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How to Enter an Electronic Invoice with PPL 

1. Log into PPL’s portal by going to fms.pplfirst.com 
2. Enter your agency’s username and password 
3. Select the Create Invoice link 
4. Review the instructions 
5. Enter in the data fields: participant name, service start date, service end date, 

service, units, rate, notes (optional), attachment (optional) 
6. Once complete, select the checkbox for the terms and conditions, then click submit 

 

7. The status will change once the required fields are complete and the invoice has 
been submitted. You will have the option to Add Another Invoice, Edit, or Delete the 
existing invoice. 

8. An error message will appear under status if the invoice does not go through. The 
following issues may cause an error: 

a. Insufficient funds – follow-up with the MCO 
b. Invoice is too old to be paid – follow-up with the MCO 
c. Missing participant/member name – follow-up with PPL 

 

How to Search for an Electronic Invoice 

1. Log into PPL’s portal by going to fms.pplfirst.com 
2. Enter your agency’s username and password 
3. Select the Search Invoice link 
4. Click search to pull up all invoice history. Or, enter information in any of the data 

fields to narrow the search. Then click search.  
5. Once you have searched, click on Details to see an itemized breakdown of the 

invoice.  
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Helpful Hints 

 Do not submit invoices electronically and by paper. Choose one or the other, 
otherwise the PPL will process both and they will error for duplication. 

 PPL serves two of the MCOs for the Kansas WORK program: Healthy Blue and 
United Healthcare. Agencies will have 1 login for the PPL portal, which has a landing 
page for each MCO. 

 Contact PPL if the participant/member’s name is not showing up on your invoice 
screen. PPL can add this information. 

 Contact PPL if you do not have access to the PPL portal. Login credentials will be 
emailed to the agency contact PPL has on file. 

 


