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Using PPL@Home to approve your Personal Assistant’s (PA’s) timesheet is easy and convenient. This guide will 

show you how to do this process so you can approve timesheets efficiently.  

 

 

 

 

Accessing PPL@Home 

Log into PPL@Home using the same credentials you used when registering with PPL. 
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Designated Representatives 

Designated Representatives (DRs) can approve PA timesheets the same way a consumer 

can. However, there are just a few more steps for DRs to get to the consumer’s view. 

 

 

Click on the ‘Associated Consumers’ tab. 

 

 

 

 

 

 

 

Next to the consumer you would like to approve timesheets for, click the ‘Manage 

Consumer’ button. Note: you may need to scroll right to see the button from the menu. 

 

 

 

 

 

 

 

 

 

You can now approve timesheets the same way your consumer would. 
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Approving or Denying Timesheets 
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From your PPL@Home dashboard, click on the ‘Timesheet’ tab. 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Locate the menu called ‘Timesheets Waiting For Approval.’ Note: if any menus are not 

appearing, use the arrow buttons to the right of the dark green bars to expand each menu.  
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Approving Time Entries 

Locate the PA’s timesheet you would like to Approve or Deny. Under the Actions 

column for that timesheet, click the ‘View’ button. 

 4 

You will now see details for each time entry on the timesheet. Check the box to 

the left of the ‘Service Date’ column to select all time entries, or check the box to 

the left of each time entry you want to approve or deny.  
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Once you have selected all the entries you would like to approve, click the ‘Approve’ 

button on the top right of the time entry menu. You will receive a pop up stating the 

time entry(ies) have been successfully approved. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Denying Time Entries 
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A window will appear asking you to select a reason why you are denying the time entry. 

Click the dropdown menu and select a reason. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once all the entries you would like to deny have been selected, click the ‘Deny’ 

button on the top right of the time entry menu.  
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Once you have selected a reason, click the purple ‘Deny’ button. 

  

 

 

 

 

 

 

 

 

 

 

 

 

You will receive a pop up stating the time entry(ies) have been successfully denied. 

Denied time entries will be sent back to your PA so that they can make corrections and 

resubmit for your approval. 
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