selecting the ‘Re-Hire Provider’ 
button, you will see the worker tile 
change to “New Application.”

4. The worker can now complete their 
enrollment online. They will also 
see their status change to “New 
Application.”

The instructions on how to complete 
Worker enrollment is in the Provider  
user guide.




