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Enrollment Forms

 Memorandum of Understanding

 IRS Form (W-9)

Both of these forms are required for enrollment into MFP website
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MFP Portal Landing Page

 URL is https://fms.publicpartnerships.com/VirginiaMFP/Home.aspx

 Username and Password is created by MFP Administrator once agency has 
completed enrollment packet

https://fms.publicpartnerships.com/VirginiaMFP/Home.aspx
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Default Page
 Defaults to consumer search webpage  
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Search Consumer

 Search parameter choices (suggest using ID#)
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Consumer Search
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Once you have selected the consumer, the consumer’s invoice information will 
appear
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You can view the status of submitted invoices: 
Approved=Created Estimate Paid=Created Invoice
Invoiced=Remittance of Check/Reimbursement
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To create an estimate for reimbursement, you would click on Consumer Estimates 
and Add Estimates tab would appear 
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You would then select the appropriate service type and complete the fields: 
Units, Item Cost, Line Total and Note
Please note- Units are the receipts used, not the # of items purchased
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Creating an Invoice
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Once the invoice has been created, this screen will appear

 est
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Exceptions request for invoices

 System will generate a notification email for any estimates over 2k

 DMAS has to approve any single invoice over 2k
- Email 
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Additional Functions
All of the Paid Invoices for a Consumer can be viewed
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Service Summary

This screen highlights all of the purchases made



16www.PublicPartnerships.com

For details of the purchases made and status chose Detail tab

Service Summary Detail
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Transition Coordinators can also run reports on invoices created and status 
for all consumers associated with their agency
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Additional Notes:

•When creating an invoice, TC’s should use the receipts from purchases 
and edit the created invoice and submit

•Estimates should be entered into the website before the authorization 
end date, estimates cannot be created after the authorization has expired

•After submitting an invoice, funds can be reimbursed up to one year after 
Date of Service

•It is advised that consumers not make any purchases, TC’s should make 
all purchases and obtain receipts (make a copy of the receipt and attach 
it with the original)
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