WV I/DD Waiver Program
Personal Options Web Portal Instructional Manual for Employees

How to Create and Submit a Timesheet

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.

~ — | Public
PCG Partnerships

Supporting Choice. Managing Costs.™

Provider Home Timesheets.

Create Timesheet Search Timesheet

Timesheet List

Timesheet Status Unpaid | To improve the timesheet submission process, the default has been changed to Unpaid.
Timesheet Start Date Range [y ® - [y &
Timesheet Submitted Date Range ey B . [y i)
Check Number
Search
Your search returned 2 results
Action TimesheetlD | EmployeeName | TimesheetStart | Timeshee t End nitted By Status Check Number Check Amount (net Times|
(b
| View WVID00247 TestQAZ QiATest2 | 10/2141 RRGEAE] 12/08/2011 eboehm DENIED
| (] VIDOZ137 TESIQAZ QIATest2 | 0211912 04101412 0411212012 sburchfiel QA SUBMITTED

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:
4+ 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:

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

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

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

work.

4 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.
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6. After selecting the blue hyper link you will see the “Submit Timesheet” page
below:

4+ This is the beginning of the timesheet creation process.

/2 timesheet - Windows Internet Explorer

@;\/ I |g htt publicpartnerships. cor iwendor/timesheet  aspx?Consur =%2brd4pDvPDr o YDhE1 hubg%3d% 3d&Consumer ID=e009sqjkC Ca4Kmallxxkas j g *2|| X | |ging
File Edit Wiew Favorikes Tools  Help
WS Brnehont [ ] fi - §

Welcome Randall Hill (External ID: EOD0840) Logout| Chang

Submit Timesheet

TestQAZ 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 time. The system will automatically show
corresponds to that date.

Copyright @ 2011 Public Consulting Group. All Rights Resened. Privacy Policy

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

4 April, 2012 3
Su Mo Tu We Th Fr Sa
25 X% 27 028 ¥ 30 3

i 2 3 4 5 & 7
g 9 10 11 12 13 14
15 15 17 18 19 20 21

22 24 25 6 7 I

29 30 1 2 3 4 5

Today: April 23, 2012

How to Create and Submit a Timesheet Page 8




WV I/DD Waiver Program
Personal Options Web Portal Instructional Manual for Employees

How to Create and Submit a Timesheet

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.

O0The common service drop down is optional, you do not have to

use this feature.
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%+ If you choose to use the “Common Service” feature, you will see something

similar to the example below:

Submit Timesheet

Timesheet for QA TestCaonsumer2
Participant ID: 0000007320
Participant Phone No: 55561112222

TestQA2 QtATest2
Employee 1D: E000640

Service: ISEIect a common service |

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

at Hour:
04/02/2012 Monday
Therssremarshours | Copy | Pesi
04/03/2012 Tuesday Service Time In Time Out
S5125UA - Person Centered Supports | ¥ | Activity =l l_Ll =l m There are mare hours | Cﬂwl Paste
04042012 Wednesday Time In Time Out
o soppe =] | Ay - = ~][ =] Therearemorehours | Copy| Peste
04/05/2012 Thursday Time In Time Out
n Cantarad Supports [7] | Adivity | = = =][ =] thearemorshours || Gopy | Peste|
04/06/2012 Friday Time In Time Out
S5125UA - Person Centered Supports (¥ M‘ == 1 =] Therssremeorsheurs | Gopy | Peste|
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 Out

HE =S

Time In

04/02/2012 Monday

04/03/2012 Tuezday Time In Time Qut

There are mars hours

| copv | pese

e _|| == EI[ =] thersar=morzhours | copy| Pastel
04/04/2012 Wednesday Service Time In Time Qut
[ =l v | == =l =l therszremorehours  |[copy] Pastel

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]
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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
O 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
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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.
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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 |
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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.
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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

established or effective for this Consumer Mo

There is no Er e Ra

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.
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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.
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