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Introduction

This guide uses these words to describe people that use Participant Dashboard:
Participants, Representatives, Case Managers, and Financial Management Services
(FMS) Providers. Depending on where you live and what program you participate in, you
may use different words to describe yourself. Employees are also mentioned throughout
this guide, but they do not have access to Participant Dashboard.

Participants can also be called: Consumers, Clients, Members, Individuals, or Employers.
This is the person who receives home and community-based services.

Representatives can also be called: Family, Designees, or Circle of Support. They are
usually a friend or family member of the Participant. A representative might help with
approving timesheets, finding a worker to hire, keeping track of budget spending, and
scheduling workers.

Case Managers could also be called: Support Brokers, Service Coordinators, Skills
Trainers, or Care Managers. More than one of these titles could be used for people working
with the program. They are people that help the participant manage their budget and
coordinate care. They may also monitor the Participant’s goals and needs to make sure that
the level of care provided is appropriate.

Financial Management Service (FMS) can also be called: Fiscal Intermediary (FI), Fiscal
Employer Agent (F/EA), or a Fiscal Support Entity (FSE). This is an organization that
collects the timesheets, processes hiring paperwork, and manages payroll. They have
additional administrative functions with billing and taxes.

Employees can also be called: PCAs, DSPs, PHWs, Workers, or Caregivers. This is a person
who provides Home and Community-based services to Participants.

What is Participant Dashboard?
Participant Dashboard provides online read-only access to budget usage information for

program participants and their authorized representatives (including Case Managers).
With access to Participant Dashboard, you will be able to view budget, timesheet, invoice,
and lump payment data submitted to the FMS in real-time to keep track of spending. You
can also download spending reports and view current enrollment information, employee
and Case Manager contact data, and FMS announcements and contact information.
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Account Setup

A valid email address is required in order to create your account so be sure your FMS has
your up-to-date and preferred email if there have been changes recently. Once an
administrator at your FMS creates your account with Participant Dashboard, you will
receive a welcome email to Participant Dashboard with instructions on the remaining steps
to confirm your account and set a password.

FMS One is a single sign-on solution that allows you to manage your online accounts
securely and easily. When signing into the system, log in using the FMS One sign in button
on the login screen pictured below.

If you have already signed up for your FMS One account previously, you can log into your
account by entering your email and password. If you have not signed up for FMS One
yet, click the “Sign Up” link and follow the steps included in your welcome email that
was sent to you by the FMS. Detailed FMS One sign-up instructions are available in
the FMS One Quick Guide.

Links to Video Walkthroughs

For a detailed walkthrough of setting up your FMS One account, please visit
https://vimeo.com/521548927

If you do not have an email account yet, we have instructional videos available that will
help guide you through setting one up.

Please visit https://vimeo.com/showcase /9066918 for more information.


http://vimeo.com/521548927
https://vimeo.com/showcase/9066918
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Logging in and out of Participant Dashboard

Log in to Participant Dashboard:
1. To access Participant Dashboard, navigate to your FMS’ system login page.
2. Click “Sign In with FMS One”.
3. Enter the email and password associated with your account.

Once logged in, you will see the User landing page that displays the applications your
account has been granted access to (displayed on the next page).

4. Click on the Participant Dashboard icon to open Participant Dashboard.
5. Click on the blue “Sign in with FMSE Users” button.

Users
Update Accourt  (Tanya Training) Sign Out
You are a

Iready signed in

Participant Dashboard

Welcome

Access your spending in real time

Sign-In User Landing Page
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Participant and Representative Users

As a Participant or Representative user of Participant Dashboard, you will have access to
view the Participant Dashboard using a Participant or a Representative role. This means
that you will be able to view data for yourself or data for the Participant(s) you represent.
When you sign-in to the Participant Dashboard, the initial view will be like the screen
capture below depending on your role.

@& Participant Dashboard T
DASHEQARD BUDGETS TIMESHEETS ENROLLMENTS EMPLOYEES HELP
TEST VETERAN's Dashboard
[\ Announcements &le Budgets [
Timesheet Submission OR - VDC
03/23/20; 08.57PM
start End Total
01/01/2018 $48,100.00
test! ) Timesheets o
a1 20 at 08.05PM
Note: Optional timesheet disclaimer text
tes
TEST WORKER's timesheet starting on 11/04/2018
& Your Info & Employee: Status: Start End:
TEST WORKER Processed for Payment @ 11/04/2018 11/17/2018
Name: TEST VETERAN
TEST WORKER's timesheet starting on 11/04/2018
Employee: Status: Start: :
. . TESTWORKER Processed for Payment @  11/04/2018 11/17/2018
B Enroliments c
Enroliment
TEST WORKER's timesheet starting on 11/04/2018
Program: Multnomah Vets
Status: Active Employee Status: Start End:
Start date: 01/01/2018 TESTWORKER Processed for Payment @ 11/04/2018 11/17/2018
End date: N/A
a — Hello Britney » Log Out
& Participant Dashboard 9 0

Representative Dashboard

If you are not seeing the expected participants, use the button below to load or refresh all of your associated participants:

+ Load Associated Users

Name (contains)
Search

FIRST NAME LAST NAME - MASQUERADE

Emily Elm Login as user

Representative Dashboard Page

Participants are brought directly to their information. Representatives must select the
participant’s information that they want to view first. Next to each Participant’s name is a
“login as user” button; this will allow you to “masquerade” as that user and view the
Participant Dashboard the same way that participant can view the dashboard. Going

Ae
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forward in this manual, we’ll present instructions that mirror the view of using the
Participant Dashboard as a Participant.

Using Participant Dashboard

@ Participant Dashboard

TEST VETERAN's Dashboard

L\ Announcements Zl& Budgets <

OR - VDC

fif) Timesheets o

TEST WORKER's ¢

on 11/04/2018

& Your Info < Employee: Sta
TESTWORKER  Prc

Start End:
yment @ 11/04/2018 11/17/2018

Name: TEST VETERAN

TEST WORKER's ¢

nnnnnnnn

tan End
. 11/04/2018 111772018
B Enroliments o

Start End:
11/04/2018 11/17/2018

Participant/Representative’s Main View of Participant Dashboard

After logging in (or clicking on a “login as user” button), you will be brought to the main
Dashboard page for that Participant. On this page, you will be able to view budget,
timesheet, lump payments, invoice, and spending reports data at a snapshot as well as view
any announcements from the FMS, the current enrollment, and contact information for the
employees and case managers associated to the participant.

Data will be automatically refreshed and updated at the time of each login. At the top right
corner of the information boxes, you'll find a small blue circle and information on when the
data was last updated. Clicking this will refresh the data and pull in any new updates in
real-time. Across the top of the page is a row of tabs, that will bring you to a summary page
for each of those specific items.

Please note: the dashboard will display the most recent summary of each tab at the top of the
page. Using the “All” button in a section on the dashboard will also direct you to the top tab
view of each page.
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Announcements Section

If the FMS has posted any announcements, they will appear at the top of the left-hand
navigation bar on the main Dashboard page.

[\ Announcements

March Expenditure Reports Now
Available in Dashboard
04/20/2020 at 05:32PM

March expenditure reports are now

available for download in the dashboard.

Give us a call at (123) 456-7890 if you have

any trouble accessing it! & Your Info e

Name: Ava Avocado

Your Info and Enrollments Section

[¢]

B Enroliments
The “Your Info” and “Enrollments” sections contain a snapshot of

any current enrollment information as well as any current case

Enrollment:

Program: Self-Direction
Status: Pending

manager contact information. Your info should be listed here. If Star date: 01/01/2021
you notice that your information is out of date, contact the FMS e e
Provider to update your contact information using your FMS

Case Manager(s):

Name: Kate Kangaroo
Agency: Care Management Agency

Providers preferred method. Start date: 01/01/2021

Email: kate.kangaroo@email.com

Support Brokers Section

Q

. L . Support brokers u
The “Support Brokers” section contains information on the & Supp

participant’s connected Support Brokers, including contact Name: Sue P. Brokaw
Phone: Not found
Email: Not found

information. Not all implementations will have this section

displayed on the Participant’s Dashboard.

Employees Section

% Employees z
The “Employee” section contains information on the
Name: Brendan Birch
participant’s registered employees, including contact Unique ID: E00010
. . Phone: (345) 234-1211
information. Email: Not found

Status: Pending
Start date: 01/01/2020

All Employees
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External Resources Section

This section contains links to helpful resources
outside of Participant Dashboard. Links available

(4" External Resources

« Participant handbook

here are at the discretion of the FMS Provider, not . Provider FAQ
all implementations will have links. « E-Timesheets
Budgets Tab

The Budgets tab contains information on the participant’s budget(s). There is some
information directly on the dashboard home page. Click into the “View budget line items” to
view more detailed information which appears at the budget line-item level.

To view all budgets, click into the “Budgets” tab or on the blue “All Budgets” button at the
lower right corner of the box. This page has search functionality to filter the budgets based
on specific criteria such as employee name and budget start date.

& Budgets ]

McChagall 2020

Start: End: Total:
03/01/2020 02/28/2021 $20,780.00

~ view budget line items
NAME SERVICE CODE START DATE END DATE AMOUNT USAGE BALANCE
NJA Item: IDGS: Transportation 03/01/2020 02/28/2021 §1,200.00 50.00 £1,200.00
NjA Item: OPRA: OTPS Litilities 03/01/2020 02/28/2021 $480.00 540.00 5440.00
N/A Item: OTPS: Staff Activity Fees 03/01/2020 02/28/2021 $900.00 $0.00 §900.00

Service: 1:1 Community Habilitation
Service: 1:1 Community Habilitation OT

ComHab Service: 1:3 Ci 03/01/2020 02/28/2021 §12,000.00 51,184.54 510,815.46
NjA Service: 1:1 Respite 03/01/2020 02/28/2021 §2,000.00 5376.21 $1,623.79
N/A Service: Ongoing Support Brakerage 03/01/2020 02/28/2021 §4,200.00 50.00 54,200.00
TOTALS $20,780.00 $1,600.75 $19,179.25
MChagall 2019
Start: End: :
03/01/2019 02/29/2020 £20,780.00
» View budget line items

Budget View with Budget Line Item Detail
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Timesheets Tab

With a similar structure to Budgets, the Timesheets tab contains information on an
employee’s submitted timesheets. Some timesheet information is available directly on the
main dashboard; more data available at the line-item level when you select the “View

timesheet line items”.

To view all timesheets and be able to search and filter, click into the “Timesheets” tab or
the blue “All Timesheets” button. This page has search functionality to filter the timesheets

based on specific criteria.

) Timesheets <
Note: Optional timesheet disclaimer text
Chidi Anagonye's timesheet starting on 04/26/2020
Employee: Status: Start: :
Chidi Anagonye Pending @ 04/26/2020 05/09/2020
~ View timesheet line itams
SERVICE FROM TO RATE DURATION (HOURS)
2:1 Community Habilitation 04/26/2020 at 09:00AM 04/26/2020 at 02:00PM 17.00 5
2:1 Community Habilitation 04/27/2020 at 03:00AM 04/27/2020 at 02:00PM 17.00
2:1 Community Habilitation 04/28/2020 at 09:00AM 04/28/2020 at 02:00PM 17.00 5
TOTAL 15.00

Tahani Al Jamil's timesheet starting on 04/26/2020

Employee: Status: Start End:
Tahani Al Jamil Pending @ 04/26/2020 05/09/2020

> View timesheet line items

Tahani Al Jamil's timesheet starting on 03/15/2020

Employee: Status Start: End:
Tahani Al Jamil  Pending @ 03/15/2020 03/28/2020

* View timesheet line items

Tahani Al Jamil's timesheet starting on 03/01/2020

Employee: Status: Start: End:
Tahani Al Jamil  Pending @ 03/01/2020 03/14/2020

> View timesheet line items

All Timesheets

Timesheet View with Line Item Detail



Participant Dashboard - User Manual | 11

Lump Payments Tab

The “Lump Payments” section displays any lump payment data. To view all lump payments,
click into the “Lump Payments” tab or the blue “All Lump Payments” button. Not all
implementations will show this section. If the program does not use Lump Payments, you
may not see this section displayed in the dashboard.

4]

Lump payments

Cho Chang's lump payment for 12/28/2018

Employee: Date of Service: Type: Item/ service code: Units: Rate: Amount:
Cho Chang 12/28/2018 Reimbursement Item: IDGS: Transportation 4.00 $11.00 $44.00

All Lump Payments

Lump Payments - Basic Dashboard View

Invoices Tab

This section contains invoice information. More data is available at the line-item level when
you select “View invoice line items”. To view all invoices, click into the “Invoices” tab or the
blue “All Invoices” button. If the program does not use invoices, no invoices will be
displayed, or this section will be missing from the dashboard.

€ Participant Dashboard

DASHEDARD BUDGETS TIMESHEETS ENROLLMENTS INVOICES LUMP PAYMENTS REPORTS EMPLOYEES SUPPORT BROKERS. HELP

Invoices

< Invoices c

Vendor Inveice submitted on 08/31/2019

invoice type: Invoice date:
Vendor 08/31/2019

Vendor Invoice submitted on 08/30/2019

Invaice ID: Invoice number. Invoice type: Invoice dae:
Vendor

185 00185 08/30/2019
PAYEE TYPE PAYEE NAME DATE(S) OF SERVICE ITEM CODE UNITS RATE AMOUNT STATE
vendor ¥MCA of Greater Rochester 08/01/2019 IDGS: Camp 100 £1000.00 $1000.00 Pending
vengor ¥MCA of Greater Rochester 08/30/2019 IDGS: Transpartation 1.00 $1.00 $1.00

Vendor Invoice submitted on 08/29/2019
Invaice ID: Invoice number Invoice type: Invoice date:

184 00184 Vendor 08/29/2019

Vendor Invoice submitied on 08/28/2019
Inveice 1D: Invoice number:  Invoice type: Invoice date:

183 00183 Vendor 08/28/2019

Invoices View with Line Item Detail
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Spending Reports Tab

Recent spending reports are available for view and download. Click the blue “Spending
Report” link to download a PDF copy. To view all spending reports, click into the “Spending
Reports” tab or click the blue “All Reports” button. The most current spending report will
be listed first, followed by any prior spending reports issued previously.

B All Reports

Susie Demo's spending report created on 07/23/2020

Created: End date: Download:
07/23/2020 at 02:18PM 04/30/2018 i Spending Report
Reports Section

Employees & Support Brokers Tabs
Clicking on either of these tabs will bring up a list of all persons in those roles associated to
the Participant. The Employee index can be filtered and sorted if needed.

& Participant Dashboard VEST » Log Out
DASHEOARD BUDGETS TIMESHEETS ENROLLMENTS EMPLOYEES | HELP
Employees
& All Employees &
Employee name (contains)
Search
FIRST NAME MIDDLE NAME LAST NAME - UNIQUE ID STATUS START DATE PHONE EMAIL
TEsT WORKER woz176 Pending 010112018 (513) 234-3456 Not found
@ Participant Dashboard Emily = Log Out
DASHEQARD BUDGETS TIMESHEETS ENROLLMENTS INVOICES LUMP PAYMENTS REPORTS EMPLOYEES SUPPORT BROKERS HELP

Support Brokers

4 All support brokers c

Name: Henry Hickory
Phane: Not found
Email: Not found

Support Broker Index View
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The last tab on the top bar, labeled “Help” directs you to a page with contact information
for the FMS. If you have any questions, you can use the information on this tab to assist you
in who to contact. Some FMS Providers have enabled a Contact Us form to allow the
Participant and/or Representatives to securely contact them.

In addition to the displayed help option, the “Announcements” and “External Resources”
displays from the Dashboard are displayed on the left side bar.

@ Parti
bashbbare

Dashboard Help

) Announcements @ How can we help?

[ External Resources

< Contact us

||||||

Comment *

Antachmant

Choosa File | No fle chasen

Sample Help Tab Page View
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Switch Between Participants (Representatives only)

As a Representative, you might represent more than one Participant. In
order to switch between the views for these Participants, you will need
to log out from the current Participant’s view before you switch to
another Participant’s view. This is quickly accomplished by clicking the
Log Out link in the upper right corner of the screen from any page when viewing as a
Participant. This will return you to your index where you can select another Participant’s
dashboard to view. If you try to view the dashboard of another Participant before signing
out as the first participant, you will see an error message.

Hello TEST » Log Out

€ Participant
Dashbopard

DASHBOARD BUDGETS TIMESHEETS ENROLLMENTS EMPLOYEES HELP

Access denied

You are not authorized to access this page.

Error Message

If that error happens, first click the logout link in the upper-right corner, then refresh the
page (if needed) to return to your participant’s index.

€ Participant Dashboard ello Raspherry » Log Out

Representative Dashboard

If you are not seeing the expected participants, use the button below to load or refresh all of your associated participants

+ Load Associated Users

Name (contains)
Search

FIRST NAME LAST NAME - MASQUERADE

Amelia Earhart Login as user

Glinda Goodwitch Login as user

Representative with more than one Participant

Ae



Participant Dashboard - User Manual | 15

System Log Out
[t is particularly important to make sure you completely log yourself out of the system,
especially if you are using a public computer or sharing with another person. You must first

log out of Participant Dashboard and then log out of the system.

1. Click the “Sign out” button in Participant _

Dashboard. Upper Right Corner.
Hello SERVICE » Log Out

2. Click on the “Users” link in the top _
navigation bar.

& Participant Dashboard

3. Click the “Sign Out” link on the top right of the Users
application landing page. (Toe} User] Sl Ot

Document Revision History

Date Description of Revision

03/31/2021 | Initial version of the document

01/10/2022 Updated screen captures, added links to email videos
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