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WELCOME

Self-direction involves many players, and the MyAccount platform
from Public Partnerships (PPL) is meant to help everyone manage the
necessary information.

If you are a Care Manager or another administrative role, this guide
provides you what you need to use MyAccount, including:

e How to set up your MyAccount access

o How to view your Participant’s enrollment details

e How to view you Participant’s budget and spending
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Set Up Your MyAccount Access

During the initial MyAccount migration, you will
receive an email from PPL with registration
information for MyAccount.

1. :Z%Bg:aem[a)lg;\\j\l/t::éon, IOOk for the o <’ Open invitation email [ @ Open MyAccount site:
i ' M with temporary password account.pplfirst.com
2. In a browser, open the website (no “www”):

account.pplfirst.com
3. Select Log in and provide your credentials:
e Username—Use your email address Set your new password

d it ti
e Password—Use the temporary password and security questions

B

Under My Profile, type a new password
and set your security questions. My profile @ My signature @

5. Your will receive either of these roles: ] - - o

e MCO Administrator—Access everyone
throughout the MCO

e Care Manager—Access only those Enrollment dashboard Authorization

associated with you
Goto View

Actionable documents
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Create a New Account
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After the initial MyAccount migration, your MCO Administrator can add accounts for others

working in the same agency.

1. In MyAccount, select the Enroliment
dashboard.

2. To access the correct menu, select
View Referrals.

3. From the referrals view, you can select
Manage User.

4. On the Manage User page, select Create.

www.publicpartnerships.com

ENROLLMENT DASHBOARD

Return to My Dashboard

Referrals

View referrals Create a new referral

& Manage user

Manage user

Please select the user you wish to manage or create a new one.

All organizations v All roles v All statuses v

Search for... ‘

Action First name Lastname User email PPLId Organization name

P2OF Alva Trombetta 517a7f40-3481-47a6-a38b-4ea604ce3947@1secmail.com Case Manager FL Simply  CM-0010605 SIMPLY LTC
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Complete the account details, including a -
temporary password.

Near the bottom, select Create account. Personal details

Please enter your details below.

Share the log-in information.
Sign up steps

NOTE: Tell the new user to change their
password when they first log in.

Crganization:
15T IMPRESSION HOME HEALTH CARE -1164864557
First name:*

Shawney

Last name™

Erook

Email:*

sbrocks.ppltest+29@gmail.com

Preferable contact method:

® Email

O Phone

Password & Security details

Password:*

Create account
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Search for Participants / Workers

To find an individual you are helping, use the
Enroliment Dashboard.

M fil My signat
Your access depends on your role: HRESHIE @ y SIEHHDEE @

e Care Manager—access only those

associated with you

e MCO Administrator—access everyone
throughout the MCO Enrollment dashboard Authorization

Actionable documents

Use the Filter ENROLLMENT DASHBOARD
IMPORTANT: When you search, the results are

filtered by the settings on the left. If you can’t find ——
someone, check the filter settings.
For example, in the Role options, select Provider to

Use Different Views

For each individual, there are two buttons showing Filter by: Referrals

different kinds of information:
Document type

e View details—administrative level ® Enolment

e Manage user—same view that the O cneauaist Flo Gator sacorze:
individual sees when they log .IntO ST AR
MyAccount (useful when offering support, Role )

. . . , Submitted date: 6/13/2024
especially with the Participant’s budget and

® Participant Days in action: 1

spending)

O Provider

O Prospec_tlve provider
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Create New Referrals

If you have the approved role in MyAccount, you
can create a referral that PPL will approve.

1. In MyAccount, select the
Enrollment Dashboard.

2. On the Enrollment Dashboard, select
Create a new referral. E N ROLLM E NT DAS H BOARD

Return to My Dashboard

Referrals

View referrals Create a new referral

" Greate roforral, REFERRAL

Select a state:  Select program:
Florida v Florida PDO v Hizrizizizi]

4. Complete the prompts that appear. See the
following table for explanations.

5. Agree to the confirmation prompt under the
Support Team section.

The referral will advance to PPL for processing.
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Referral Questions
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Here are the sections you must complete for a new referral:

SECTION

EXPLANATION

Social Security Number
and other identifiers

Participant Information

Employer Information

Authorized
Representative
Information

Provider Information

Communication
Preferences

Support Team

www.publicpartnerships.com

When you input the identifying information, a process checks if this person already exists in
MyAccount. If the person already has a referral, you can proceed to view it. If not, proceed with
the other sections.

Along with name and basic details, choose whether the participant has an email address or
mobile phone. Either choice is required to register in MyAccount. If the participant has no digital
capability, enroliment will continue with paper forms, which is slower to enroll.

The participant can choose to fill the employer role, which requires an Employer Identification
Number (EIN). In that case, choose Self from the menu choices.

If someone else will fill the employer role, choose who is responsible (such as a child). Add that
person’s information, including Social Security Number.

Participants also have the option to appoint a Representative, who acts on behalf of the
Participant. This role is separate from the Employer role.

The Authorized Representative will have their own log-in for MyAccount. Registering for
MyAccount will require their own, separate email or mobile number.

As an option, you can also add a Provider who will work for the Participant. The Provider will
have their own log-in for MyAccount. Registering for MyAccount will require their own, separate
email or mobile number. You must also select what services the Provider will offer and their
hourly rate.

To ensure quality service, you must input preferences, like language. Also select any special
accommodations needed, such as hearing or sight impairments.

This is an important section. It enables you to upload supporting files for future reference. It also

records that you confirm the referral information. Note: You may update enroliment information
after it is completed.
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View New Referrals

The Enroliment Dashboard only displays referrals

after PPL has approved the information. To see ENROLLMENT DASHBOARD

referrals before approval, follow these steps.

1. In MyAccount, select the Enroliment

2. Select View referrals.

Referrals

View referrals Create a new referral

Referrals

3. On the Referrals page, use the search _ _
. . Please select a referral you would like to manage or create a new one. Before creating
fllters' For examplea you can fllter by Status' a new user, you check if the user already exists in the system to transfer them.

= ==

|| Denied

See the definitions in the following table.

4. To see details for an individual, select View.

Awaiting Program  Begindate  Update date Status Action
Approval
TN EQF erffal consumer tnecfbcd56 09/20/1987 Tennessee ECF 9/21/2022 9/21/2022 Completed
In
TNEQF progress  affal consumer tnecfBC200 09/19/1990 Tennessee  ECF 9/20/2022  9/20/2022 Completed
TN ECF Parutipant rererral Dan QA428 01/01/1990 Tennessee  ECF 8/26/2022  B8/26/2022 Completed
TN ECF Participant Referral Kelby Kislingbury 05/17/1982 Tennessee  ECF 8/3/2022 8/3/2022 Completed
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Referrals move through the following status states:

STATUS DESCRIPTION

Awaiting Approval  Referral was submitted and is awaiting PPL review.

Returned Referral was returned to the case management agency because critical
information was not provided, and PPL cannot proceed.
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Assist with Enrollment
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IMPORTANT: Your role during enroliment is limited mostly to viewing information. The staff at
PPL have the main responsibility of overseeing data input and changes.

To help find information for Participants or workers, you can locate them on the Enroliment
Dashboard and select View Details. The tabs that appear differ for Participants and workers.

Enrollment Status

You can see the enrollment status on the Enroliment Dashboard:

ORDER STATUS DESCRIPTION

1 New Application The enrollment packet is ready for the Participant or worker to complete.

2 In Progress A portion of the enroliment packet is completed but it has not yet been
submitted or signed.

3 Signing Enroliment forms are completed but not yet signed.

4 Awaiting Approval The signed enrollment packet has been submitted to PPL staff for review
and approval.

5 Completed Enroliment is signed and approved by PPL staff.

~ Returned Enrollment packet is missing critical responses and PPL has returned it to
the Participant for further completion.

= Denied Enroliment packet is fully denied because the participant has chosen not to

move forward with the program before they completed their enroliment.

www.publicpartnerships.com
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View Participant Enrollment Details

From the Enrollment Dashboard, you can choose

specific questions. The details are organized into

tabs, as shown.

Here are descriptions for the main tabs:

Current participant enrollment status: Completed Manage participant status

Employer Enrollment

I:‘ Display archived

Program EOR Name Status Submitted date Action

Florida PDO - Simply  Big_Miami (51-1568486)  Completed  6/17/2024 w

TAB

DESCRIPTION

Enrollment

Displays answers to the enrollment questions. You can view either section by
selecting the buttons:

e Enrollment—Overall information
e View EOR details—Employer of Record forms, including demographic
details

NOTE: Avoid changing any information in this section.

Checklists

Displays key enrollment tasks that PPL staff will acknowledge as they help with
enrollment. For each task, you can choose View details to see the Participant’s
responses.

NOTE: You may see an “In Progress” status even if the main Enroliment Status
shows “Completed.” This situation can happen if all information was submitted but
the PPL Supports Broker still has tasks to complete.

www.publicpartnerships.com
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TAB DESCRIPTION

Representative If someone was chosen to represent the Participant, their information appears
here.

Criminal Displays the status and details of each worker’s background check.
background check
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View Worker Enrollment Details

When you choose View Details for a Provider

tabs:
Program Participant Status Submitted date Days in action Actions
Florida PDO - Simply  Flo Gator(PA-0074284)  New application  6/13/2024 0 [ enrotiment J
TAB DESCRIPTION
Participants and Displays all the Participants that the worker supports. Select Enroliment for a specific Participant
Enroliments to see answers relevant to that relationship.

NOTE: When you select Enroliment under the Actions column, you can expand the Documents
section or generate the enrollment forms.

BET R ENIIE STl  Other documents | Checklists | Credentials | Criminal background check
Enrollment details D) G | D CIIXEIED

Program: FL PDO - Simply

Enrollment status: Completed
Create date: 6/13/2024
Update date: 6/13/2024
Participant: Flo Gator

Employment Approval & NCQA Attestation Date: 6/13/2024

@ Documents

Checklists Displays key enrollment tasks that PPL staff will acknowledge as they help with enroliment. For
each task, you can choose View details to see the responses.

NOTE: You may see an “In Progress” status even if the main Enroliment Status shows
“Completed.” This situation can happen if all information was submitted but the PPL Supports
Broker still has tasks to complete.

Credentials Displays what training and professional credentials the worker may have attained.

Criminal Displays the status and details of the worker’s background check.
background check
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View Spending Authorizations

To help a Participant with their spending authorizations
(or “budget”), you can use MyAccount to view service
allocations and what was spent so far.

1. In MyAccount, select Authorization.

©

My profile @ My signature

View Section complete Change Sectien complete

Enrollment dashboard Authorization

2. Under Authorizations, search for the
participant and select View authorization
by their name. Back
y Search
Filter options
Use Last Name, First Name, PPL ID or Medicaid ID to find the user you are looking for | m

Search results

Medicaid 1D

Name PPL ID

Merwin Dungey PA-0020461 View authorizations
Dan QA437 PA-0020542 View authorizations
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3. On the authorization view, you can select
Filter options to see matching payment
totals.

4. To see individual transactions, select
Details next to a service authorization.

Note: You may need to scroll the horizontal bar
to see hidden columns.

5. On the Authorization Details view, look for
Spending details near the bottom.

Note: You can also select Revision history to
see any changes made for this authorization.

www.publicpartnerships.com

Budget details
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Filter options

service: | | gading... =

Status: All v

Creation date between: b= and: f=

Authorization ID:

Apply Clear filters

Service Authorization ID Start Date End Date Total Authorized Units  Paid Units  Good to Pay Units  Actions
55130: Homemaker AU00003803 1/1/2024 12/31/2024 10,017.00 0.00 0.00 @
55135: Adult Companion Care AU00003803 1/1/2024 12/31/2024 10,017.00 0.00 0.00 @
=
Member information General details )
Member name: Vesta Gaye Service: 55126
PPL Id: PA-0035050 Status: INACTIVE
External ID: AULO013041 Created by: FLEWIS
Plan: CCC_PLUS UNITED Created on: 12/14/2022 12:13 am
Date Range: 10/1/2022 - 12/31/2023
Unit increment: 1 unit = 0.25 hours
Authorized units: 5000.00 units
Unit type: hour
Total authorized: 1250.00 hour
Paid: 2.00 hour
Invoiced: 0.00 hour Total invoiced: $0.00
Remaining: 4998.00 hour Total paid: $28.64
Spending details
Filter service date range between: . and:

Provider Service
TETS16 Fairy Axtell S55126: Service XYZ

TETS16 Fairy Axtell S5126: Service XYZ

Service Date  Units (hours) Pay Rate Billable Rate Line Amount Overtime? CheckNo Check Date

11/30/2022  2.00 $9.70 $10.94 $21.87 No 5017507  1/10/2023

11/30/2022 -2.00 $9.70 $10.94 §-21.87 No 5017508  1/20/2023
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View Worker Time Entries

To help a worker with payment questions, you can view their information directly.

IMPORTANT: When submitting timesheets, workers must use the Time4Care app, not
MyAccount. They should use MyAccount only to manage their earnings information.

Time entries submitted through MyAccount will not be
considered EVV compliant. This capability is present ENROLLMENT DASH

only as a backup to ensure a user can submit time if

they fail to clock in and out.
1. Find the worker on the Enrollment

Tip: Select Provider under the Role filter.

2. Select Manage User. Filter by: Referrals

View referrals Create a new referral
© Enroliment

Participant: Larry Smaller PA-0044758 -
Manage user

Enrollment status: New application

Document type

Role

Submitted date: 3/3/2023
O Participant

Days in action: 33
© Provider

. Prospective provider

3. Under the worker’s dashboard view, select
Time Entries and Earnings. i bl _ @) wysignature
My Enrollment @ Time Entries and Earnings
Section complete p—
My W-2 @ PPL Connect
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4. In the tabs that appear, use filters to see the

Info rmation needed . Work History Paystubs Time Entry

e Earnings Summary—Interactive chart. For
example, change the pay period to see « Next pay day: Fridzy, 19 August
earnings from a certain month.

o Work History—Includes filters for dates,

; 4 Filter Options
services provided, and status.

Service:
e Paystubs—Lists all payments. To see the A $10.00 Submitted Al v
detailed time entries, select View next to the
@® $20.39 Approved
payment- Participant:
@ $0.00 Processing for Payment
consumer ecf1 v
W 50.00 Paid
Pay Period:

Total Potential Earnings: $30.39
Aug 7, 2022 to Aug 20, 2022 v
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Time Entry Status

Here are the status labels you will see, shown in order:
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ORDER STATUS

DESCRIPTION

1 SAVED Time entries that are started but not yet submitted. Time entries in this status are not
yet available for processing.

2 SUBMITTED Time entries that are submitted and meet the timesheet rules. In this status, the
Participant must next approve payment.

3 APPROVED Time entries that the Participant has approved. They are ready to be processed in the
next pay cycle.

4 IN PROCESS Time entries currently being processed by PPL's payroll team.

5 GOOD TO PAY Time entries that are one step away from payment.

6 PAID If the check number starts with “RA,” then it has been paid via direct deposit. If it has
only a number, it has been paid via paper check.

= REJECTED This time entry has been rejected by the Participant. You must correct the time entry
and resubmit it for approval.

~ PENDING This time entry has been submitted via paper and currently breaks a timesheet rule that
must be corrected before payment can occur.

~ DENIED This time entry cannot be paid or processed.

www.publicpartnerships.com
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