
 

 

  

BetterOnline™ User Guide 

Monthly Summary for Individuals  
 

 
 

Instructions Created: March 2016 

Instructions Last Updated: October 17th, 2017 

Version 1.1 

 



 
 

___________________________________________________________________________________ 

Telephone: (888) 866-0582 | www.publicpartnerships.com  

 

 
The instructions below will walk you through how to use the monthly summary tool through Public 
Partnerships BetterOnline™ web portal.  The summary tool through BetterOnline™ allows you to start 
and save your reports so that you can work on them throughout the month and submit them when you 
are ready.  It also allows you to edit and resubmit your reports before it has been marked as reviewed 
by your Support Coordinator. 
 
Summary reports are to be completed for each month and should include a recap of your timesheet 
service documentation and authorization utilization.  For additional information or instruction on what 
should be documented in your summary please review the Missouri Division of Developmental 
Disabilities, Guide to Documentation for Individuals Self-Directing Services. 
 
Follow the steps below to create, save, edit, and submit your monthly summary reports. 
 

1. Log into the BetterOnline™ web portal. 
2. Click on the “Monthly Summary” icon from the top menu banner.  
3. You will be directed to your monthly progress report page; this page will display all monthly 

summary reports that you have started and saved, submitted for review, as well as those 
that have been reviewed by your Support Coordinator.  From this page you will also be able 
create your next monthly summary report or any report that may be missing from a prior 
month. 

4. To create a new monthly summary report, select the report “Month” and “Year” from the 
“Report Selector” box (as seen below) and click “Complete Report Online”. 

 

  
 

a. If you see the message below, this means you already have a saved, submitted, or 
reviewed summary report for that month. The system will only allow you to create 
one (1) summary report for each month. This just means that you have already 
started or completed a report for the month you selected and you should go back 
and finish the report you started. 
 

 
 

https://dmh.mo.gov/dd/progs/docs/sdsguide.pdf
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b. If, by chance, you do not see the summary report for the month you are trying 
complete after receiving this message, be sure to check and make sure that 
you can see all of your reports.  You may have multiple pages of summary 
reports and need to check other pages.  If you cannot find the report that you 
already started please contact Public Partnerships Missouri Customer Service 
team. 

 

5. After you click the “Complete Report Online” button, the monthly summary report for the 
selected month/year will launch; this will direct your browser to a new page. 

6. The monthly summary report includes the following fields, some of which are pre-
populated and some will require you to add the necessary information.   

a. Pre-populated fields show in grey and are pulled directly from our system. 
 Individual Name and Date of Birth 
 Month: This field includes the report month and year 
 Date of Preparer Signature 

o (Hint: This date field is linked to the date you sign your summary 
report; it will auto-populate)  

 Support Coordinator 
 Date  

o (Hint: This date field is linked to the date your Support Coordinator 
verifies that they have reviewed your summary report; it will auto-
populate)  

b. Required fields that appear in green are available for you to complete.  
 ISP Span Date: This should be the date span of your Individual Support Plan 

(ISP); refer to the copy of your ISP if you do not know what these dates are.   
 Monthly Progress Notes: This is the field where you will type your progress 

notes for the prior month.   
o This field includes an instructional statement that users should read 

before completing this section; “Please describe the services, including 
budget spending, were reviewed and provided in accordance with the 
Individuals Support Plan (ISP) and describes overall status of the 
Individual.”  (Hint:  This instructional statement will disappear as soon as 
you start to type into this field) 

o For additional information or instruction on what should be 
documented in your summary please review the Missouri Division of 
Developmental Disabilities, Guide to Documentation for Individuals Self-
Directing Services. 

 Prepared by: This should list the name of the person completing the report.  
 Signature: Prior to submission you should sign the monthly summary report.  
 Title: This should list the tile of the person completing the report; for example, 

Individual or Employer or Designated Representative.  
7. Once you have filled-in the required fields and before you submit, you must “Sign” your 

monthly summary report. 
8. To sign, click in the green “Signature” box. (Hint: Where it states “Click to Sign Here”).  You 

will be directed to a new page where you will complete your signature.  
a. To sign your report, you may choose from two (2) different signature options.  

Follow the instructions below to sign your report.  

https://dmh.mo.gov/dd/progs/docs/sdsguide.pdf
https://dmh.mo.gov/dd/progs/docs/sdsguide.pdf
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1. Select Style: With this option you will type your name and then choose 
the style for how you want your signature to appear.  

i. Enter your name: 
 

 
 

ii. Change your signature style by clicking the “Change Style” link; 
each time you click “Change Style” it will change to a different 
style.  
 

 
 

iii. Once you find the style you like click “Save Signature”.  You will 
be able to quickly and easily select your saved signature when 
signing future reports.  

2. Draw It:  With this option you will be able to draw your signature using 
your mouse.  

i. To draw you signature, click in the box and drag to draw your 
signature. (Hint: Keep your mouse “clicked” while you drag to 
draw your signature.) 
 

 
 

ii. If you make a mistake or are unhappy with your signature, you 
can click “Clear Signature” and start over.  
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iii. Once you are satisfied with your signature click “Save 
Signature”.  You will be able to quickly and easily select your 
saved signature when signing future reports. 

9. After you have signed you will be returned to the monthly summary document and given 
the following options (Submit, Save, Cancel, Clear) to proceed, which are explained below: 

a. SUBMIT: If you are ready to submit your signed summary report, read the 
attestation statement check the box and then click “Submit”.  

 

 
 

b. SAVE: If you are not finished or ready to submit, you can choose to “Save” your 
summary report. Your monthly report will remain in a “Saved” status, which means 
you’re still working on it.  When you are ready to complete your saved report, you 
will select “Edit” to resume and finish.  

c. CANCEL: If you want to exit your summary report, you can choose to “Cancel” your 
session.  The document it will be saved and you will be directed back to the Monthly 
Progress Report page.  

d. CLEAR SIGNATURE: If you signed your monthly summary but are not yet ready to 
submit or want to re-sign, choose “Clear Signature”.  

10. Once you have “Submitted” your monthly summary report, your Support Coordinator will 
be able to complete the process by verifying that they have “Reviewed” the report it. 

a. After your monthly summary report has been reviewed it cannot be edited.  
b. If you or your Support Coordinator notice that something was not included or 

missed in your monthly report, before it is verified and marked as reviewed, you will 
be able to edit the report and resubmit it. 

i. Your Support Coordinator will not be able to edit your monthly 
report.  

ii. You will be the only person who can edit your report; reports 
can be edited at any time as long as your Support Coordinator 
has not verified and marked the report as reviewed. 

 
Once your monthly summary report appears in a REVIEWED status, your monthly summary will be 
available to print and read 24/7 in a PDF format. 


