
 

 

 

 
Welcome to the Vendor Representative Tutorial for a 

Web User 

 

 

 

 

Website address is: https://apd.mainsl.com  
 
To begin you will need to enter your user name and password and click on the I 
Agree button 
 

Click Español for 
Spanish 
translation 

https://apd.mainsl.com/


View Participants 
Once you clock in you will see the list of participants assigned to you: 

 

To select a specific person, click the magnifying glass next to their name 

 

To return to this page at any time click on Menu button in the upper right corner. 



From here you can add a visit to the system, review visits, add a provider and see the employees 
and representatives attached to this participant 

View Participant Information 



PLEASE NOTE: A visit entered into the system via the web will not be a verified visit 
 
To add a visit to the system for an employee you will need to  
• First, select the name of the employee from the available drop down menu 
• Next, select what times zone* you would like to use,  
• Then, select the Begin Date, please note the end date will default to the same as the start date 
• Next, select the hour the visit began, entering the exact minutes and selecting AM or PM 
• Then, select the hour the visit ended, entering the exact minutes and selecting AM or PM 
• Next, select the service being provided from the available drop down menu 
• Then, enter an notes into the note section 
• Click Save 
*if you do not select a time zone, the hours will be entered in UTC (Universal Time Coordinated) – once time zone is selected, you 
will not need to select it upon further entries 
 

Add a Visit to the System 



Reviewing Electronic Visits 

From the Participants main menu click on Review Visits 

From the Review Visits screen, you will see all visits that are not 
yet approved.  Click All Visits button to see both approved and 
unapproved 

 

**Please note: To delete a 
time entry you must click on 
review then the delete button 

From here you can: 
• See what time zone you are 

VIEWING the timesheets in 
• Review a visit 
• Approve a visit 



Reviewing a Verified Visit 
Verified visits will show with a      and unverified will show with X under the Verified column on the Review Screen 

When reviewing a verified visit you will see a 
notification of what time zone you are editing 
the visit in.   
 
You will also see a warning message that you 
are making changes to a verified visit. 
 
Changes made to a verified shift will make it 
unverified 

Make changes 
to notes and 

then click save 

To make changes 
not allowed for 
verified shifts, 

click unverify first 



Reviewing Electronic Visits 

In order to see all visits, both unapproved and approved, click on the All Visits button 

Clicking here will bring you to a screen where you can review and unapprove 
approved visits as long as they have not been exported  Exported visits will not be 
shown on this review. 



Add a Provider 

To add a new provider for this participant, click on Add Provider from the View Participant 
page 

 



Adding Provider 
• Enter in the local ID and demographic information for the employee as well as the 

employees start date with this participant 

• Once you have entered in all information, click on Display Login Info to view the log in 
information for this employee 

• You will need to provide the listed log in information to the employee 

• Click Save 

 

 



Changing Your Password 
In order to change your password click on “Settings” in the upper right corner and select 
Change Password 

Next, enter your old password and then your new password. You will then need to 
confirm your new password.  Be certain to follow the listed requirements for a secure 
password 



If you have forgotten you password, click 
on “Forgot Password” and enter your 
user name  

Re-Setting a Forgotten Password 

Enter you username and click 
submit 



Entering Reset Key and Setting a New Password 

After you have clicked submit, a Reset key will be sent to your email. 
 
Enter your username, reset key, choose a new password, re-enter the new password and click 
Reset 



Logging Out of the App 

You can log out of the website from any page by clicking the LOGOUT button in the upper right 
corner 


