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First you must be referred to PPL. Your information and 
your email are given to PPL during the referral process.  

Then a registration link will be sent to your email. 

ACCOUNT ACCESS

Don’t use Internet Explorer. It is not supported.

This website can be added as a Favorite in your 
web browser for quick access.

Email addresses must be unique. You can’t register if the email address you try to 
use is already being used by someone else. 

IMPORTANT

REGISTRATION
Once you click on the registration link, the system will ask 
you to confirm we have your information right. 

• First Name: This is the Participant’s first name.

• Last Name: This is the Participant’s last name.

• Social Security Number: This is the Participant’s social 
security number (SSN).  SSN must be entered in a ###-##-
#### format.

• DOB: This is the Participant’s date of birth. DOB must be 
entered in a MM/DD/YYYY format.

• Users registering under the Participant role ONLY: 
Even though you are representing the Participant, you still put 
the DOB of the Participant in the system, not yours.

Look to see anything that is not correct or not filled in. If 
any, fill in those fields with the correct information. 

Continue to Account Details to create a password. You can 
fill in security questions and answers too.  

Continue to Contact Details to enter or correct your 
information.

Another email will be sent to you. Click the link in that 
to confirm / activate your account and complete your 
enrollment. 
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You will see your Dashboard when you login 
to MyAccount. 

Here you can: 

• My Details: Edit your details 

• My Signature: Create and edit your 
digital signature  

• My Programs: Complete and update your 
enrollment forms 

• My Designated Representative: Enroll 
or change your Designated Representative 

• My Providers: Hire a Provider 

• My Invoices: View your Provider’s 
Timesheets and Invoice

• My Budget: View your Budget and Time 
Entries

• PPL Connect: Search for and connect 
with potential new hires 

HOW TO RETURN TO THE DASHBOARD 
If you need to navigate back to your 
dashboard, click the ‘Dashboard’ link at 
the top of the page next to the Public 
Partnerships logo.

DASHBOARD
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MY DETAILS

ACCESSING MY DETAILS
Once registered, you can change your 
information, such as your phone number 
or address. Click on ‘My Details’ in the 
Dashboard to do this.  

There are some fields that you can’t change. These 
fields are information that PPL receives from 
program administrators, and they are the only 
ones who can change it.
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PERSONAL DETAILS 
In the personal details section, you will be able to 
view and make edits to:

• Your first, middle, and last name

• Your date of birth

• Your social security number 

• Your maiden or previous last name(s)

• Your gender 

By clicking ‘Next’ at the bottom of the page you can 
access your ‘Account Details’ page.

MY DETAILS
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ACCOUNT DETAILS 
In the Account Details section, you will be able to 
view and make edits to:

• Your email 

• Your password 

• Your 3 Security questions and answers  

By clicking ‘Next’ at the bottom of the page, you can 
access your Contact Details

MY DETAILS

If you change your email address, your username to log into 
MyAccount will also change to the new email address.

IMPORTANT
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CONTACT DETAILS 
Your contact details will be used if PPL needs to 
contact you for any reason. 

In the Contact Details section, you will be able to view 
and make edits to:

• Your home or alternate phone number 

• Your mobile phone number  

• The best time to contact you 

• Your physical address 

• Your mailing address 

By clicking ‘Finish’ at the bottom of the page, any 
edits you have made to the ‘My Details’ section will be 
saved, and you will be shown a summary page of with 
the information you have updated. 

To go back to your Dashboard page, click ‘Close’. 

MY DETAILS
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MY SIGNATURE

ABOUT MY SIGNATURE
In MyAccount you can sign your enrollment 
documents online! First, you will need 
a digital signature (also known as an 
“e-signature”). 

ACCESSING MY SIGNATURE
To create or edit a digital signature, click the 
button below the ‘My Signature’ section on 
your Dashboard.

CREATING A SIGNATURE
If you don’t already have a signature, click 
the ‘Create signature’ button.
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MY SIGNATURE

Choose who will be signing the enrollment 
forms from the drop-down menu.  
The drop-down menu (1) includes:

• Participant/Employer

• Legal Guardian

• Parent of Consumer

• Power of Attorney 

There are two different types of digital 
signature. 

• A typed signature using a chosen font. 
This is called “Select a Style.” 

• Drawing your signature with your mouse 
or touchscreen. This is called “Draw it.”

SELECT A STYLE
If you want to use a font, click ‘Select a Style’ 
(2). Type your full name into the text box. 
Your computer-generated signature will 
then appear. 

If you don’t feel that the default font fits 
your signature, you can pick a different one. 
Click ‘Change Style’ (3) to view the different 
options. Once you choose one and click 
‘Apply’ (4), your signature in the box will 
display with the new font. You may do this 
as many times as you want until you like it. 

You can also change the font size of your 
signature by choosing between small, 
medium, and large.

Once you’re satisfied with how it looks, click 
‘Save Signature’ at the bottom of the page. 
You can now use this signature to sign your 
online documents.

3

1

2

4
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MY SIGNATURE

DRAW IT
If you want to draw your own signature, click 
‘Draw It’ (1). If you are using a computer, 
use your mouse to click in the box and 
drag to create your signature. If you’re on a 
touchscreen, you can touch the box with a 
finger or stylus to draw your signature. 

Click ‘clear’ (2) if you need to start over. 

Once you’re satisfied with how it looks, click 
‘Save Signature’ (3) at the bottom of the 
page. You can now use this signature to sign 
your online documents. 

The ‘Save Signature’ button will turn orange to 
indicate that your signature has been saved. 

3

1

2
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MY PROGRAMS

ABOUT MY PROGRAMS
You can complete your enrollment and see 
details for any of your programs that PPL 
manages.  This is done from ‘My Programs’ 
from the dashboard. 

Click the button under ‘My Programs’ in the 
MyAccount Dashboard. 

In ‘My Programs,’ you can: 

• See your Enrollment Status 

• Select ‘View’ to View and Complete your 
Enrollment requirements 

• If you happen to be enrolled in more than 
one self-direction program for which PPL 
is the fiscal manager, you will see both 
programs listed here (most participants 
only have 1 program). 
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When you click ‘VIEW’ button on the tile, you will see: 

• Your enrollment status

• Then you will see employment tasks. You should 
pick who is responsible for those (Employer of 
Record) from the dropdown menu. You should also 
review the terms and conditions and agree if you 
agree.  

• Your signed and completed PDF enrollment forms 

MY PROGRAMS

If the Employer of Record is going to be the Participant, select ‘Self.’  
If the Employer of Record is going to be someone else, please pick the 
relation. New fields for that person’s information will then appear.  

If you agree to the Terms and Conditions, your enrollment 
documents will be created. You can review them in a PDF format. 
Once you have reviewed them, you will be able to electronically sign 
them using your digital signature.

IMPORTANT
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This screen shows your enrollment 
summary. 

This shows their summary of online 
enrollment entries. Then it also shows that 
their enrollment packet is being reviewed by 
PPL. 

You do not need to apply your digital 
signature to each individual form.  The 
system will automatically do this for you.

Once you have e-signed your enrollment 
forms, you should submit them. PPL will 
then review and approve them.

MY PROGRAMS
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ABOUT MY DESIGNATED 
REPRESENTATIVE
As a Participant, you can have a ‘Designated 
Representative’. This person helps you or 
the Employer with program duties.

Your Designated Representative can be 
anyone over the age of 18, who you trust 
to help you in this program. This includes a 
family member or friend who may live close 
to you or live out of state.

MY DESIGNATED REPRESENTATIVE

You don’t have to appoint a Designated Representative if 
you don’t want or need to. 

The Designated Representative cannot be a Provider.

IMPORTANT
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Select ‘Add a Designated Representative’. 

Your program will appear in the dropdown 
menu. Click ‘Create my Designated 
Representative’. 

MY DESIGNATED REPRESENTATIVE

ENROLL A NEW DESIGNATED 
REPRESENTATIVE 
Click the button under ‘My Designated 
Representative’ on your MyAccount 
Dashboard.
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To register your Designated Representative, 
you will need:

• First and last name

• Email address

• Mailing address

• Date of birth 

• Social security number 

You may also provide:

• Their Home or Alternate phone number

• Their Mobile phone number

• Their relationship to the Participant

If you don’t know this at the time, it can be 
added later.

Once you’re done filling in information, 
select ‘finish’ at the bottom of the page. 
You will see a summary page of all the 
information you provided.  

Your Designated Representative will receive 
an email at the email address you provided. 
This email will have a link to register for 
MyAccount.

MY DESIGNATED REPRESENTATIVE
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VIEW CURRENT DESIGNATED 
REPRESENTATIVE 
To view your current Designated 
Representative, click ‘My Designated 
Representative’ on your MyAccount 
Dashboard. 

You’ll see a box which lists their name, 
enrollment status, and date of enrollment. 

Click ‘view’ to see more information on 
them. You can review the Representative 
Agreements terms and conditions. There is 
also the signed Representative Agreement 
PDF.  

MY DESIGNATED REPRESENTATIVE
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ABOUT MY PROVIDERS
As a Participant, you will be able to hire 
and manage a Provider. Your Provider(s) 
are the people who care for and support 
you in your program. These people can be 
authorized family members or friends who 
meet the program requirements.

MY PROVIDERS

HIRE A NEW PROVIDER 
To hire a new Provider, click the button 
under ‘My Providers’ on your MyAccount 
Dashboard.  

A new page will open, and you can select 
‘Hire a New Provider.’ This will take you to a 
new page. 

The program will be set to KS STEPS

Select ‘Hire a new provider.

You can hire more than one Provider. 

If you have not hired any providers, the button under 
My Providers will say START. If you are in the process of 
hiring or have previously hired a provider, the button will 
say Continue. 
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The sections of the hiring process are:

• Provider Details

• Service Details 

PROVIDER DETAILS 
You will need to fill in the following for  
your Provider:

• First and last name 

• Date of birth

• Email 

• Home or alternate phone number 

• Physical address 

• Social security number 

• Medicaid ID 

SERVICE DETAILS
This section is where you select the type of 
services the Provider will be providing.

When you click FINISH, you will see a 
summary.

MY PROVIDERS

The fields for the Provider’s legal name, gender, and mobile 
phone number are not required right now. You can always 
edit them later.
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APPROVING PROVIDER ENROLLMENT  
Once your Provider has submitted their 
enrollment documents, their enrollment 
status will update to Awaiting Approval.  

You now need to approve your provider’s 
enrollment documents. First, click the 
button under ‘My Providers’ on your 
MyAccount Dashboard.  

Click ‘Review.’ This page is where you will 
sign and submit the Provider enrollment 
documents requiring your signature.  

MY PROVIDERS
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ABOUT MY BUDGET
To see your BUDGET information or any 
TIME ENTRIES submitted by your Providers, 
click “My Budget” from the dashboard. 

In this tile you will be able to:

• Home: View your authorized Budget

• Review & Approve: Approve or Reject 
Time Entries 

• Spending History:  Look at any time 
entries or invoices and see how they have 
directly impacted your budget. 

This page shows “Total”, which means it will 
display your total hours.

You can look at other service types. Click on 
the “Program Budget” dropdown to change 
the view. 

Select the service type you want.

MY BUDGET
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Now, the page will change to display the 
breakdown of those available hours. 

Shape and color     What does it mean? 

These are the hours in your budget that are being used in a shift. That shift has not been 
paid yet and is awaiting your approval. 

These are hours that have been submitted and approved and are in the payroll process. 

These are hours were spent on goods and services

These are hours that are available for you to spend during the authorized time period. 

MY BUDGET

The circle graphic will show you by service.

To look at a specific plan timeframe: 

Select the “Budget Period” on the right-hand 
side of the home screen. 
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If you have any Time Entries for review and 
approval, you will see a number alert next to 
the Review & Approval screen. 

Clicking that, will bring you to a screen that 
has two main sections.

There are two main sections: 

• The summary screen shows the number 
of hours by service type that you have left 
to spend.  

• The shifts for approval or rejection.

MY BUDGET
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SPENDING HISTORY

To see payments from your budget, click on 
“Spend History.” 

On this page you can search by: 

• Provider

• Status

• Date Range

MY BUDGET
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PPL CONNECT

ABOUT PPL CONNECT
Do you need a new provider? Or do you 
know a provider who wants to be in the 
program? PPL has a provider directory called 
“PPL Connect.” 

ACCESSING PPL CONNECT
Click ‘View’ and see the page below appear: 

• You can search on your needs and 
preferences

• Only Providers who are similar to your 
search will show.  

• Select the “Connect with Workers” button 
to see your search results! 
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VIEWING PROSPECTIVE PROVIDER 
PROFILES
A prospective provider is a provider who 
has indicated they are looking for work, 
but who YOU have not yet hired. You don’t 
have to hire them if you don’t want.  

This is just an optional tool that we wanted 
to make available to you in case you 
needed it. 

After you click the “Connect with Workers” 
button, providers who are close to you and 
are similar to your search will appear. 

When you see a provider that you find 
agreeable, click the ‘View” button on their 
profile.  

Now you can see more of this provider’s 
profile: 

• You will see the prospective providers 
service preferences

• You will see if the prospective provider 
has written a little more information about 
themselves 

• AND you will be able to send a message 
directly to the prospective provider

PPL CONNECT

PPL does not share your or the prospective provider’s contact 
information. You can use the MyAccount messaging system 
until you are comfortable sharing contact information. 

If you decide to hire this provider, you can invite them to 
enroll right from MyAccount! More on that below.

IMPORTANT
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EXAMPLE OF A PROVIDER PROFILE

MESSAGING A PROSPECTIVE PROVIDER
Only YOU the Participant can message a 
provider. They can’t message you. 

Providers can only respond to your 
messages after you have messaged them 
first. 

To start talking, click the “Send Message” 
button in the provider’s profile. 

PPL CONNECT
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Now you can write your message in the 
message box. 

Hit Send to send your message! 

Only when you have thoroughly thought 
about hiring a provider and decided you 
want to hire them, you can go into the 
messages screen and invite that person to 
enroll with you. 

Once they’re invited, the provider will 
receive an email that they need to click to 
begin their online enrollment. 

PPL CONNECT

YOU DO NOT need to invite a prospective provider to 
enroll UNTIL you have decided to hire them. If you are just 
interviewing or still deciding, you can ignore the ‘Invite to 
Enroll’ button. 

Prospective Providers have to follow all program rules and fill 
out all program documentation. 

IMPORTANT

IMPORTANT
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Mon-Fri    8AM - 5PM CST 

833-771-1838

kssteps-cs@pcgus.com

1-800-360-5899

www.publicpartnerships.com/ 
state-programs/kansas

HOW TO CONTACT US

The contact us page is a helpful tool where you can: 

• View the customer service center hours of operation

• Retrieve contact information such as phone number, fax and email for the program

• Submit a question or comment directly to the program email box from MyAccount 

To navigate to this page, select ‘Contact Us’ on the website’s footer.

NEED 
HELP? 
Our customer service 
team is ready to help!


