Public Partnerships
Jersey Assistance for Community Caregiving PP
(JACC) Program

BetterOnline™ Web Portal Registration

How do I register online? This document will outline how to set up your Username and Password so
that you may begin using the BetterOnline™ web portal to create timesheets and track payments. The
process for online registration is the same for both Participants and PEPs.

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

https://fms.publicpartnerships.com

2. Alogin screen will appear. You will use this screen to log into the BetterOnline™ web portal after
you have registered.

BetterOnline™ web portal
Don't forget to bookmark this page

Enter Your Login Information

Forgot your username or password?

¥ Remember username

3. Click on the Sign Up hyperlink to the right of the Login button.

4. This will bring you to the New User Registration screen. It will ask you to choose your state.

New User Registration
Step 1: Select your State, Program and Role

State - Select -

Cancel

BetterOnline™ Web Portal Registration Page 1of3



5. Select New Jersey from the drop-down list and select NJ DoAS JACC for the Program and select the
appropriate Role.

Contact Us

New User Registration

Step 1: Select your State, Program and Role
State New Jersey v

Program [N] DeAS JACC v]
Role [PEP V]
Cancel Next

6. After you have selected your Role, click the NEXT button to continue to registration.

7. You will be brought to the Step 2: Enter Credentials screen. You are now required to verify who
you are by completing the following three fields:

> Provider ID: This is your PEP ID. The ID that Public Partnerships has provided you.

> Social Security Number: Provide your SSN.
> Last Name: This is the Employer’s or Employee’s last name.

8. Enter your information into the blanks and then click on NEXT.

> If the system is unable to verify your information, then the Employer’s or PEP’s information

may have been entered inaccurately at the time of enrollment. In order to resolve this, call

the Customer Service Center and provide the Employer/PEP ID so that we may verify the
demographic information on file.

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

Step3 User Information
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10. You will be asked to enter the following information:

> Username: Public Partnerships suggests that you use the first letter of your first name and
your last name.

Example: Megan Maynard = MMaynard

NOTE: If the username you select is already in use, you will need to choose 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 just created.

> E-mail Address: Your e-mail address is an optional field. Public Partnerships will use this
e-mail address to send information pertaining to your timesheets. PLEASE NOTE: If you
provide an e-mail address, you will receive an e-mail confirmation of your username and

password.

» Security Questions: You should choose three questions from the down menus. Put the
answers to these questions in the data fields next to the corresponding questions.

= |f you ever need to change your username or password, these questions provide a
layer of security to protect your privacy.

11. If you are happy with all of your information hit the SUBMIT button.
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Public Partnerships

Jersey Assistance for Community Caregiving pp
(JACC) Program

E-Timesheet Instructions

Instructions for PEPs

E-timesheets allow you to fill-out and submit your timesheets online, view the status of timesheets, and
search for timesheets previously entered into the system. All of this can be done at your convenience
and without having to call Public Partnerships to confirm that your timesheet was received.

Remember: Before you start using e-timesheets, you must first be a registered user. Please follow the
BetterOnline Web Portal Registration instructions included in your enrollment packet to become a
registered user. You may also download instructions from our website.

How to Create and Submit an E-Timesheet

1. Log into the Public Partnerships BetterOnline™ web portal using your username and password:

https://fms.publicpartnerships.com

2. You will default onto the Timesheet List page. You will see the Create Timesheet and Search
Timesheet options directly beneath the dark green banner.

New Jersey Department of Health and Senior Services

My Profile Timesheels Contact Us

Create Timesheet Search Timesheet
Timesheets
Timesheet Status:
Timesheet Start Date Range: [any ] ;| . [any lm
Timesheet Submitted Date Range: [any ] B - [any J@
search |

3. Click on the Create Timesheet hyperlink. You will be directed to the Member Search page. From
here you will see a list of all the members you work for.

Create Timesheet

Participant Last Name TEST02, QAD2
Participant First Name
Participant ID
External ID
EIN Number
EOR First & Last Name
Search

Paticipant Patigpant D ExtemallD | City BithDate | GoogToServe” | EMployer of Record Name EINNumber  Phone

Email  Participant Profile Create Timesheet Support Tickek Documents
TEST02, QA02 C018054 993999397 NEW BRUNSWICK 03/09/1958 No

732-369-6437 Particspant Profile Create Timegheet ‘Support Tickets Documents

4. Click on Create Timesheet, next to the member you would like to submit time for.
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5. You will be prompted to enter a Time Period. The easiest way to do this is to click on the calendar

icon next to the empty box and choose the date from the calendar that corresponds to the first date
worked that you would like to submit.

Submit Timesheet

TEST EMPLOYEE Timesheet for TEST MEMBER
Employee 1D: E001565 Member ID: C001170
Member Phone No: 6143610812

Time Period: Begin: Sunday, End: Saturday. Please click on the calendar to select the first date for which you wish to submit
time The system will automatically show the entire pay period that corresponds to that date 8/1/2014 iz
4 August, 2014 3
Su Mo Tu We Th Fr Sa
7 %/ 29 0 31 2
3 4 5 6 7 8 9
10 11 12 13 14 15 16
17 18 19 20 21 22 23

24 25 26 % 29 3

3. 1L 2 3 4 5§ b&

Today: August 27, 2014

6. After selecting your pay period, you will be taken to the Submit Timesheet screen. From here, you

will enter the time you worked during the selected pay period.
Submit Timesheet

Timesheet for QA02 Test02

Participant ID: 999999997
Participant Phone No: 732-369-6437
Service: Select 2 common service v

Time Period: Begin. Sunday 07/16/2017. Click on the calendar lo select different dales. [7/19/2017 i

Date Hours
0716/2017 Sunday Service Time in ] Time Out )

v Activity UL = bl ¥ || Thereare hours || Copy : Paste |

il Bk it RINE ) SR R

O0TAT/2017 Monday Service Time In Time Out

v v T Tl T || Eherar more houts | | Coryi) | Faste |
O7/18/2017 Tuesday Service Time In Time Out

¥ i v v | v

¥ || There are more hours || Copy || Paste

7. Choose a day of the week that you worked, and enter a service for that day by clicking on the
Service drop down menu. You must pick a service for each day you worked; if you forget, the
system will notify you when you try to submit your timesheet.

8. Next, enter the Hours and Minutes you worked on that date.
> To select the time of day you started, click on the Time In dropdown.
» To select the time of day you ended click on the Time Out dropdown.
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Submit Timesheet

Timesheet for QA02 Test02

Participant ID: 999999997
Participant Phone No: 732-369-6437
Service: Select @ common service v

Time Period: Begin; Sunday 07/16/2017. Click on the calendar to select different dates :?,fl_svzm? |

Date Hours
07/16/2017 Sunday Service Time In Time Cut
PEP-HBSC - Home Based Supp. Care CEP ¥ | | Activity I_ZP!—I v |loo ¥ |[4PM ¥ [|00 ¥ || There are more hours || Copy || Paste |

9. If you worked multiple shifts in one day, select the There are more hours button and a new line will
appear on that date worked.

Time Period: Begin: Sunday 07/16/2017. Click on the calendar to select different dates. [7719/2017 | B8

Date Hours

07A16/2017 Sunday Service Time In Time Out
PER-HBSC - Home Based Supp. Care CEP ¥ Activity || 2PM ¥ |[00 ¥ [[4PM ¥ [[00 ¥ || Remove Time | | Copy || Paste |
PEP-HBSC - Home Based Supp. Care CEP ¥ | | Activity | [5PM ¥ J[00 v (7w v [[00 ¥ | There are more hours || Copy || Paste |

10. When you have finished entering all of the days you worked in the pay period, scroll to the bottom
of the page and click on the Next button.

11. You will be directed to the Confirm Timesheet page. On this page, you should review the timesheet

you entered for completeness and accuracy.
Confirm Timesheet

Timesheet for QAD2 Test02
Participant ID: 998999597
Participant Phone No: 732-369-6437

Crate Total Daily Hours Service

Senvice Code Time In Time Dut Hours Worked Activities
OFABR20T Sunday A hours pp Cara CEP PEP-HESC 400 PM 2 hours
p Care CEP PEP-HBSC 700 PM 2 hours

OV 72007 Monday

12.

If the timesheet has an error, you may scroll to the bottom of the page and click on the Edit button
to make the necessary changes.

13. After verifying that the timesheet is accurate, click on the Submit button located near the bottom of
the page.

14. After you click on the Submit button, you will be directed to a confirmation page letting you know
that your timesheet has been submitted for approval.
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Your timesheet has been updated and has been submitted to the member for approval.

TEST EMPLOYEE Timesheet for TEST MEMBER Timesheet ID : OK0000043244
Employee ID: E001565 Member ID: Co01170 Status: SUBMITTED
Member Phone No: 6143610812

Date Total Daity Hours Service Service Code Time In Time Out Hours Worked Activities
08/01/2014 Friday

08/02/2014 Saturday

2014 Sunday

08/04/2014 Monday 1 1/2 hours Adv. Personal Assitance SB125TF 3:00 P 4:35 PM 1 1/2 hours

15. If there is a problem with your timesheet that would cause it to not be paid, then the BetterOnline™
web portal will not allow the timesheet to be submitted for approval until the problem is fixed. You
may contact our customer service center if you have a question about a specific pend message.

Examples:

> Overlapping time.

» Missing member or employee enroliment paperwork.
» Missing employee rate.

16. Once you have successfully submitted your timesheet for approval, it will be up to your employer
to approve the timesheet. You may monitor the approval status by searching your timesheets and
reviewing the Status.

» When approved, the status will update from Submitted to Approved.

» Do not assume that if you submitted your timesheet it will be paid. Monitor the status of
your timesheet and/or remind your Veteran/Employer to approve your timesheets in a
timely manner.

> Once in an Approved status, it will be sent to Public Partnerships for payment in the next
scheduled pay cycle.
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