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Overview

The SProc.Net system is a sophisticated web-based technology platform used by clients and
providers to aid in the efficient and fair procurement of services.

Providers wishing to supply services using SProc.Net must complete an Accreditation and
Enrolment process into their desired client-supply-category. For example, the client would be

‘Brighton & Hove City Council’ with the supply category, ‘Home Support'.

Provider

Completes
-« Accreditation

Completes
-« Enrolment

Once completed and approved by Brighton & Hove City Council, a provider will be added to the
specified supply base. Going forward, the provider will receive notifications of service Requirements

distributed by the client and they will have to opportunity to submit Offers.
This guide is a step-by-step walk through of how to:

=>» Complete the Registration process

=> C(reate additional users within the system
=>» Create an Accreditation

=>» Create an Enrolment
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Glossary

New Supplier A provider who has never used the SProc.Net system before

Supply Category This is the over-arching service sector/type of service, e.g. 'Home Care’
The Supply Category is broken down into smaller Service Categories. E.g.

Service Category ‘Home Support’ can be broken down into ‘Area Eight — BN3-4, BN3-5/,
'Homeless (City Wide)', ‘Patching Lodge (Extra Care)', etc.

Service Template Service title, outlining the type of service required

Registration Process to gain access to SProc.Net; username and password

Accreditation An objective evaluation based on a set of defined criteria

Enrolment A subjective evaluation based on a set of defined criteria

Draft Saved workings but process incomplete

User An employee who manages services procurement through SProc.Net

Administrator A system user with the highest level of access
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Registration

You only need to complete the Registration process if you are a new provider on SProc.Net. If you

supply another client via the system, you need to start with Accreditation (see page 9).

1. Go to the SProc.Net website: www.SProc.net

2. The SProc.Net login page contains the links to register as a ‘New Supplier”:

m SProc.Net

Making public servicesWM,@ again.

Please sign in Register

2 | Username | New User |

2 Password | New Supplier |
o

‘ Signin V\Eand register your interest

Forpotten pessword Clicking here will direct you to the New 1 n

Supplier Registration form. This needs to

Registration process will generate a

username and password and allow a

supplier access to the SProc.Net system.
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3. The registration form will ask for details about your company:

New Supplier Registration

Step 1 of 2: Business Details

Please complete the form below with your business' information.

The form will inform you if the Business Name you enter has already been registered, in which case, please dlick the New User button from the home page to request a login from the system administrator for your Business, or

contact us at: supplier. dam.co.uk

¥ Please note it is mandatory to fill in the fields with the * next to them

Input your business details as requested.

0 Business Details
Please enter the basicinformation of your business, u

(@ Business Name )

Business Name: *

Registered Name:

{9 Registered Business Name |

Website:

(0 Website Address |

Logo File: ® n

(0 Logo File )

VAT Registered? * Yes B
2 ]
G k

(@ Business Tax/vaT# ) Use the drop-down to select responses

Business Tax/VAT #: *

How did you learn about Adam? * to the questions asked.

e Address/ Contact Details

Please enter the address/contact details of your business.

Location Name:
(@) Business Address Details )
Address 1: *
[o Business Address Details |
Address 2:
Post Code: *
(if you have a non UK address please use the postcode ZZ1 1AA)
Country: United Kingdom E|

Telephone Number: *

(@) Telephone number )

Email Address: *

(@ Email Address )

Fax Number: 3
[ ]
. .
m < Click ‘Next’ to continue.

4, Navigate through to the next page by clicking ‘Next’
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5. This page is about creating a user profile. This first user will, by default, becomes the
Supplier Administrator for your SProc.Net system. They will have full access to tailor the
system and can create further users within the SProc.Net system at a later stage. This user

can also create other administrators who will have full access (details on page 2425):

a,a&zm SProc.Net

New Supplier User

Step 2 of 2: New User Details

Once details are entered for the first business user, this user will be Ily set as the

Details will be sent via email upon completing this page. Log in with the username and password sent via email to edit your business profile and complete the registration process.

% Please note it is mandatory to fill in the fields with the * next to them

=+ New Supplier

1 Enter all user details as asked. These will
[

@ User Details form a Supplier Administrator profile. This

Please enter user informatien (your first user will be created a

user will initially log in and set up the

FirstName:* | James company profile and thereafter control that
Middle Name: company's SProc.Net system.
Last Name: * Bennet

Job Title: *

Email Address: *

(@) Email Address )

Phone #:

(o Telephone number )

<. Click ‘Finish’ to continue.

6. Complete registration by clicking ‘Finish’

7. Clicking ‘Finish’ will take you back to the SProc.Net login page and you will shortly receive

an email containing a username and password:

H 01+ 4=
FLE MESSAGE

2 Ignore x Q@_ E%) 2 Mesting  [*7 Brigton & Hove

M~ ET ATTIGO Team
& Junk- Delete  Reply Rﬂy Forward Elore-  |C2 Reply & Delete
Delete Respond Quic

Tue 22/03/2016 09:22
H system@sproc.net
Matrix-SPS User Details
To

Here are your login details for SProc.Net

T <I These details will allow access to

Password: jJRRAD Tt

Kind Regards the SProc.Net system.

adam
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8. From the SProc.Net login page, login using the username and password provided. There will

be an automatic prompt to change your password

aJajv], SProc.Net

Making public Servicesig,m,o;w,@ again.

Please sign in 1 . Enter your username 2 Register

2 jamesbennet
é Enter your temporar\/ password
@ ccccccee r

Signin | X< Email us and re§' iyour interest
Forgotten password? i Click 'Sign In’ to continue n

9. Click 'Reset Password' and the system will navigate back to the SProc.Net login screen

Resetting Your Password

After you reset your password you need to login with your new password before having access to the system.

Enter a password that's easy for you to remember, but hard for others to guess. Consider the following:

* You must use a mixture of letters and numbers. —=l Make sure your new password meets
® passwords must be at least 8 characters long. —  _——

* You must include at least one capital letter. the password criteria Specified.

+ You may not choose a password that has been used previously.

+ Do not copy and paste your password from an email. Always manually type it in.

New Password:

Repeat Password: 1 Click 'Reset
\ . Password’ to 2
Create a new password. complete. n
Cancel Reset Password

10. Login using the given username and new password and click ‘Sign In’

aJajvl, SProc.Net

ing public Serviceslg,m,om@ again.

L Enter your username .
Please sign in . Register
2 jamesbennet | | [ New User |
[y sessesns =|I Enter your new password New Supplier |
L

Signin | %< Email us and register your interest

Forgotten password? i Click 'Sign In' to continue 3 u
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Accreditation and Enrolment

All providers need to go through Accreditation and Enrolment before they can supply to any client
using SProc.Net. This involves submission of details and questions being answered, these are set
by the client as a standards threshold / minimum criteria.

1. Start this process from your homepage, click on the ‘Accreditation’ icon along the top of the
screen and selecting ‘New’ from the right hand side of the page. You will see this icon within

the coloured banner.

" Enrolments s Offers 2 ts  ServiceReceipts Invoices SRM  Reports  Admin  Help
50 Active  Expred ANl [}

Pending Accreditations Click into the ‘New’ action icon

Click into the ‘Accreditations’ tab on your toolbar

to start a new Accreditation.

ENE==r

2. Populate the required fields: The drop down tab will provide a list of all
clients who procure services through SProc.Net.
Select ‘Brighton and Hove City Council’
Client: * Brighton and Hove City Council
Category: * The drop down tab will display the v 1 .
categories the selected client procures

Day Opportunities
Supported Living through SProc.Net.
Community Support

Home Support Select the category you wish to supply
services within. For example, 'Home 2 -

3. Click ‘Next’ to progress: Support’

Navigate through by

k clicking ‘Next' 3
[
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On the next page you will be required to answer a series of objective questions, provide

supporting documentation and agree to the contractual documents:

Arcreditation - Brighton and Howe City Council - Home Support | Accreditation - Additional Information

‘ =+ Accreditation

= Contracts

In arder to submit this Accreditation you must first review and agree ta the documents listed below. Please nate that these are legally binding documents and by ticking the “| agree to the Terms of the document” bax you
are canfirming that you and your business agree to all terms and conditions set out within the document{s) provided. By ticking the “I am authorised to agree” box you warrant that you have the requisite authority to

approve this document on behalf of your business to bind the business to those terms and conditions.

Download File 1 Agree To The Terms Of The Document 1 Am Authorised To Agree

Download File 2
]

Document Type

Self Bill Agresmant

= Questions

Download and read the documents

Tick to agree that you have read and understood
the Self Bill Agreement and Supplier Agreement.

The following questions mMUST De aNSwWerea acCUrdtery DETOME (NS ACLTEQNaNonN Can De SUDmimea

Please nate that the application will timeaut after 30 minutes. Remember ta save regularly to avoid losing any respanses you have entered

Characters
Remaining

Question Type # Question Text Answer
Can your organisation canfirm that it has read and understood the entry guide and
N ., selection criteria guide for the procurement of Home Support, which is located at
Company Information 1 . )
http:ffdemand.sproc.net? These are both very important documents to read prior to

2pplying to became zn approved provider A
Company Information 2 Was your organisation awarded a contract following the Home Care tender in June 20162 / \ - 3
— X -

‘@' Save as you go Answer all the listed questions using the
drop down and free-text fields provided

= Upload Documents

The relevant documents will need to be wploaded for each of the document types before the Accreditation can be submitted.

Click on the upload icon to upload the
document. Complete the dates and

issue numbers where appropriate

Please note that documents can be pulled through automatically from previous uploads to the system - you should check and confirm ¢

Please nate that the application will timeaut after 30 minutes. Remember ta save regularly to avoid losing any work

File Nama

Document Type

Your company name, level of caver and the insurance

Emplayer's Lisbility Insurance ) e
expiry date must be visible within the uploaded document

= Upload Optional Documents

If necessary, please upload all of the documents listed below.

Repeat for the optional
document where necessary 5 -

Please note that documents can be pulled thraugh automatically from previous uploads to the system - you shauld check and confirm each one b

Issue Date Issue Number Expiry Date Description

= & | Plesseupload your completert Europsan Single
Procurement Document.

Document Type File Name

European Single Procurement Document

o]

Click 'Save' to proceed 6
[

10
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Click a tick into the box
& L contim et am o orsomine o J—

Please note, as a security feature, this page will time out if the ‘Save’ button is not clicked within 30
minutes and you risk losing your work.

5. Confirm you have read and understood all terms and conditions:

‘ + Accreditation

Adam $PS retain the right to call

n your company at any point to prov e, you must do this within 24 hours of the contact

1.

Click 'Submit’ to continue
Cancel
2 [}

6. If you complete the Accreditation in one go, SProc.Net will direct you straight into the

Enrolment process

7. Select the location you wish to enrol:
T e e e P S B Use the B icon to bring up
P the list of locations
V
- ‘a3
]
Cancel m

=+ Advanced Search

Select the correct
location you wish to enrol A - m
V Company Location Address Line 1 City Contact

P London Living ‘ 100 Test Street ‘ 100 Test Street Milten Keynes

Showing all items.

You have submittad your A sslect alocation and dick ‘Next' to:start your Enrolment.

= Accreditation
Supplier Location: + Qualiry Care - Quality Care ® n
[ came | m Click ‘Next’ to continue 5
| |
8. You will be directed straight into the Enrolment questions once you click ‘Next’
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9. Answer all listed questions, there will be a mix of drop-down and free-text responses
required
Accreditation - Brighton and Howve City Council - Home Support / New Enrolment Step2of 3
‘ #* Enrolment ‘
= Questions

Please answer all of the questions below

Please note that the application will timeout after 30 minutes. Remember to save regularly to avoid losing any responses you have entered

Question Type # Question Answer Characters
Remaining
Company Information 1 Was your organisation awarded a contract following the Home Care tender in June 20167 No
~ Please enter the name and contact details of the most senior member of staff o contactin | T
Campany Infarmatian 2 the event of = serious issus arising both during offics hours and out of affics hours. 3 en
e
1 ]
. o ) Please confirm your organisation's willingness to arrange for a guarante= or & performance \
Economic and Financial Standing a5 b frequested. Yes \ Answer a” Of the Enrolment
\ .
- questions. These answers
Remember to 'Save’ after you complete each section . . )
will be reviewed by the client.

Some Enrolment questions will not need a response depending on your answer to the question
above. All parent and, if applicable, subsequent child questions must contain an answer for your

submission to progress.
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Continue filling out all the requested Enrolment criteria as requested:

Upload Documents

Please upload all of the documents listed below:.

Please note that documents can be pulled through automatically from previous uploads to the system - you should check and confirm each one before submission.

Please note that the applicstion will timeaut after 30 minutes. Remember to save regularly ta avoid lasing

Upload the requested documents

Document Type File Name Issue Daty e Expiry Date Description ]

This must be the Service Provider Certificate, NOT the
. . . . an Registered Manager Carmificate. Pages must be uploaded
€O Service Provider Registration Certificats. g
o = Training Docume n o4/07/20 | & ! 20/10/20 | B | | cuvbath the Prosider ID and the Lacation ID of the

Care Home that is baing enrolled.

<i
Remember to ‘Save’ after you complete each section

11.

= Upload Optional Documents

If necessary, please upload all of the documents listed below:

Please note that documnents can be pulled through autormatically from previous uploads to the system - you should check and confirm each one before submission.

Document Type File Name Issue Date Issue Mumber Expiry Date Description

Please uEIDad one of the f:lllo\vinﬁ to demonstrats your

Repeat for the requested ‘Optional Documents’ where necessary

= year of trading for this organisation (c) A statement of the
Financial Documentation n = cash flow forecast for the current year and a bank letter
outlining the current cash and credit position (d)

Altarnathes mazne of damnnctrsting fnancial o iF sme

[ 13

As a provider, you must select which Service Categories you can supply
=> A Service Category is the breakdown of the Supply Category into smaller segments
=>» At Enrolment, you will stipulate which categories of services you can supply; subsequently

you will only be able to make Offers against Requirements relevant to these selections.

Click "Find More ltems” to add additional Service Categories to this Enrolment.

Service Categories

@ Thers s o dats o dispiay, f Click 'Find more items’ icon A
to bring up a list of the "

Service Categories.
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Service Category: ‘ |

Supply Category:
m Add Add All Done

O Service Category Supply Category Display

[ Area Eight - BN3-4, BN3-5 Home Support o

[] Area Five - BN2-3, BN2-4 Home Support 4

- Area FouT=m Click ticks into all relevant
B2 categories and then click '‘Add’

(] Area Nine - BN3-7, BN3-8 Hol followed by ‘Done’ to complete.
Area One - BN1-1, BN1-2, BN1-3, Home Support -

“ BN14,BN3-1

12. Enter your bank details

= Bank Details

Bank Name: *

Account Name: *

Sort Code: *

digits.)

To progress your Enrolment click ‘Finish’

Please Enter The Bank Details For This Location.

13. Click 'Submit’ to complete:

Cancel W Click ‘Finish’ to continue 6
[

(Please enter your sort code excluding dashes or spaces. For all UK based accounts this will be 6

Enrolment / Submit Enrolment

Steplofl

=+ Enrolment

To complete your Enrelment please dlick the Submit buttan below | |

Click 'Submit’ to complete

m‘g

7.

Making public Serviceslza\)_\,omf, again.
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14, The status of the Enrolment will show as submitted:

Current Status: Next Steps:

This been o 20 b s owin approval process. Please wait for the approval process t be complated

= Enrolment - EN9859

Please note, you will need to complete and submit an Enrolment for each location from which you

wish to manage your contract with Brighton and Hove City Council.

Re-Starting an Enrolment from Draft
If you have started an Enrolment and saved your progress you can continue from where you

finished by locating the Enrolment using the ‘EN' reference number

1. Click into the relevant object to view your draft Enrolment

A  Accreditations Enrolments Requirements  Offers  Service Agreements  Service Receipts  Invoices 20:15 Admin  Help
|

1 ol Active  Expired Al
n

Click into the ‘Enrolments’ option
Click into the '‘Pending’ option

Pending Enrolments

» Draft @) I :
Click the Enrolment you wish to edit 3

= Draft @ Export & | | SearchQ || Fields

Enrolment Status Client Name Category * Supplier Name Location Address Line 1

#

Draft Brighton and Hove City ABC Care ABC Care 57 Westover Road

Council

Home Support

EN9987
> Q

2. The draft progress will show which sections are incomplete

Current Status: Next Steps:

The Enralment s stillin ill need to be comal to continue. Ensure all items in the submission progress below are completed correctly and then select 'Submit' from the Actions menu to submit the Enrolment

for appraval

= Draft Progress )

Have all of the required decuments been uploaded?
e comcty? ltem is in ‘Draft

= categaries been added?

Have l questions be

Have s

XXX

Have all of the required bank detail fields been filled in2
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3. From the Enrolment summary page, to edit the information click into the ‘Actions’ icon:

— TR —  Cick Actions’, Edit
Current Next Steps:

~ Cancel
The EnrolmenE 1 SHTTn draft Stats and will need to be completed and submitted to continue, ! Ensure all items in the submission progress c * from the Actions menu to submit the Enrolment

for approval

Edit the information as needed, replacing any draft text/characters previously used to save.

4, This process can be repeated as many times as needed, clicking ‘Save’ frequently to save

your current workings.

5. When complete use the ‘Actions’ icon to ‘Submit”:

s Submll . R R

Curren Click ‘Actions’, ‘'Submit’ Next Steps:

for approval
5.

Click 'Submit’ to complete:

Enrolment / Submit Enrolment Steplofl
=+ Enrolment

To complete your Enrolment please click the Submit button below | |

Click 'Submit’ to complete
m—‘z

5.

6. The status of the Enrolment will show as submitted:
Current Status: Next Steps:

= Enrolment - EN9859
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Summary Pages

=» These pages contain all the submission details of your Accreditation and Enrolment

Enrolment Summary:
Current Status: MNext Steps:
This Enrclment has been submitted but is waiting for the Accreditation to be approved before it starts it's Please wait for the approval process to be completed.

own approval process.

= Enrolment - EN9987
Leoclient logo . . .
System Link to the Accreditation
Supplier summary page
Enrolment # - ENgZ287
Accreditation # 1 AC14070
Client Name : Brighton and Howe City Council
Category - Home Support
Supplier Mame : ABC Care
Location - ABC Care
= Documents E) Export 2
Document Type File Name: Issue Date Issue Number Expiry Date
European Single Procurement Document Information required.docx
Financial Information Training Document.docx

= Questions EEETHD

Question Type # Question Answer
Campany Infarmation 1| Has your organisation completed the European Single Procurement Document? | Yes
Grounds for Discretionary 2 | Within the past three years, have any of the fallowing situations applied, or
Exclusian currentiy apply, ta your orzanisation:

a) your arganisstion has violated applicable obligations referred to in regulstion
56 (2) of the Public Cantracts Regulations 2015 in the fields of envirenmental,

Export 2

H

= Service Categories €}
Sarvica Category
Mainstream
Sacial Care

Special Educational Needs

= Messages )

Q) There are no records to display.

= Activity €
Activity Type Date Created Created By Comments
Enrolment Submiteed 13/07/2016 11:01 | Chris Cooper

Enralment Created 13/07/2016 10:50 | Chris Cooper

Making public Serviceslza\)_\,omf, again.
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Accreditation Summary:

Accreditation - Brighton and Hove City Coul Home Support

(=]

Current Status:

Next Steps:

This Accreditation is pending adam review.
receive email updated when this happens

Create a new Enrclment from the actions menu while waiting for adam to review this Accreditation. You will

= Accreditation - AC14070 - Brighton and Hove City Council = Other lterms

lient logo
;}: & » Printabla Detail

System

Supplier

Accreditation #: AC14070

Cliant Mame : Brighton and Howe City Council
Category - Home Support
Supplier Name : ABC Care
Status: Pending Review

= Contracts @)

Document Type Download File | Agree To The Terms Of The Document | Am Authorised To Agree

Signature Document v v
Self Bill Agreement v 7

= Documents @ Export 2

Document Type File Nama Issue Date Issue Number Expiry Date

Employer's Liakility Insurance Information required.doc 03/07/2015 | 1 11/08/2016
Public Liability Insurance Training Document.docx 04/07/2016 | 1 25/08/2016

= Questions Export 2

QOuestion Type # Ouestion Text Answer
Company Information 1| Can your organisation confirm that it has read and understood the entry guide and selection criteria | Yes
guide for the procurement of Home Support, which is located at hrtp:/fdemand.sprocnet? These are
both very important documents to read prior to applying to become an approved provider.

Company Information 2| Was your organisation awarded a contract following the Home Care tender in June 20167 No

= Activity

Activity Type Date Created Created By Comments

Accreditation Submitted 15/07/2016 07:43 | ABC Care
Accreditation Created 15/07/2016 07:33 | ABC Care

= Envolments @) Link to the Enrolment summary page Export

Enrolment # Client Name Category Location

ENg3E7 Accreditation Pending Review Brighton and Hove City Council Home Suppart | ABC Care

= Messages {i)

e There are no records to display.

Making public Serviceslz&\)_\,omf, again.
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Review / Approval Process

=>» Once you have completed the Accreditation and Enrolment process it will immediately go
to adam for review

= The submitted Accreditation will be reviewed and approved by adam

7

Then the Enrolment submission will be reviewed and accepted by adam

=>» Once adam has completed their review, the Enrolment will be sent to Brighton & Hove City
Council for approval

=>» If there are any issues with either submission, then the item can be failed by adam or the

client and you will receive a notification email and will have the opportunity to edit and

resubmit the failed item

Review

failed
Provider l . .
Provider is
completes and . . .
cubmits their adam reviews Review Client reviews Enrolment approved onto
. Accreditation passed Enrolment approved the client’s
Accreditation supply chain
and Enrolment | PRl
Enrolment
Rejected
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Email Notifications

1. You will receive an email to inform you if your Accreditation/Enrolment application has

been successful or not:

Supplier Accreditation Accepted

Dear Training 1,

This e-mail is to notify you that a Accreditation for
been accepted and is now qualified for enrolment. Please log onto
www.sproc.net to view this change.

Client:

Accreditation: AC13927
Category:

Supplier:

Status: Approved

To view this item click here

Altamatively you can log into your sccount here. DO MOT REPLY TO THIS MESSAGE - this email account is not
monitored.

2. You will see all the details of your Accreditation/Enrolment when you login to SProc.Net:
A Accreditations Enrolments Requirements  Offers  Service Agreements  Service Receipts  Invoices SRM  Reports  Admin  Help
1 /S — WISl Actve  Expired Al
L

Click into your ‘Enrolments’ link

Pending Enrolments

> Draft @ » Pending Approval @) ‘ » Pending Accreditation Action @)
= Draft @ | Export 2 | | SearchQ ‘ Fields & |
Enrolment # Status Client Name Category * Supplier Name Location Address Line 1
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Resubmitting a Failed or Rejected Accreditation or Enrolment

=>» The steps below show reviewing and re-sumbitting a failed Accreditation.
=>» The process to review and re-submit a failed or rejected Enrolment is exactly the same

but starting from the ‘Enrolments’ tab on your SProc.Net homepage

1. If your Accreditation is failed, from your homepage:

f Accreditations Enrolments  Requirements  Offers  Service Agreements  Service Receipts  Invoices  Reports  Admin  Help

/\ OV Active  Expred Al

Click ‘Accreditations’

‘I TCIUn g L S a LA

»Oraho‘

Use the Q icon

to select the

» Pending A dt t 2
|7) ccreditation you n
= Failed @) wish to review. | ExportﬂJ | Search Q ‘ I Fields &

Status o Thient Name o Category 2 Supplier Name L

p Q Ac140es Review Failed Brighton and Hove City Coundil Home Support [ABC Care

» Pending Review @9

2. This will show you the Accreditation summary page:

# Accreditations Enralments  Requirements  Offers  Service Agreements  Service Receipts  Inwoices  Reports  Admin - Help

‘Accreditation - Brighton and Hove City Council - Home Support

Current Status: Next Steps:
This Accreditation has failed adam review. Please use the ""Re-upload Docs & Re-submit"™ option from the Actions menu to view the reasons for the
failure and reupload any incorrect documents
= Accreditation - AC14069 - Brighton and Hove City Council == Other Iterms
System ;):"EN lago ¥ Printable Detail
e e
Accreditation #:  ACL4069 . P o
Client Name Brighton and Hove City Council C“Ck the Prlntable Detalls Icon
Category : Home Support . .
Supplier Neme: ABC Care and a separate window will load.
Status: Review Failed u

21
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3. This document will show you all the Accreditation information and the reason it failed:

M 4 Jert b Bl & [ |rieagnea H. 3
IfnVocab(Accreditation,accreditation,P) Detail Report SProc.Net

Services Procurement

IfmVocab{Accreditation,accreditation,P)

#: 14069 Status: Review Failed

|Clien1: Brighton and Howve City Council | |C.auagnry': Home Support

Supplier: ABC Care

Status: Review Failed

Description: Created by: ABC Cars
Created: 15/07/2016 07:31
External Ref.

Expiry Date:

Expired: Falsa

Approve by Date:

Date Approved.

Date Submitted. 17/07/2016 11:58

Review the details of

Question Type Question Answer why the Accreditation

Grounds for Mandatory Exclusion Within the past five years, has your organisation (or  [Mo failed
any member of your proposad consortium, if was ralled.

applicable), Directors or partner or any other person
wha has powears of reprasantation, dacision or contral
been convictad of any of the following offences?

Documents - Current

Last Review Issue Date Issue Number |Expiry Date Review Passed | Comments F

Document Type Filename Date
Employer’s Lizbility Insurance Informiation 17{07/2016 03/07/2016 20/10/2016 | Falsz Document out of date

12:06 01:00
Public Liability Insuranca Information 17/07/2016 03/07/2016 28(11/2016| True

12:08 01:00
European Single Procurement Document 17/07/2016 Trus

13:06
Non-Collusion Certificate Training Document.dock 17/07/2016 03/07/2016 28/12/2015(True

13:06 0L:00

Once reviewed and any required amendments or updates are made, you can resubmit your

Accreditation.

4. From the Accreditation summary page:

Accreditation - London Borough of Haringey - Semi Independent Living

~ New Enrolment

To update the Accreditation
information click ‘Actions’ and
'Re-upload Docs & Re-submit’ I n

Please use the ""Re-upload Docs & Re-submit"" option from the Actions menu
to view the reasons for the failure and reupload any incorrect documents

Curreni - Re-upload Docs & Re-submit

This Accreditation has failed adam review.
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5. Update the required information:

= Download Documents

Document Type 0ld File Name Review Failure Reason Comments

Eurcpean Single Procurement Document

1= Review feedback from adam

Public Liability Insurance Training Document.docx Yes
Document is out of date

Training Document.docx No

Training Decument.docx

Employer's Liability Insurance

Licensing Information

= Re-upload Documents

Using the upload icon,

Please upload new versions of the documents below where required. The pane above shows the details of the last review and should indicate which {
upload the revised

change

documentation.

& 1
[ |
Training Document.docx E 03/0 & 16/1 | @

Old File Name

Document Type

European Single Procurement Document

Employer's Liability Insurance

W Click 'Submit’ to continue 2 -

6. Confirm you agree to the terms and conditions.

Step 1 of 1 - Submit Accreditation

Accreditation - South Lendon SEN Commissioning - SEN Education Services { Re-upload Documents / Submit Accreditation

‘ # Accreditation

Click a tick into the box
L.

3 Nmmmm - ity or subrmiting this Accreditation on

1
m Click 'Submit’ to continue

7. The Accreditation submission will have updated to show it has been re-submitted to

adam for review:

Accreditation - South London SEN Commissioning - SEN Education Services

Next Steps:

Create 2 new Enrolment from the ctions menu while waiting for adam to review this Accraditation. You will receive email updated when

Current Status:
This Accreditation is pending adam review.
this happens
i

Accreditation status updated
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Creating a New User

=>» Once you have set-up your SProc.Net account, you can create additional users who can

access your organisation’s account and complete steps within the process

There are two ways a new user can be added:

a) New user can request to join (user will input their own information and
Administrator will approve)

b) Admin user can add user onto SProc.Net

The next section of this guide will take you step-by-step through both of the above methods of
adding a user to your SProc.Net system.

New User Request - Created by the new user

Created by the user:

1. Select ‘New User' from the login page:
aaea,nq, SProc.Net

Making public servicesWMﬁ again.

Scheduled Maintenance: The site may be unavailable between 22:00 and 00:00 C“Ck into the ‘New User’ icon

to start the process.

Please signin Register
| | | -

& | Password New Supplier

| Signin % Email us 2nd resister your interest

Read our latest news
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2. This will direct you to the new user details page:

New User Registration

New User Registration

To register as a new user please insert as much information as possible in the fields below.
£ you are an existing user and want to reset your password, please go back ta the home page and then click the "Forgottan password" fink.

# itis mandatory to fillin the fields with the * next ta them

@ Business Details

Plezse select sither Client or Supplier dependant on the company you work for. Then uss the search fisld to select the company.

User Role: *

© About You

Pigass provide 2 your personal details below.

First Name: *

Last Name: *
Pp— _4 Input all your 2
]

(@) Email Address | .
details.

Phone #

R —

P [ —

© Additional Information
Please provide any additional information that will assist your company's system adminisiratrs in approving your new user registratian.

Additional Information:

3'1 Kll-.

Input further information for Click 'Register’ to complete.

the approver to review.

Once this form has been completed by you, your Administrator(s) will receive an email notification

informing them that there is a New User request on the system.
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Approving a New User

1. Administrator: login to your account and from the homepage, expand the ‘Admin’ tab on
your toolbar
2. This will take you to a list view of all your users

3. Click into the new user to view their details 1
| |

f A Enrolment: Offers  Service Agreements  Service Receipts Invoices SRM  Reports | Admin  Help

Click ‘Admin’ and

then 'Users’

MyProfile My Company

by

LR 1-100f17 ‘ | | | Export 2 H SearchQ || Fields B
Name A Email Address * S = &
11 Quality Care.

Alison Maclean

Quaiy Core Clicking the Q. icon will take you to

Ben Little christine. maclean@attigo-training.com

Christine Smith

that user’s information page.

David Smith dsmithg73 Quality Care SupplierAdministrators
David Smith dsmith460 Quality Care SupplierAdministrators
Drew Goodchild st Quality SupplierUsers
Drew Goodchild Quaity Care SupplierUsers

Y P P L L L L L P

4. \/iew the users details

User - Drew Goodchild (Quality Care]

|
= Drew Goodchild (Quality Care) < Click the user's name link.

Drew Goodchild

ine.mas .
wality Ca ele
us: Registere g
Role: Supplier
Updated: 07/04/2016 11:34 | |

= Actions

P Standard Notifications » Community Reviews

S [ |

) Thars 31 no records to display.
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Review their details and select their account settings:

User - Drew Goadchild (Quality Care} / Usar - Drew Goodchild (Quality Care)]

B [ ] (o]

#logins:

Last Login:

User Agent:

Failed Logins:

Role Type:

Created By:

Date Created:

Updated By:

Date Updated:

Location: *

Level Name:

Registration Notes:

Role Name:

Page Start:

Notifications:

Motifications Type:

Locked:

Quality Care

Draw Goodchild

0

Supplier

Registered

07/04/2016 11:34

07/04/2016 11:34

Review the information they

4 have submitted.
1.

Editable Fields

Quality Care

I DaEEEEISE FE fomlome <[5 A O-
e S a-ban®Y

| 7 Design | €3 HTML

SupplierUsers

No

Email

S, Preview

K
g < |

Use the [~] icon to select

the user’s access level.
|

Please note, all ‘Role Names' must be assigned correctly to reflect authorisation levels within

your business.

Role Name

Access Example

Supplier
Administrators

Access to view & approve all process

Supply branch manager

. . Access to view & approve all process Head of service with supply
Supplier Executives o ) ]
steps within a defined service area branch
Supplier Finance Access to view supplier bills and invoices Finance Manager
Supplier Managers Access to use all system steps Supplier employee
Supplier Users Access to use authorised system steps Supplier employee

Table 1.0

Making public Serviceslza\)_\,omf, again.

27



5. Once complete you will need to approve the user:

a,cedm SProc.Net

#  Accreditations  Enolments  Requirements  Offers  Service Agreements  Service Receipts  Iwoices  SAM  Reports | Admin  Help

User - Drew Goodchild (Quality Care)

< Click 'Actions’ and then

~ Approve/Reject
= Drew(——8)
Clear Alerts ) . ,
o Gant] g e mackang s Approve/Reject
Delete User : ‘go-trai]
Quaitycara oo .
Ststus:Regist  Reset Password
Role:Supplie
Updst=d: 07/ Send Password

6. Accept or decline the new user application:

Step 1 of 1 - Approve/Reject

User - Drew Goochild (Quality Care} / Registered User

‘ % Summary

Select Accept To Approve This User And Decline To Reject This User. 2 ]

°::"' < Select your decision and detail any

comments about this user.
3.
[
m < Click 'Save’ to complete.

7. If approved, this process will trigger an email to this new user informing them of their new

username and password:

2 Reply 152 Reply Al £ Forward G5 IM

Wed 09/12/2015 11:42
system@sproc.net
To B Christine Madean

Here are your login details for SProc Net

UserlD: nhscare
Password: @4QJF93r

Kind Regards
adam

To log into your account please go to www.SProc.net

28
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New User Creation — By System Administrator

Alternatively, you as the Administrator can create and add new users to your system:

1. Login to your SProc.Net system

2. From your homepage click into the ‘Admin’ tab on your toolbar
3. Select the 'Users’ link

4. Select the 'New' icon 1 .

A Accreditations  Enrolments  Requirements  Offers  Service Agreements  Service Receipts  Invoices SRM  Reports |~ Admin | Help

Click ‘Admin’ and

then ‘'Users’

MyProfile My Company

\‘ Clicking the ‘New' icon will take you 2 u

- to the new user page. [ expore | [ searcn | [ riees
Name A Email Address = User D * Location o Role Name =
Q 11 1 Quality Care SupplierManagers

Q  Alison Maclean alisonmaciean Quality Care SupplierAdministrators

5. Complete the user’s details and role:

User Role: supplier E|

Middle Name: 3 .
B ) Input the user's details. A
]

Locatian: ¢ ® n

Email Address:

Use the [=] icon to select
SendFisstrd

/‘ the user’s access level.
Please choose a user role for your new user.

— E
M Click 'Save’ to complete.
See Table 1.0 on page 27 for User Role explanations 5 "

6. This process will trigger an email to this new user informing them of their new username

and password:
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Need More Support?

If you need more support regarding anything detailed in this guide, please use the help functions

available within your SProc.Net account: o _
Click into the ‘Help’ icon on your homepage to

) SErociilct access your system help and support.

A Acceditations  Enrolments  Requirements  Offers  Service Agreements  Service Receipts  Invoices SRM  Reports  Admin  Help!

Welcome
Training 1

{Not you? Logout)

Requirements Offers ‘ Service Agreements Service Receipts
]

» Pending » Active > Al ‘ » Pending » Active > Al » Pending » Active > Al ‘ » Pending » Active > Al

Help Raise Query Live Support Operations Centre

= Priority items - Click this link for full list of active transaction items

You will be taken to our Help Library where you have a number of different ways of finding the

answer to any questions you may have:

a) Click here ditations  Enrolments  Requirements  Offers  Service Agreements  Service Receipts  Invoices SRM  Reports  Admin | Help
to view all FAQ  Queries  Help Guides
training

resources

available

Frequently Asked Questions (FAQs)

e 9 e

Help Raise Query Live Support

m Chst ki mer

Operations Centre

0871474 0332

b) Click here to speak to

someone on adam Live Support
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a) Training Guides / Documents / /ideos are available for you to view and use as support:

&  Accreditations  Enrolments  Requirements  Offers  Service Agreements  Service Receipts Invoices SRM  Reports  Admin  Help

Help  FAQ  Queries [NEEPYCEE

Help Guides

S Client specific user guides will display the
PR -: client’'s name in the document filename

b) Live Support will allow you to speak with a member of the adam operation team:

Click 'Chat with us now’ to open

LiVE‘ SUPPD rt the conversation window

Chat with us now
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