Signing up to SProc.Net

This guide will show you how to register onto SProc.Net for
Suffolk Passenger Transport Services.

Registration

To begin, you will first need to register on SProc.Net
to gain a username and password to access the o SProcNet- Welcome X
system. To access the site, simply type SProc.Net &

into your internet browser.

C | 0 https://www.sproc.net

a,aeajm, SProc.Net

Making public services’w‘vwnaﬁ again.
You should then see this page, the

SProc.Net front page. Click Get
Started to begin your registration.

Register a New Supplier

To register, you will then need to enter some details. Note: some information requested
is tailored towards businesses - we have outlined the selections that you will need to
make below.

Legal Entity Type: * Sole Trader v

Legal Entity Type - @ Business Details
p | ease se | ect "Sole Trader". Please enter the basic information of your business.

Trading Company Name: * Enter Your Name
Tradlng Com pa nv Name (@ Trading Company Name )
- please enter your name _
. . Registered Company Name:
into this box.

[0 Registered Company Name )

Website:

Registered Company
Name, Website and
Logo File - these fields e e °E
can all be left blank.

(@) Website Address )

VAT Registered? * No v

(@ VAT Registered? )

VAT Registered? - select
No. This will also remove »

How Many Employees Does Your Organisation 0-9 v
the VAT Number box. Have?: *

How Many Employees Does Your Organisation Have? - please just select 0-9 here as this

question is not relevant to you.




Does Your Organisation Consider Itself to Be.

.. - leave this answer as “No".

Do You Supply Goods
or Services? - here you
can select any option as
this question is not
relevant to you.

How did you learn
about adam?- please
select “Local authority
referral”.

Location Name -
please enter your name
into this box.

Address and Contact
Details fields - please
use the Post Code,
Address 1 & 2, City and
County/State boxes to
enter and select your
address. When you enter
Yyour postcode, you will be
able to select the address
from a drop-down list. You
will then need to enter
your phone number and
email address.

What Type of
Goods/Services Do

You Supply? - please
use the blue magnifying
glass icon to select
“Transport”.

User Details - in this
section you will need to
enter your name and
email address. The Job
Title field can be filled in
to show “Parent”.

Does Your Organisation Consider Itself To Be A
Small And Medium-Sized Enterprise (SME): *

Do You Supply Goods Or Services? *

Location Name:

Post Code: *

Address 1: *

Address 2:

City: *

County/State: *

Telephone Number: *

Email Address: *

What Types Of Goods/Services Do You Supply?

Title: *

First Name: *

Last Name: *

Job Title: *

Email Address: *

Phone #:

No A

(This should be based on the European Union definition - hitp://ec.europa.cu/growth/smes/business-friendly-
environment/sme-definition/index_en.htm?)

Services L4
How did you learn about adam ?

@® Local authority referral
) Supplier referral
Visited Adam demand site
Web search
Advertisement or news article
2 word of mouth or recommendation

) Corporate brochure

ledea/:

perience

e Address/ Contact Details

Please enter the address/contact details of your business.

Enter Your Name

(@@ company Address Details )

Postcode

Address

(@@ Company Address Details )

Town/City

Suffolk v

123456789

(@ Telephone number )

email@emailaddress.co.uk

Transport

=1

o User Details

Please enter user information (your first user will be created as an administrator)

Miss v
First Name

Last Name

Parent

email@emailaddress.co.uk

(@ rmail Address )

(@@ Telephone number )

Please click 'Finish® to confirm the above details. You will then receive an email notification containing your login credentials

for the application

Note: The email address you enter in this section is the email address that will receive the login
details for the system.




Once you have filled out all the details, click Finish. This will immediately send you an
email with a username and password to
access the system. The UserID and

Please sign in

Password can then be entered into 2| vsero
SProc.Net to provide access to the & | Password
system. | Signin |

Register a new user | Forgotten Password?

There will be a link in the registration
email that will take you to the log on screen, or you can go back to SProc.Net by entering this into
your internet browser, as mentioned previously. Please note. You will be required to change your
password the first time you log on.

Once you have logged in, you will need to complete your Accreditation
and Enrolment for Suffolk Passenger Transport Services.

adam. sProcet searth@ | [ togout @

I®  Acoedtatons  Enoiments  Admin  Help

Once logged into SProc.Net, to
begin your Accreditation you will Pending Accredtatios
need to click on the Accreditations

tab and then on the New icon. — el
@ There is no data 1o disgiay,

You will then need to select Suffolk from the drop-down list and will be taken through
the process of

completlng your M Accredifations  Enrolments  Requirements  Offers  Service Agreements  Service Receipts  Invoices SRM  Reports  Admin  Help

New Accreditation Step 10f 6 - New Accreditation

sign-up. Thisis a
very quick
process and
should take no .
more than a Cotegory* passenger Transport Services .
couple of

minutes. e | R

wish to accredit to. adam retain the right to call upon your company at any paint to provide evidence to the answers you provide below. If you are contacted to provide

You will then be taken to a brief summary page showing the information you will need
to pFOVIde. New Accreditation Summary

You are about to accredit to Suffolk County Council for the Passenger Transport
Services supply category...

Before you begin this Accreditation, please look over this summary page of items which you will be required to fulfill, such as providing answers to
questions or documentation of specified certificates. Please make-sure yoy have the required information at hand before continuing.

Back

Simply click Next at the bottom of the page: M’




You will then complete your Accreditation. To do this, click all 4 boxes to agree to the
contract documents, [+ st |
and then select “Parent || - cowas

or Carer” from the
drop-down for

Q u eStion 1 . )/OU W/'// Document Type Download File 'Mm”::::;:"’ ofthe 1 Am Authorised To Agree
not need to complete f—
any other questions. [sme |

= Questions

You will also need to
upload a blank

document into the e e
Upload Documents e G ] -
section, as there is no oo s e o

Additional Information

required from you.

Click the blue Upload
icon to select a blank
document file from

= Upload Documents

yO ur com p Ute r. Additional Information Blank.docx n [ ]
Once you have

completed the page,
click Next to finish your Accreditation.

Step 3 af f - Submit Accreditation

Then select the tick
box and click Submit
on the following
page to submit the RO, —— -

Accreditation. ’
Cancel m

i
# Accreditation

adam retain the right to call UROR your company 3t any ROIRt 1o provide evidence to the aNswers you provide belaw, If you are contacted to provide evidence, you must do this within 23 hours of the contact,

You will then be taken straight on to creating your Enrolment. To complete the
‘Supplier Location’ field, you
need to select the blue

magnifying glass icon and | +psa

select the one option e a
showing using the green sasestoaten

arrow. Click Next to continue. B |




When completing

New Enrolment Step 5 of 6

‘ + Enrolment

the Enrolment, you
can move straight

‘ = Questions

down to the Service
Categories section
of the page.

= Upload Documents

= Service Categories

Click "Find More Items” to add additional Service Categories to

Click ‘Find more

x Parent / Carer P. Tits

items’in the
Service Categories

Save Refresh List

Find more items...

Service Category: ’

Supply Category: ‘

Add Add All Done

) Service Category A Supply Category  Display

Passenger

Parent / Carer Payments Transport
Services
Passenger

(7] Vehicles 16 Seats and Over Transport
Services
Passenger

[T Vehicles under 16 Seats Transport
Services

section and tick
‘Parent/Carer
Payments’ followed
by ‘Add’ and ‘Done’.

= Bank Details

Bank Name: *

Account Name: *

Finally, you will
need to enter your
Bank Details to
ensure that you
receive payment.

Sort Code: *

Account Number: *

Invoice Contact Name:

Enter your name,
phone number,
email address and
address as the
Invoice contact
details.

Phone Number: *
Email Address: *
Email Address 2:
Address Line 1: *

Address Line 2:

Address City: *

The Effective Date

i Country: *

will need to be
selected as the day Post Code:
County: *

you are completed
this form.

Effective Date: *

Click Next when

Please Enter The Bank Details For This Location.

Bank Name

‘ 11111111111

111111

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

12345678

(Please enter your account number excluding dashes or spaces. For all UK bank accounts this will be & digits.)

Please enter the details of the Invaice contact for this location.

Enter Your Name
123456789

emailaddress@emailaddress.com

Address
Address
City
United Kingdom v
ABC1234
Suffolk

01/02/2021

I agree that | am certified to accept responsibility for submitting this information on behalf of my business *

Save

this page has been
filled out.

= -

Clicking Submit on the next page

will finish the process and send

To complete your Enrolment please click the Submit button below

your details to Suffolk County

Council. Your sign-up is now

complete.




