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KS WORK Healthy Blue: 
Guide to Creating Carryover Authorizations in the Web Portal

The purpose of this guide is to walk you through the process of creating authorizations in a participant’s 
carryover budget.  If you have any questions about when it is appropriate to create a carryover 
authorization, please view the Carryover Authorizations Frequently Asked Questions located at 
pplfirst.com.  

1. The first thing to do is type in the web address provided below into your browser (it is recommended
that you “favorite” this address in your web browser):  http://fms.pplfirst.com

2. Use this screen to log into the BetterOnline™ Web Portal.

3. Select your program and role.

4. Once in the Portal, you will default to the “Participant Search Page”.  To find a participant’s profile,
enter any identifying search criteria to find the participant for whom you plan to create the
authorization.
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5. Once the results of your search return, you will see a link to Authorization.  Click on this link.

6. Here you will see the Budget Summary page for the participant you selected.

7. Scroll to the bottom of the page to view the carryover budget.  Here you will see the funds that have
accumulated.

8. To create an authorization, click on the link in the Detail column that reads “Budget Detail”.  It will
take you to the budget detail page.  Click on the “Create New Authorization” button.

9. A pop-up screen will appear to create the Authorization.
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10. The first drop down is the Service Category.  There are four different service categories that may be
authorized for carryover funds:  Alternative Services, Personal Assistant Services, Background, and
Carryover Funds (For more information on these service categories and when they can be used,
please refer to the “A Healthy Blue Admin’s Guide to Service Authorization Codes” guide on
publicpartnerships.com).  Select the Service Category for the authorization.

11. Once you select the Service Category, you must select the Service Type.

12. After you choose the Service Category and Service Type, you have the option of entering any notes
about the Authorization.  Please note that any comments that you write are purely for your benefit but
are visible to other Web Portal users who can see the participant’s budget.  The KS WORK program,
through PPL does not read or take into consideration the notes when processing timesheets or
invoices.

13. Finally, enter a dollar amount for the authorization.  Above the dollar amount, you will see the amount
of available funds.  You may not enter a dollar amount that is higher than the available funds.
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14. The Start and End date of the authorization will automatically pre-populate to1/1/1900 and
12/31/2900 respectively.  Please change this date range to be the start/end date of the specific
month the service is to be provided.  This will control that the funds are only spent for services
provided during that time period.  If you are not sure yet which month(s) the participant will purchase
the service in, you can leave the dates as they pre-populate and edit and update them later.

15. Click “Create”.  The authorization line for a portion of the budget has been created.  Please note that
the authorization is in submitted status; you will need to have the participant’s Healthy Blue Care
Coordinator approve the authorization before the KS WORK program, through PPL can use the
funds to pay out timesheets and invoices.

16. If you need to continue creating carryover authorizations, click on “Create New Authorization” and
repeat the above steps.

17. On the Budget Detail page for the participant, there are also options under the Action column for
each line to:
 Display Detail
 Edit this line
 Delete this line

18. Once the line’s status is “Approved” by the participant’s Care Coordinator, invoices and timesheets
that correspond to those authorizations lines can be paid.

Thank you for using this guide to successfully create carryover authorizations for WORK 
participants whom you work with!  If you have any questions, please contact us a 1-833-204-9038 or 
at pplks-healthyblue@pplfirst.com. 


