
Welcome to the 

FMS System Participant-Representative Tutorial.  To begin you will need 

to enter your user name and password and click on the I agree button. 



The Main Menu button at the top of the page is a 
Navigation Bar

✓ “Review Timesheets” allows you to view, approve and 
unapprove all time entries

✓ “Reimbursements” allows you to enter and review 
reimbursed expenses

✓ “Documents” allows you quick access to user guides 
and commonly used forms

✓ “Send Alert” allows you to send a message to another 
user in the system

✓ “View Budget Plan” allows you to see the participants 
budget

Main Menu Page

Navigation 
Bar



How to Review Timesheets



Review of a Verified Visit Timesheets



Review of a Non-Verified Visit Timesheets



List of Reason Codes



How to Enter Reimbursements

257.00

1. Main Menu
2. Reimbursements
3. Add Reimbursement

Select the service 
code from the 
dropdown menu 
options

Enter Amount of 
Reimbursement

Select the date 
for the expense

Expense Date



How to Review Reimbursements

1. Main Menu
2. Reimbursements
3. Select Date Range
4. Search

AP-Pads

AP-Wipes

AP-Gloves

AP-P

AP-W

AP-G 85.75

52.00

98.49

Description of
Expense

Date of Expense
Amount of

Expense



How to Edit a Reimbursements

1. Main Menu
2. Reimbursements
3. Click Edit on the Reimbursement Line to Edit

Expense Date

Change / Update 
Amount of Expense

Change / Update 
Date of Expense

Change / Update Service 
Code for Expense

Click Save

AP-Gloves



1. Main Menu

2. Documents

3. Select the type of documents you wish to view from the specific buttons

How to View Documents



1. Main Menu

2. Send Alerts

3. Select the user from the drop down menu

4.  Select the Program from the drop down menu

5.  Type the Message in the text box

6.  Send

How to Send Alerts



1. Main Menu

2. Select Client

3. View Budget Plan

4. Click on Budget Plan

5. Click on the Select button next to the budget you want to review (the line will turn green)

6. Click on Select Budget

How to View a Budget Plan



View Budget Plan

This will show what is available in the budget and what has been spent



How to Log Out

To properly log out the user can click the Logout Button 
located on the bottom of every screen the user has access to. 
If there is inactivity, the system has an automatic log out 
feature built in that will logout the user after 15 minutes of 
inactivity.



How to Change Password

1. The user can  click the Change Password Button
2. The user enter the Old Password
3.  The user can enter the New Password
(Password parameters will be located at the bottom of 
the screen)
4.  The user can confirm the New Password
5.  When finished the user can click the Save Button



This will conclude the Participant-Representative Tutorial

Thank you!


