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How Does a Provider Submit a Timesheet?

Thank you for choosing to use electronic timesheets through the 
BetterOnlineTM Web Portal. This is a quick and easy method for 
submitting timesheets in the AZ DDD program.

This document will provide a quick and easy-to-follow guide on 
how to submit an electronic timesheet as a Provider in the Arizona 
Independent Provider Program.

Step 3
Please select the Create Timesheet button 
to begin the timesheet creation process.

Step 4
Please chose which Member you would like to create a timesheet for and click Create Timesheet.

Step 5
Select the date you would like to submit time for by clicking on the Calendar Icon. Once a date is selected, it will open 
the most appropriate pay period based on the member’s pay schedule group.

Step 1
Open your web browser and type in the following 
URL to access the Web Portal: 

fms.publicpartnerships.com

Step 2
Enter in your username and password 
to log into the Web Portal.
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Step 6
You can now begin entering the Dates, Members 
Served, Service Type, and Times on your electronic 
timesheet.

• When selecting service code Attendant Care 
(ATC) please select the correct modifier, as the 
codes have changed from the paper timesheet. 

Step 7
You will be prompted to check a box confirming a Legal Agreement that the entered information is accurate before 
submitting your timesheet. After the box has been checked you may proceed with submitting your timesheet by clicking 
the Submit button.

Step 8
• After you select Submit, if you receive an 

error and pop-up message, it means that your 
timesheet is breaking a payroll rule. Please edit 
your timesheet or, if you believe this has occurred 
in error, click ok on the pop-up to submit the 
timesheet to your employer with errors. If you 
have any questions, please call Customer Service 
to have a representative assist you. 

• If you select Submit and receive no error 
message, you will be given a confirmation that 
your timesheet has been submitted.

Congratulations! You have submitted your electronic timesheet. Your timesheet will now be viewable for your 
member/employer to review.
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ATC modifier

Paper Timesheet  
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Services provided by a:

N N Non-family member

U3 S Member's spouse

U4 O Family member not living with member

U5 I Family member living with member

Note that you may select ‘Save My Work’ to update your timesheet throughout the week.


