
IINNSSTTRRUUCCTTIIOONNSS  OONN  UUSSIINNGG    
TTHHEE  WWEEBB  PPOORRTTAALL  

 
 
Dear Participant: 
 
Welcome to submitting timesheets and invoices via the Web Portal! We are thrilled that you 
want to use the “e-timesheet” system. This document explains how to use the e-timesheet 
system as an employer. (There are separate instructions for workers.) Before you start using the 
system, you must register to use it. If this is your first time using the system, please follow the 
instructions on Registering to Use the Web Portal before you follow the instructions found in 
this document.  
 
As an employer, there are four main things that you can do in the Web Portal: 

1. Approve or reject timesheets  
2. View the status of timesheets  
3. View the status of your budget  
4. Approve, reject, or view transportation invoices 

 
This document will provide you with instructions on completing all three tasks. There is also a 
Glossary at the end to provide you with some basic e-timesheet lingo. 
 
If you have any questions, please do not hesitate to contact us: 
 
 
Thank you, 
 
Public Partnerships, LLC (PPL)  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Phone  (English) (877)-522-1053 Administrative Fax:  (855)-867-1676 
Phone  (Cantonese) (877)-522-1055 Timesheet Fax: (855)-597-3876 
Phone  (Spanish) (877)-522-1054 TTY:    (800)-360-5899 
Email:   CAGGRC@pcgus.com               Web: www.publicpartnerships.com  
 

mailto:CAGGRC@pcgus.com
http://www.publicpartnerships.com/
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1. Approving or Rejecting Timesheets 
You can use the e-timesheet system to approve or reject any timesheet that a worker has 
submitted electronically. You cannot approve or reject timesheets that have been mailed or 
faxed into to PPL. The most important thing to remember is, if you are using e-timesheets, you 
must log on and check for timesheets at the end of each pay period. If you do not approve the 
timesheets, your workers cannot get paid! 
 

1. Go to https://fms.publicpartnerships.com  
 
2. Enter your user name and password and click Login. Remember that your user name 

and password are case sensitive.  
 

 
 

3. The system will bring you to the Timesheet List screen. This screen lists all timesheets 
associated with your account. The timesheets are sorted in order of timesheet start date 
with the most recent start date at the top of the page.  

 

 
 
4. Timesheets waiting to be approved or rejected have a status of “submitted.” (For 

information on the other status types, see the Glossary on the last page of the 
instructions.) Click on Approve/Reject to see more details for that timesheet.  

 

https://fms.publicpartnerships.com/
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5. The system will show you the hours that have been submitted for that timesheet.  

 

 
 
6. At the bottom of the screen, click Approve to approve the timesheet or Reject to reject 

the timesheet. Approving the timesheet will send it into payroll to get paid in the next 
check run. Rejecting the timesheet will send it back to the worker. The worker has the 
opportunity to update the timesheet and sent it back to you for re-approval.    

 

 
 

Remember: your worker cannot get paid unless you approve the timesheet! 
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2. Viewing the Status of Timesheets 
You can use the e-timesheet system to see what timesheets PPL has received, the way we 
received them (through the Web Portal or via fax/mail), and if the timesheet has been paid.  
 

1. Go to https://fms.publicpartnerships.com  
 
2. Enter your user name and password and click Login. Remember that your user name 

and password are case sensitive.  
 

 
 

3. The system will bring you to the Timesheet List screen. This screen lists all timesheets 
associated with your account. The timesheets are sorted in order of timesheet start date 
with the most recent start date at the top of the page.  

 

https://fms.publicpartnerships.com/
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You can view any timesheet in the list by clicking the View button on the left-hand side. It will 
provide you with a detailed listing of the time submitted along with the activities associated 
with the time submitted.  

 

 
 

You can print off timesheets by clicking on the Show Printable Version (PDF) button. This 
will produce a pdf copy of the timesheet, which you can then print if you would like.  

 

 
 

4. In the Status column, you can see if the timesheet has been paid. If a timesheet has 
been paid, the Check Number column will list the number of the check issued for this 
timesheet. 
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4. Approve, Reject, or View Transportation Invoices 
 

1. Go to https://fms.publicpartnerships.com  
 

2. Enter your user name and password and click Login. Remember that your user name and 
password are case sensitive.  

 

 
 

3. Select Invoice in the main toolbar. 
 

 
 

4. Using the Magnifying Glass icon  you may select the worker whose invoices you 
wish to review.  You may also filter on the dates worked by clicking on the Calendar  

icon .  If you want to view all invoices, simply hit Search.  
 

 
 
 
 

https://fms.publicpartnerships.com/
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5. An invoice table will appear on the screen that shows anything that has been submitted 

by your worker.  The status of each invoice will be submitted, approved, denied, and 
rejected. 

 

 
 

- Invoices that were created by workers are in Submitted status.  
- Invoices that you mark as correct will show as Approved. 
- Invoices that you mark as incorrect will show as Rejected. 
- Invoices that were denied due to not following PPL’s rules will appear Denied and 

cannot be resubmitted. 
 

6. Click on the Details button to approve or reject a Submitted invoice. 
 

 
 

7. The next screen will show the dates worked, notes, and total amount to be paid for 
transportation.  

• Note: It will stay in Submitted status until you Approve or Reject it.  
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8. If the information is correct, you may approve by clicking the Approve button. If it is not 

correct, please select the reason why or enter your reason in the notes field and click 
Reject. 

 
 

9. If you select Approve, the screen will reload and the Invoice Status will be Approved. 
 

 
 

10. If you select a check box and hit Reject, the screen will reload and the Invoice Status will 
be Rejected. 
 

 
 

11. To return to the original invoice search screen, you may click on Invoice in the top red 
toolbar at any point.  

 
 

12. Other search features are available to narrow your search. Click on the Invoice Status 
dropdown bar to select the status you’d like to view or the Check No. drop down bar to view 
invoices by their check number.
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Glossary 
 
Billable Rate: The amount per unit that PPL uses from your authorization. This amount covers 
the wages we pay to your employees plus the employer taxes that we pay on your behalf. 
 
Invoiced: The amount of funds that have been approved for payment for the next payroll. 
 
Line Amount: The amount of units for a date of service multiplied by the billable rate. Also, the 
total amount used in a budget for a given date of service. 
 
Paid: The amount of funds that have been paid. 
 
Pay Rate: The gross amount per unit that we pay your employee. 
 
Authorizations: The authorization that PPL receives from TN DIDD that authorizes you for self-
direction services. 
 
Service Dates: The dates that the participant receives self-direction services. 
 
Status: The status of a timesheet. A timesheet can have several different statuses: Approved, 
Denied, In Progress, Submitted, Paid or Rejected.  

• A timesheet in In Progress status means that the faxed timesheet is in payroll being 
processed.  

• A timesheet in Submitted status means that the employee submitted the timesheet to 
the employer using e-timesheet and the employer has not approved it yet. 

• A timesheet in Approved status means that the employer has approved the timesheet 
for payment using the e-timesheet system but the payment has not been made yet.  

• A timesheet in Rejected status means that the employer has rejected the timesheet for 
payment using the e-timesheet system and has sent the timesheet back to the worker. 

• A timesheet in Denied status means that PPL rejected a timesheet that was submitted 
via fax. 

• A timesheet in Paid status means that the timesheet was approved and the employee 
was paid.  

 
Timesheet ID: Every timesheet PPL receives is assigned a number. It is a chronological number. 
 
Units: The measure of service. For hourly services, one unit means one hour. For daily respite, 
one unit means one day. 
 


