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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
‘Midlands and Lancashire Commissioning Support Unit" with the supply category, ‘Care Homes

(Merseyside)'.

Provider

Completes
- < Accreditation

Completes
- <« Enrolment

Once your application is completed and approved, you will be added to the specified supply base.
Going forward, you will receive notifications of service Requirements distributed by the CCGs and

will have the 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
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=>» (reate an Enrolment
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Glossary

New Supplier

Supply Category
Service Category

Service Template
Registration
Accreditation
Enrolment

Draft

User

Administrator

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

This is the over-arching service sector/type of service, e.g. ‘Care Homes
(Merseyside)'

The Supply Category is broken down into smaller Service Categories. E.g. ' Care
Homes (Merseyside)’ can be broken down into ‘Learning Disability’ or ‘Mental
Health', etc.

Further category breakdown in to the specific service required for an individual

Process to gain access to SProc.Net

An objective evaluation based on a set of defined criteria

A subjective evaluation based on a set of defined criteria

Saved workings but process incomplete

An employee who manages services procurement through SProc.Net

A system user with the highest level of access
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Notes:
What is a Supply Category?

Within SProc.Net Accreditation and Enrolment is individual to each client-supply-category, so you
can supply services to more than one client, or more than one service to the same client, but you

must go through the Accreditation and Enrolment process for each client-supply-category

separately.
Client Supply Category Service Category
Midlands and Fast Track (End of Life)
Lancashire Care Homes Learning Disability
Commissioning (Merseyside) Mental Health
Support Unit Physical Disability
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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 to another client via the system, you need to start with Accreditation (see page 11).

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

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

a,lam, SProc.Net

B e

Making public services('o,vu,onw@ again.

Please sign in Register

2 | Username I New User |

@ | Password New Supplier |

L

‘ signin V\Tand register your interest
Forgotten password? L . .
Clicking here will direct you to the New 1 n

Supplier Registration form. This needs to be
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, ]

(@ 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, become the

Administrator for your account. They can create further users for your account at a later

stage, include other administrators (details on page 25):

a,a&im, 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
" form a Supplier Administrator profile. This

user will initially log in and set up the

o User Details

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

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 #:

(@) 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:

HS 3+ 4+
FILE MESSAGE

E Ignore x Q@_ 9) [ Meeting  [¥7 Brigton & Hove

o o e F d%rw EJ ATTIGO Team
. Delete e e onwar
& Junk Ply Aili‘y B More -

€2 Reply & Delete

Delete Respond Quic

Tue 22/03/2016 09:22
H system@sproc.net
Matrix-5PS User Details
To

Here are your login details for SProc.Net

UserID: jamesbennet <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

u [
2 jamesbennet

Enter your temporary password
. eeccccee é \/ p \/p r

Signin | ’X‘Mtgw
Forgotten password? i Click 'Sign In’ to continue n
9. Click ‘Reset Password’ and the system will navigate back to the SProc.Net log in 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. 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. Log in using the given username and your new password and click ‘Sign In’

aJajvl, SProc.Net

) ) Enter your username
Please sign in .

Register
2 jamesbennet [ | [ New User |
R #eRseess =|I Enter your new password New Supplier |
L
Signin | X Email us and register your interest

Forgotten password? i ClICk 'Sign In’ to continue 3 -
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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 information and documentation, these are set by the
client as a standards threshold / minimum criteria.

1. Start this process from your homepage, select the ‘Accreditation’ icon along the top of the

page and select ‘New’ from within the coloured banner

" Enrolments s Offers ServiceAgreements  ServiceReceipts  Invoices SRM  Reports  Admin  Help

(SN0 Adive  Expred Al 2 ™

Click into the ‘New’ action icon

Pending Accreditations

Click into the 'Accreditations’ tab on your toolbar

to start a new Accreditation.

HE e O 1

2. Populate the required fields:

adlant SProciet 1 n

# Accreditations. Enrclments  Requirements  Offers  Service Agreements  Service Receipts  Inwoices  SRM

The drop down tab will provide a list of all clients

Reports  Admin  H|

who procure services through SProc.Net.

Pending Accreditations / New Accreditation

Select '‘Midlands and Lancashire Commissioning

Please select the Client and Supply Category you wish to accredit to. adam retain the right to callupon your company at any point to provide evidenc

hours of the contact. A Support Unt’

Client: * Midlands and Lancashire Commissioning Suppert Unit
category:*
Care Homes (Staffordshire)
Core at e poemegss
The drop down tab will display the
categories the selected client procures
through SProc.Net.
2 u Select the category you wish to supply
services. For example, ‘Care Homes
(Merseyside)'.
3. Click ‘Next’ to progress:
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4, On the next page, you will be required to answer a series of objective questions, you have

the option to provide supporting documentation:

Step20f6

Pending Accreditations / Accreditation - Additional Information

+ Accreditation ‘

= Questions

The following questions must be answered accurately before this Accreditation can be submitted

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

- . Characts

Question Type & Question Text Answer ara cters

Remaining
Com pany Information 1 Relevant classffications - Is your organisstion a Voluntary, Community and Social Enterprise (VCSE)? No -
Com pany Information 2 Relevant clessifications - Is your organisation a Shelte red Workshop? No v
Com pany Information 3 Relevant classfications - Is your organisation a Public Service Mutual® No -
Com pany Information 4 Are you a small, Medium or Micro Enterprise (SMEJ? No -
Com pany Information 5 Doyou have an immediste parent company? Yes v

> —/\

Save as you go 1
u Use the drop down options and free text boxes to

2 respond to the questions

= Upload Optional Documents You then have the option to upload

supporting documentation.

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

Please note that documents can be pulled through automatically from previous up: you should che.ck and confirm each one before submission.

Document Type File Name Issue Date Issue Number Expiry Date Description

B | Parert Company Detais can be uploaded here.

| 1§

Parent Company Details ]

N Click ‘Next’ to proceed 3 "

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

Adarm SPS retain the right to call upen your company 2t any point to provide evidence to the answers you provide below If you are contacted to provide evidence, you must do this within 24 hours of the contact.

Click a tick into the box E _ i _

1 - A_I Click ‘Submit’ to continue

Cancel

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

Enrolment process
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7. Select the location you wish to enrol to. Please note you must enrol all branches from

which you will be fulfilling elements of the contract:

‘You have submitted your Accreditation. Please select alocation and dick "Next' to start your Enroiment. Use the icon to bring up
the list of locations

=+ Accreditation I

N y 4
V
i g - | 1
N
Cancel m
Select the correct location + Advanced Search
you wish to enrol 2 " 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 Accreditation. Please select alocation and dlick "Next' to start your Enrolment.

=+ Accreditation
Supplier Location: + Qualiry Care - Quality Care ® n
[ came | m Click 'Next’ to continue 3
| |
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

Pending Accreditations / Accreditation - Additional Information / Submit Accreditation / New Enrolme i

Step5of6

4 Enrolment

= Questions

Please answer all of the questions be low

Question Type

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

Question

Has your organisation completed the European Single Procureme it Document? Please upload tothe

Answer

Characters
Remaining

world of any of the offences within the summary below and listed at
hittps:/ fwww. zovuk/zovernme it fuplbads/system)/uploads/ stachme rt_dsta/file/55 1130/ List_of_Manc
- Participation in a criminal organisation

Company Information ) No v
space provided on your enroime .
Regulstions57(1) and (2)
Please indicate if, within the past five years you, your organisation or any other person who has

Grounds for Mendatory Exclusion powersof represertation, decision or control in the organisation been convicted anywhere inthe e .

Grounds for Mandatory Exclusion

3 Please provide the date of corviction and the reasons for conviction.

3000 kft 1 | |
\ v

GrodE for MEndatory Bxclusion

& plests provide the ‘dentity of who has been convicted,

For Information Cnly

53 In number of hours, what is your organisations maximum capacity?

\\q oy
Answer all of the Enrolment

For Information Only

54 OF your total capacty, how many hours are currently avaisble?

questions. These answers

will be reviewed by a CCG

i Remember to ‘Save' after you complete each section

Representative.

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.

Making public Serviceslza\)_\,omf, again.
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10. Download the 2017 — 18 NHS Standard contract which is to be signed and reuploaded.

= Download Documents

The following documentswill need to be downloaded, completed in full and uploaded below before this Enrolment can be submitted

Document Type Tem)

NHS Standard Cortract Care at Home - 2017-18 NHS Standard Contract pdf DOWﬂload the document here.

Guidance on which pages needto | |

be completed can be found in the
document upload table later in the

Fnrolment.

11. Upload the required documents:

= Upload Documents

Please upload all of the documents Isted below.

lease note that dacuments can be pulled through aulomatically fom previous ploads o the ystem - youshd Upload the requested documents

Please note that the application willtimeout after 30 minutes. Remember to save regularty to avoid losing any work

Document Type File Name ssue Date Issue Number Expiry Date Description

NHS Standard Contract Blank Document.docx [l

Please upload completed copies of page 3,7, 9 &10.

This must be the Service Provider Certificate, NOT the Registered
Manager Certificate. Pages must b uploaded to show both the
Provider ID and the Location ID of the Branch tha & being
enrolled

Service Provider COC Registration Certificate. Blank Document.docx n

Please upload your Insurance Policy/s or Schedule/s. We would
expect to e but not limited to for exam ple, Employer’'s Liability

31/03/2017 @8 | Insurance, Public Liahility Insurance and Clinical Negligence or
Medical Malpractice Insurance. An Insurance Certificate alone will
not be sufficient.

i

Evidence of Insurances Blank Document.docx n 31/01/2017

Remember to ‘Save’ after you complete each section

= Upload Optional Documents

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

Please nate that documents can be pulled through automsatically from previous uploads to the system - yau shauld check and confirm each one before submission.

Document Type File Mame

Repeat for the requested ‘Optional Documents’ where necessary

cc- R et e g e e e e e ey

organisation’s economic/financial standing; [2) A copy of

the audited accounts for the mast recent two years (o) A

statement of the tumaver, profit & loss account, current

lizbilities and assets, and cash flow for the most recent
Financial Documentation = L cash flow forecast for the current year and 2 bank letter

n wyear of trading for this organisation (c) A statement of the
outlining the current cash and credit position (d}

Alsarnathie mazne of dammnstraring franmisl s F s

12. 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.
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= Service Categories

PR ——— Click 'Find more items' icon
[ e [ to bring up a list of the 4.

Service Categories.

Service Category: ‘ |

Supply Category:

- I

O Service Category A Supply Category Display

[ Fast Track (End of L¥e) Care at Home

4
{Merseyside )

Click ticks into all relevant

[ Learning Disability
- (Mersey:

categories and then click ‘Add’

Care at Home
{Merseyside )

[ Mental Health

followed by ‘Done’ to complete.

Care at H
(] Physical Disability are at Home

(Merseyside)

Showing all items. | Add ‘ | Add all ‘ | Done

13. Finally, enter your bank details

= Bank Details

Please Enter The Bank Details For This Location.

Bank Name: *
5 | |

Account Name: *

Sort Code: *

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

To progress your Enrolment click ‘Finish’

Cancel W Click 'Finish’ to continue 6
[}

14. Click ‘Submit’ to complete:

Making public Serviceslza\)_\,omf, again.
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Enrolment / Submit Enrolment Steplof1

+ Enrolment

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

Click 'Submit’ to complete
m%

7.

15. The status of the Enrolment will show as submitted:

Refresh

Current Status: Next Steps:

This been submi e ion to b it 's own approval procass Please wait for the approval process to he completed

= Enrolment - EN9859

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,oeam SProc.Net 2
| |

A Ac S Offers  Service Agreements  Service Receipts  Invoices SRM  Reports  Admin  Help

1 /l [l Acve  Bxpred Al
| |

Click into your ‘Enrolments’ link
Click into your 'Pending’ link

I Click the Enrolment you wish to re-start 3 .

= Draft @ Export 2 ‘ ‘ Search Q | | Fields B ‘
Enrolment # Status Client Name. Category i Supplier Name Location Address Line 1
Midiands and Lancashire .
» Q enissis Draft e Care at Home (Merseyside) | Test Sproc Test Sproc Test
2. The draft progress will show which sections are incomplete
= Draft Progress @

Have all ofthe required documents been uploaded? LV
Have all questions been answered correctly? 2
Have service categorie s been added? X
Have a1l of the required bank detailfiekds been filled in? Item is in ‘Draft’ i xX
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3. From the Enrolment summary page, to edit the information click into the ‘Actions’ icon:

— TR —  Ciick 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 . s R L .

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:

This Enrolment hasbeen submitted but is waiting for the Accreditation to be approved before it starts it's own approval
process

Next Steps:

Please wait for the approval process to be completed

Company 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 oreanisation:

(a) your arganisation has violated applicable obligations referred ta in regulation
56 (2} of the Public Contracts Regulations 2015 in the fields of environmental,

= Enrolment - EN15616 = Additional Items
Link to the Accreditation > prinablz Detall
System
Supplier
8 summary page
Enrolment # EN15616
Accreditation # AC15342
Client Mame © Midlands 2nd Lancashire Commissioning Support Unit
Category Care at Home (Merseyside]
Supplier Name : Test Sproc
Location Test Sproc
AddressLine 1 Test =
AddressCity London QO Live Chat
= Dacuments €) Export 2
Document Type File Hame Issue Date Issue Number Expiry Date
European Single Procurement Document Information required docy
Financial Information Training Document docx.
= Questions EEETITY Export 2
Question Type # Question Ansuser

= Service Categories @)
Service Category
Fast Track (End of Life)
Learning Disabilty
Merital Health

Physical Disability

= Messages @

€ There are no records to display.

= Activity €
Activity Type Date Created Created By Comments
Enrclment Submitted 03/03/2017 16:36 | Test Supplier Admin

Enrolment Created 03/08/2017 16:06 | Test Supplier Admin

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

19



adar

Review / Approval Process

=>» Once you have completed the Accreditation and Enrolment process it willimmediately go to

adam for review

v VY

The submitted Accreditation will be reviewed and approved by adam

Then the Enrolment submission will be reviewed and accepted by adam

Once adam has completed their review, the Enrolment will be sent to the CCGs for approval

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

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

resubmit the failed item

Review

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

failed
Provider l e
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 Approved
Dear Test Supplier Admin,

This email is to confirm that your Accredifation for Midlands and Lancashire Commissioning
Sunnart Unit - Care at Home (Merseyside) has been approved. If you have not already done
[ g and submit an Enralment for Midlands and Lancashire
Commissioning Support Unit - Care at Home (Merseyside). Please visit waww.sproc.net and
log in fo underake your next step.

Client: Midlands and Lancashire Commissioning Support Unit
Accreditation: AC15942

Category: Care at Home (Merseyside)

Supplier: Test Sproc

Status: Approved

To view this item click here

2. You will see all the details of your Accreditation/Enrolment when you log in to SProc.Net:

A Accreditations Enrolments Requirements ~ Offers  Service Agreements  Service Receipts

Click into your ‘Enrolments’ link

Invoices SRM  Reports  Admin  Help

Pending Active Expired All

Pending Enrolments

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

=>» The steps below show reviewing and re-sumbitting a failed or rejected Enrolment.

=>» The process to review and re-submit a failed Accreditation is exactly the same but starting

from the ‘Accreditations’ tab on your SProc.Net homepage

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

A Ac Offers Service Agreements  ServiceReceipts  Invoices  SRM  Reports  Admin  Help

/\ Active  Expired Al

1 - Click 'Enrolments’

Penaing Enroiments

See any failed or
rejected
Enrolments by

clicking ‘Failed’

| » Draft € ‘ ‘ » Pending Approval @) | | » Pending Accreditation Action @) | | » Failed @

= Failed @ I Export 2 | | Search Q | | Fields B |

Enrolment # Status Client Name Category % Supplier Name Location Address Line 1

P Q enissie Review Failed Mo adiacais Care at Home (Merseyside) | Test Sproc Test Sproc Test
Commissioning Support Unit
Q Enesss Birmingham City Council Care Homes Test Sproc Test Sproc Test

(X~
Use the Q icon

to select the

Enrolment you 3
L]

wish to review.

2. This will show you the Enrolment summary page:

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

Accre ditation - Midlands and Lancashire Commissioning Support Unit - Care at Home (Merseyside)

[ |

Current Status: Next Steps:

This Accreditation has faied adam review: Please use the ""Re-uplbad Docs & Re-subm £ option from the Actions menu to view the reasonsfor the failure and
reupload any incorrect documents

= Accreditation - AC15942 - Midlands and Lancashire Commissioning Support Unit = Qther Items
¥ Printable Detail
n System
Supplier

pecrediation . AC1s82 Click the ‘Printable Details’ icon and

Client Neme Midlands and Lancashire Commissioning Support Unit

Category Care at Home Merseyside) . .

Supplier Name :  Test Sproc a separate window will load. 3
status Review Faied n

3. This document will show you all the Enrolment information and the reason it failed.

22
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Once reviewed and any required amendments or updates are made, you can resubmit your

Enrolment.

4. From the Enrolment summary page:

Accreditation - London Borough of Haringey - Semi Independent Living

2 New Enrolment

To update the Enrolment
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.

23
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5. Update the required information:

= Download Documents
Document Type 0ld File Name Required Review Passed Failure Reason Comments
NHS Standard Contract Blank Document.docx | Yes
Service Provider CQC Registration Certificate. Blank Decument.decx d Yes
Evidence of Insurances Blank Decument.decx it No Document/s not complete Please upload your Employers Liability Insurance.
European Single Procurement Document Yes
Financial Documentation Londen_Borough_Of_Newham_-_SEND Yes

Review feedback from adam

= Re-upload Documents

Please upload new versions of the documents below whe re required. The pane above shows the detaik of the lst reviewand should indicate which document s need to change

Using the upload icon,

Document Type Old File Name New File Name Issue Date Issue Number

upload the revised

NHS Standard Contract Blank Document docx n E
documentation.
Service Provider 0QC Registration Certificate. Blank Document .docx n
Evidence of Insurances Blank Document docx 31/01/2017 | @ 31/03/2017 & 1
— — ]
European Single Procurement Document .} [ =
. o o London_Borough_Of_Mewham_-_SEND_-_Seff- = =
fnancial Decumentanan Billing_Agreeme t_Final_-_Filled 2014.pdf

m «4 Click 'Submit’ to continue 2 -

6. Confirm you agree to the terms and conditions.

To complete your Enrolment please click the Submit button bel ow

Cancel E{ Click 'Save’ to continue 3 u

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

for review:

Accreditation - South London SEN Commissioning - SEN Education Services

Current Status: Next Steps:
This Accreditation is pending adam review, \ Create a new Enrolment from the actions menu while waiting for adam to review this Accreditation. You will receive email updated when
this happens

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 system 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./ ﬁll"

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

LN 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. VView the user’s 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

have submitted.
1.

Editable Fields

Quality Care

AR a-BUEHY

| 7 Design |3 HTML 4 Preview

SupplierUsers

No

Email

7 U EEEEIS S FF rorteme

[sfA G-

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 Access to view & approve all process

Administrators

Supplier Executives

steps

Access to view & approve all process

Supplier Finance
Supplier Managers
Supplier Users

steps within a defined service area
Access to view supplier bills and invoices
Access to use all system steps
Access to use authorised system steps

Supply branch manager

Head of service with supply

branch
Finance Manager
Supplier employee
Supplier employee

Table 1.0
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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 B . ,
o Gant] g e mackang s Approve/Reiject
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

29
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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 the
SendFisstrd

/‘ 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 n

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 raise a speak to

someone on adam Live Support
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a) Training Guides / Documents / Videos 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 T —— 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‘ S u p p‘D rt the conversation window

Chat with us now Z'/'
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