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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, Brighton and Hove City
Council with the Supply Categories, ‘Day Opportunities’, ‘Supported Living' and ‘Community
Support'.

Provider

Completes
- Accreditation

Completes
. Enrolment

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

distributed by the council 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

Making public servicesdgxyu,onaﬂ again, 3



=>» (Create an Enrolment
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Glossary

New Supplier

Supply Category

Service Category

Service Template

Registration

Accreditation

Enrolment

Draft
User

Administrator

System lcons

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

This is the over-arching service sector/type of service, e.g. Day Opportunities,
Care Homes, Home Support etc.

The Supply Category is broken down into smaller Service Categories. E.g. ‘Care
Homes' can be broken down into ‘Challenging Behaviour’, 'Dementia’, etc.

Service title, outlining the type of service required

Process to gain access to SProc.Net — Username and password

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

* All fields displaying this icon MUST be completed to continue to the next stage in the process.

The magnifying glass indicates the section needs to be populated by pre-set information, found by

choose.

clicking this icon. A separate window will appear with a list of options / answers from which to

The right pointing arrow is the icon used to select a pre-populated answer or statement from the
separate window that appears when you use the above 8 function.

Any information, statements or answers pre-populated or populated in error can be removed using
this rubbish bin icon.

The down pointing arrow will provide a dropdown selection of answers for the user to choose from

when answering questions / statements.

This upload icon will provide a separate window for users to search their computer documents and
select which are required / asked for during this process.

If you click on the question mark, a small window containing further information about what is

@Hm® ®

required during a specific section will appear.
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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 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”: 1

Clicking here will direct you to the ‘New
SProc.Net Frociroment Supplier Registration’ form. This needs to be

completed by every new supplier. The

Registration process will generate a

Username:
username and password and allow a

How would you li supplier access to the SProc.Net system.

' As a New User | '& As a new Supplier

Password: Forgotten password?

3. The registration form will ask for details about your company:

Business Details |

Please complete the form below with business’ information. The form will inform you if the Business Name you enter has already been
registered, in which case, please click the New User button at the top of the page to request a login from the system administrator for
your Business, or contact us at.

L3 Please note that the fields marked with a ™ are mandatory.

° Business Details
Please enter the basic information of your business.

Business Name: * | (@ Business Name )

Registered Name: | | (@ Registered Business Name )
Website: | | (@ Website Address
Logo File: BE H
! | | @ Enter all your details as asked.

VAT Registered? * Yes v | (@ VAT Registered? )

| (@ Busin

These details will create your

Business Tax/VAT #: *

new SProc.Net account.

Legal Entity Type: *

M |

How many employees does your
organisation have? : *

How did you learn about Matrix? *

M |

Business Registration Number: * | | (@ Business Registration Number )

M |

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 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 27):

| New User

Once details are entered for the first business user. this user will be automatically set as the administrator. 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 complte the
registration process.

E3 itis mandatory to fill in the fields with the * next to them

4 New Supplier

© User Details Enter all user details as asked. These will

Please enter user information (your first user will b form a Supp“er Administrator profile. This

First Name: * | | user will initially log in and set up the
Middle Name: | company profile and thereafter control that
Last Name: " | | company's SProc.Net system. 1
Job Title:* | | -
Email Address: * | | (@ Email Address )
Phone #: ‘

| (@) Telephone nummber )

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

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:
£ Reply (€2 Reply All £ Forward G5 IM
Wed 09/12/201511:42
system@sproc.net
To B Christine Madean

Here are vour login details for SProc Net

UserID: nhscare < . .
Password: @4QIF93r These details will allow access to

the SProc.Net system.

Kind Regards
adam

To log mto vour account please go to www.SProc.net
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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:

Resetting Your Password

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

Enter 3 paseword that's easy for you o remember, but hard for athers to guess. Consider the following:

+ Youmust use a mixture of lelters and numbers

» Passwords must be at least 8 characters lang

+ Youmustinclude at least one caj letier

= Youmay not choose a paseword that has been used previoushy

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

Mew Fass‘.‘.t\rd.|

2 Repeat Passiord| ' 4 Change the password to something memorable. 1
\

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

10. Login using the given username and new password and click ‘Secure Login'":

Register Interest

Enter your username.

Username:

s How would you like to register?

Password: Forgotten password?

2 Enter your new password. As a new Supplier

Click "Secure Login’ to continue.

You will be directed to your ‘My Company’ homepage: 3

Company - Ring Roads

SR |

Ring Roads Accreditations (13)

Waltham Forest System Activiy (3)

E174RT Suppher Bank Details (0)

United Kingdom Community Reviews
Fhone # 442087830615 Enroiments (10)

Status: Active VAT # Locations (2)

Undated: Jig12/2014 15:42 url

Service Categories (11)

Supply Categories (2)

Supply Clients (3)

Users (2)

Accreditation Reguired

Check all details about your company Documents/Questions
. . Enrolments Required
are correct before continuing. DocumentsiQuestions
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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, hover over the ‘Admin’ icon on the grey toolbar,
highlighting ‘Accreditation’ and clicking ‘New": 1

e Receipts ¥ Invoices ¥ Reports v [Admin *  Help ~

My Profile

My Profile Ch encesAWL ogout
. My Company e

Users
Accreditation

Enrolment

-

2. Populate the required fields: 2

The drop down tab will provide a list of all clients who procure

3

The drop down tab will

Company - True Care - New Accreditation

services through SProc.Net.

and Supply Category you wish 1o accre

ow. Ifyou are contacted to provide evid Select the client to which you wish to supply services.

display the category Brighton

and Hove City Council

procures through SProc.Net. Client.*

Brighton and Hove City Council

Select the category you wish Category:* | Day Opportunities v |

to supply services.

q Navigate through by

clicking ‘Next'

Notes: 4

What is a Supply Category?

A Supply Category refers to the Service Area. For example “Day Opportunities”

=>» Within SProc.Net Accreditation and Enrolment is individual to each client’s 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/category separately.
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3. On the next page you will be required to answer a series of objective questions, provide

supporting documentation and agree to the contractual documents:

Company - True Care | Accreditation - Additional Information Step 2 of 6

4+ Accreditafion

= Coniracts

In order to submit this Acoreditation you must first review and agree to the documents listed below. Please note that these are legally binding documents and
by ticking the 7| agree fo the Terms of the document” box you are confirming 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 these terms and conditions.

Document Type IageToTe Tems 0T o
(S — S = Click into the document files to download
T3 LTI Baunea iz the Self Bill Agreement & Supplier
= Agreement documents. Once read and

—  Questions understood you must tick to authorise that

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

Please note that the application vill fimeout after 30 minutes. Remember fo save regularly to avoid kesing any responses you have entered

Quastion Type & ‘Quastion Taxt answer Charactars

Can your organisation confirm that it has read and
understood the entry guide and selection criteria guide for
the procurement of Day Opportunities/ Community

Company Information 1 Support/Supported Living, which is kocated at
hitp://demand.sproc.net? These are both very important
documents 1o read prior to applying to become an approved

Answer all

questions using

provider.
If applicable. please enter the name of your organisation’s
Company Information 2 immediste parent company. If this is not applicatle, pleass the drop—down
enter WA
If applicabie, pleas 2 name of your crganis stion’s i i
Company Information 3 ultimate parent company. |f1l‘|5 is not applicable, please OptIOHS prOVIded'

enter NJA.

Does your organisation provide 3 minimum of the Living Wage .
for all staff as defined at hitp:fiwmm: brighton-

= . ¥
Company Information 4 | iove gov.uklcontentusiness-amt tade/beighton-ove-Fing- | ]
WEGE-COMMIS S ion/ Cur-2ommitment-living wage?

Grounds for Mandatory o Flzas. rtify that you h [ v

Exclusion policy and will provide the pal

Grounds for Mandatory 18 Flease seff-cenify that you have 3 Medication polx:y and wiill [ v

Exclusion provide the policy as and when requested

Grounds for Mandatory 1 rtify that you have 3 Business Vorurl.ny [ v
clusion policy and will provide the palicy as and when

Grounds for Mandatory o,  Please selicertify that you have a Staff Training p:zl»cy and | v

Exclusion 20 will provide the policy as and when requested.

Grounds for Mandatory | ., r Palicy =

Erclusion : | |

[ 24 Can your organisation confirm that it has Public Liabilty I =

Insurance to the level of £10 million

If applicable upload the requested documents.
= Upload Opiional Documenis

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

Please note that documents can be pulled through automatically from previcus uploads to the system - you should check =
submission.

Documant Typs

Empiloyer’s Liability Insurance - il |

Using the calendar icons, add the

The document must show thel q L. q v d
organisstion, expiry date and

e e e @ | ® I i | [ cover. 1 you nave s=icert i ocument’s issue and expiry dates.
you vill get the required level

upload a blank document. ——————

Click ‘Next' to proceed
[ comces ] P

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.
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4, Confirm you have read and understood all terms and conditions:

» Accreditation

Matrix SPS retain the right to call upon your company at any point to provide evidence to the answers you provide below. Ifyou are contacted to provide evidence, you

mustdo this within 24 hours of the contact.

Click a tick into the box.

| confirm that am certified to accept responsibility for submitting this Accreditation
on behalf of my organisation

m Click 'Submit’ to continue. 2

5. SProc.Net will direct you straight into the Enrolment process

6. Select the location you wish to enrol to:

+ Accreditation

2

Supplier Location: *

Use the @ icon to bring up the list of

locations and select the correct

| | location using the @ icon.
Company:

Location: | |

Sort by: I:I [ Descending Clear Seas
Please o Locations (Ell=r=T on Find filter) [1
Finclcaneet 1

Matrix SPS Ltd t/a adam is = : Location Address Line 1
% . True Care True Care 45 Southend Street Sc
7. You will be directed straight into the Enrolment questions once you click ‘Next'
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Answer all listed questions, there will be a mix of drop-down and free-text responses

require

Please answer all of the questions below

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

Question Type # Question Answer m

Flease enter the name and contact details of the most senior
Company Information 1 member of staff to contactin the event of a serious issue 4000 left

arising both during office hours and out of office hours. £

1
. Flease provide the name and contact details of the person I
SampEny ETEeT Z responsible for Safeguarding within your organisation. Answer all of the Enrolment
questions using responses

Company Information 3 Do you provide a regulated activity as defined by the CQC? | \

provided. These answers will
be reviewed by Brighton and
Hove City Council.

: :

m 5_' Remember to ‘Save' after you complete each section

There are 37 questions in total, some 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.

— Upload Optional Documents 2

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

Please note that documents can be pulled throug iomatically from previous uploads to the system - you shg ~auh one belore
submission

Document Type ate e Expiry Date Description

Please upload your Service Provider
il ] - CQC Registration Certificate, this must

show both the Provider ID and the
Location ID.

Ifyou are a sole trader or Partnership

please upload one ofthe following to
demeonstrate your financial status: (a) A

copy of the audited accounts for the most
recent two years (b) A statement of the

Service Provider CQC Registration ‘ ‘
Certificate =]

turnover, profit & loss account, current
liabilities and assets, and cash flow for
the most recent year of rading for this
organisation (c) A stater

Financial Information = | @ | I | @

credit position
demonstrating financial st3 y .
the ahove are not availablg document's issue and expiry dates.
Forecast of turnover for thef
and a statement of funding
the owners andlor the bank, charity
accruals accounts or an alternative
means of demonstrating financial
status).

— 5_' Remember to ‘Save' after you complete each section

Using the calendar icons, add the
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=> 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.

=>» At this point, only Learning Disabilities packages will be commissioned through SProc.Net.
Service Categories -.

= Service Categories
Service Category:| |

ind More ltems” to add additional S ategories to this Enrol IRt . .

Click ticks into all relevant

@ o roamnasoay categories and then click ‘Add
1

earning Disability Support Day Opportunities L
Click 'Find more items’ icon to bring h

followed by ‘Done’ to complete.

up a list of the Service Categories.

Finally you will need to input your company bank details for the account to which you wish

payments to be made:

~+ Bank Detalls

@ Bank Details

Please Enter The Bank Details For This Location.
Bank Mame: *

Account Name: *

Sor Code: * (Piease enter your sort code excluding dashes or spaces. Far all UK based accounts this will be & digits.)

Account Numasr. * e your sccount number escluding dashes or spaces. For all LK bank accounts this wil be B digits.)

o In\.'ulcet; .
s enEr Input all your bank details

Invoice Contact Name:
Address Phone: * |
Email Address: "

Email Address 2

Agdress Line 1:*
Address Line 2.
Address Cry: *

Counlry. * .

Pogl Code: *

e 11 Make sure you click a tick into the T&Cs box

Effective Date: *

dity for
Business *

Click "Finish’ to continue 5

9. To complete:

~ lagree that | am certified Lo accept ion on behalf of my

To complete your Enrolment please click the Submit button below

Click 'Submit’
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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:

BB Texsee Colour T
- W A A

S PI'OC - N et gﬁ?_{jnement

‘Welcome, Lucy Jones. Your password will expire in 3 days.

Enrolment Use the unique identification number of the item in the
search field to find the item within your system

Current Status: The Enrolment is still in draft status and will need to be completed and submitted to
continue.

Next Steps: Ensure all items in the submission progress below are completed correctly and then select
'Submit' from the Actions menu to submit the Enrolment for approval

[tem is in ‘Draft’

~ Draft Progress (3)

Have all of the required documents been uploaded?, V
Have all questions been answered correctly 7 Take note of the Enrolment identification number to V
Have service categories been added? locate the item when re-entering the system. v
* Enrolment - EN7421
1. From the Enrolment summary page, to edit the information click into the ‘Actions’ icon:

Enrolment g
RIS Actons ~ 1

» Edit Click "Actions’, 'Edit’

A Suhnlul'-:——"J

Current § nrolment is still in draft status and will need to be completed and submitted to

~ Cancel s

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

2. This process can be repeated as many times as needed, clicking frequently to
save your current workings.
3. When complete use the ‘Actions’ icon to 'Submit”:
Enrolment

B 2

A Edit

Click "Actions’, 'Submit’
A Submit

Current § i R I v e to e completed and submitted to

A Cancel
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4, Click 'Submit’ to complete:

To complete your Enrolment please click the Submit button below

m m g Click 'Submit’ to complete 3

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

Current Status: This Enrolment has been submitted but is waiting for the Accreditation to be approved
before It starts it's own approval process.

MNext Steps: Please wait for the approval process to be completed.
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Summary Pages

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

Enrolment Summary:

Enrolment

Cumrent Status: This Enrciment has been 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.

« Bank Details

Link to the Accreditation S ame -

w Enrolment - ENBTES

summary page Azourd Hame :
Bt Code

Bzeznurt Hum e o
Imrwoles Comizot Hams @

Enroiment # :

Bearediation £ AC19853 Addrece Line 1 : =5 Whasbower Fd

Cllent Hame : Srgein and Sove iy Count Addrece Ling 2:

‘Cafegary : Dy Dppeorbunities Addrace Ty : MIRon Kayres

Juppiller Kames : Trgs Care Poct Code L E0EE

Location : Tous Cane Coourity - Euckingramsrine
Tty United Elngdom

Addrece Line 1 : 45 Southend Steet

Addrace CHy : [ET— Emall Addrec chistne maclssndmatiy-scrrtralning Com

County : ST — Emall Addrect 2

Addrecs Poct Cods - M 1E0EE: Addrecc Fhone : D454 5T423E

fom s Effecdive Dade © D6

Satus Accreditation Ferding Revlaw Date Updated : TImE 1Ee
Updaded Ey - Cans Marager

~ Additional Items
Printable Detail

> [.'ru-t:umenis{!] Ed

lesus Numbsr [Expiry Drate

Beriice Frovider D2 Reglstation Carifcate
Franclal Indommaton

ng Docement docy

aining Document docx
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Accreditation Summary:

Accreditation - Brighton and Hove City Council - Day Opportunities

Cument Status: This Accreditation is pending adam review.

Mext Steps: Create a new Enrclment from the actions menu while waiting for adam to review this
Accreditation. You will receive email updated when this happens

.
Agorediation £ ACAZEEE

Clant Hame : Edghton and Howe City Counc
Categary : Day Opporkonites

ZJupplier Hame : Trae Can

Hatue Fending Review

« Contracts [2Z)

Documant Typa Download Fiig AT TO T TAMMBOTTRE 4 s m autnorissd To Agres
Zat SN Agreemens Downioad File - =
Suppilar Agreement Diownioad File - -

* Documents (2) E7
Documant Typs

mployer's Liabllity Insorance

lesus Dats lssus Number [Expiry Date

wiDlic Lability inswance

Guastion Type # uastion Text AN EwEr Expiry Diata

(T your crganisafion condmn Bhak IE has read and wndersbood e ey

Link to the Enrolment summary page

Activity Type
Accneditafion Bubenihed
Accneditafion Creabed

Client Nama

EMETES Accreditation Fendlng Fevlew Edghton and Hove Tty Cownc Dy Dpporbarites T Cans

. Thare are nd recands 10 dsplay.
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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 and Hove
City Council for approval

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

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

resubmit the failed item

Review
failed
Provider I , ,
Provider is
completes and . . .
: X adam reviews Review Client reviews Enrolment approved onto
submits their o N
. Accreditation passed Enrolment approved the client’s
Accreditation suboly chain
and Enrolment I PRI
Enrclment
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:

SProc.Net Saesement

Supplier Accreditation Accepted

Dear Service Manager,

This e-mail is to notify you that a Accreditation for Midlands and Lancashire Commissioning
Support Unit: Staffordshire - Care Homeshas been accepted and is now qualified for
enrolment. Please log onto www.sproc.net to view this change.

Client: Midlands and Lancashire Commissioning Support Unit: Staffordshire
Accreditation: AC12718

Category: Care Homes

Supplier: CSU Provider 1

Status: Approved

To view this item click here

Altematively you can log into your account here. DO NOT 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:

Company - Ring Roads

These fields will show in the brackets the
number of Accreditations which have been
accepted, the number of user’s set-up, etc.

¥ Ring Roads

Ring Roads

T

\

i Accreditations (1)
‘ s o System -

| Activity (0)
E17 4RT | \

Supplier Bank Detais (0
United Kingdom
Community Reviews
Phone #: 442087889615 Enrolments (2)
atus: Active VAT #: -

Ppdated: 15/12/2014 16:42 uri: Locations (2)

Service Categories (0)

. . . . . Supply Categories (0)
This section will show all the provider details '

Supply Clients (0}

as entered during Registration.
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Resubmitting a Failed Accreditation

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

Home ~ Requirements v Offers

Service Agreements v Service Receipts v Invoices ¥ Reports v Admin * Help ~

_ Text sze: Colour T My Profile

SP N t Services
I'OC e Procurement

Users
Welcome, Jonty Rhodes (Not you?)

Requirements 0 Offers

2. This will show you a list view of all of your Accreditations:

Accreditation

Enrolment

Click 'Admin’,

'Accreditations’ and ‘List’.

Accreditation (Filtered on Parent ) [1 - 10 of 14]

All{14) Draft(3) Pending Review(5) Review Failed {(2) Pending Acceptance (0) Declined (0) Pending
o e Jed (0)

Approval (0) Rejected (0) Appr¢
Use this icon to

# Status select the * Category * Supplier Name *
L . Accreditation you F | N
} Q . . Passenger Transport Services  Ring Roads

= wish to review.

3. This will show you the Accreditation summary page:

Accreditation -

SIS ~ctions ~

- Passenger Transport Services

Current Status: This Accreditation has failed Matrix review.

Next Steps: 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

' System ’

: A
SUpphef Click the BEEEEEEED jcon and

Accreditation #:

a separate window will load.

Client Name :
Category :

Supplier Name :
Status :

Making public Servicesdzrdv_\,onaf again,
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4. This document will show you all the Accreditation information and the reason it was
failed:

IfnVocab({Accreditation,accreditation,P) Detail Report

|Client: Lordon Barougn ¢

Supplier: ing Fosds
Status:  Review Failed

Description:

Status: Rewvew Failad

SProc.Net

Servives Procwement

|catagary: Fassergar Transport Servicas

Croatad by:

Lucy Jones

Craated: 151122014 16:55

External Rel

Expiry Data

f.

Expired: False

Apprava by

Date Approved.

Date Submis

itted. 15/1272014 1719

Cuestion Type
Frefassionsl Standng

Safaquardng

Safequardng

Feakh & Safuty

Documents - Current

Question

| Can your organsahon cominm thar i st thes s

used in the performance of Bis contrac will have at
least 2 yaars’ axperience n dellvering the raquired
service?

Can your arganisation canfirm that it agrees @ comply
with e contnts of e Council's Safeguarding
document (plesse see i) and that It will complets all
the requited checks in respect of all workers desloyed
m work indar His sgrasmant and that it will provida

the: Counal with the information regured?

Can your ergarisation confirm that It has 3 robust
Disclosure and Barring Service disclosures policy and
procedure In place for desling wih dsdosures,
including those that cantain mformation ['sostve’
disciosures|? Its policy and procecdurs, at 3 minumum,
needs to meet the same standarcs as the Counal

| (piease se2 link),

an your organsabion confirm that it has read and
understood e Councils Health and Satety poicy
(Ploase soo link} and that f s already operating to, at
st the sae standards of that It wll L= opsating o
thecn choredarde bofre = roniact be o

s

Yes

Review the details of

why the Accreditation

was failed.

Last Review |Issue Date Expiry Date | Review Passed ents Reason
Document Type Filename Date
Employer's Liability Insurance TEST DOCUMENT.doox 16/12/2014]  01/10/2014) 01/10/2015| False please upload an indate Incorrect Documen
10:45| 00:00) document
Public Liability Insurance TEST DOCUMENT.doox 16/12/2014]  01/10/2014] 01/10/2015| True
10:45| 00:00)
Supplier Agreement ANNABEL test document 16/12/2014] True
10:46)
Self Bill Agreement ANNABEL test document 16/12/2014]  01/08/2014] 01/08/2015| True
10:46) 00:00)
Bank Details Form TEST DOCUMENT.doox 16/12/2014] True
10:46)
Equal Opportunities and Diversity Policy TEST DOCUMENT.doox 16/12/2014] True
10:46
CRB/DBS Form TEST DOCUMENT.doox 16/12/2014]  01/12/20141 01/12/2015| True
10:46| 00:00]

This IfnVoc ab(Acc reditation,accreditation.P) contains no historical documents

Acti
Activity

Accreditation Reivew Failed
Accreditation Submitted

Accreditation Created

Activity Date User

16-Dec-2014  Annabel Wilmot
16-Dec-2014 | Lucy Jones
15-Dec-2014  Lucy Jones

1of 1 User: lucyjones

Comments

16-Dec-2014 10:47

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

Accreditation.
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5. From the Accreditation summary page:

Home Requirements Offers Service Agreements Service Receipts Invoices Reports Admin Help

Colour H H
Services
SPrOCNet P:muremem

?7)

issword  User Preferences  Logout

To update the Accreditation
information click ‘Actions’ and

‘Re-upload Docs & Re-submit’

* New Enrolment

~ Re-upload Docs & Re-submit

Current S iled Matrix review.

Re-upload Docs
Next Steps: 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

6. Update the required information:

Accreditation - - Passenger Transport Services | Re-upload Documents Step 1 of 1

+ Download Docu nts
. Review - = +
Document Type Old File Name Passed Failure C
Employer's Liability Insurance TEST DOCUMENT .doc x Mo Incorrect Document please upload an indate document
Public Liability Insurance TEST DOCUMENT .docx Yes
Supplier Agreement AMNMABEL test document 13.0Yes .
Review feedback from adam
Self Bill Agreement AMNMABEL test document 13.0%es
Bank Details Form TEST DOCUMENT .docx Ves

Equal O ppertunities and Diversity Policy TEST DOCUMENT .doc x es

CRE/DES Form TEST DOCUMENT .docx Ves

+ Re-upload Documents Using the upload icon,

upload the revised

Please upload new versions of the documents below where required. The pane abowve shows the details of the last review and shoulg,

need o change documentation.

Issue

Document Type 0Old File Name New File Name Number Expiry Date
Employers Liability Insurance TEST DOCUMENT docx [ | B [oviozoi4] @ | | [o1nozo1s] (@
Public Liability Insurance TEST DOCUMENT.docx [ | 8 [onio2014] @ | | [o1o201s] @

—— mﬁ Click 'Submit’ to continue
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7. Confirm you agree to the terms and conditions.

Accreditation - » Submit Accreditation Step 1 of 1 - Submit Accreditation

» Accreditation

on your company at any point to provide evidence to the answers you provide below. If you are contacted to provide evidence, you
anlact

1 Click a tick into the box

By Clicking submit you are agreeing to the Matrix-SCM terms and conditions of
Accreditation.

| Agree That | Am Certified To Accept Responsibility For Submitting This
Documentation On Behalf Of My Company
o

m m 4 Click 'Submit’ to continue 2

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

adam for review:

Accreditation - |

Current Status: This Accreditation is pepging bt Accreditation status updated

Next Steps: Create a new Enrolment from the ile wailing for Mainx (o review this "

Accreditation. You will receive email updated when this happens
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Resubmitting a Failed or Rejected Enrolment

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

Home v Requirements v Offers v Service Agreements v Service Receipts v Invoices v Reports v Admin * Help ~

My Profile Click ‘Admin',

- =ttt s ﬂ z 0\ My Profile  Ch ences Logou
) My Company ‘Enrolment’ and

SProc.Net Sheement Al

Welcome, Jonty Rhodes (Not you?)

l o l Requirements “ Offers @ Service Agreements

2. This will show you a list view of all of your Enrolments:

Accreditation

Enrolment - List [1 - 10 of 11]

[ra h ad Pending Revie 0 Revie ailed Pending A eptance (0 De ad (0 Pending

Select the
Enrolment # Status Enrolment you £ Supplier Name Location
EE | wish to review. | I
} eview Faled Lendo rans Ring Roads Ring Roads

3. This will show you the Enrolment summary page:

Enrolment

SIS Actions ~ |

Current Status: This Enrolment has failed Matrix review.

Next Steps: 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

v Enrolment - EN7421 v Additional Items

' System \ )
Supplier

Enrolment #: . —_—
Accreditation # Click the B&=22l jcon and
Ctient Name : a separate window will load.
Category :

Supplier Name :
Location :
Status :
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4. This document will show you all the Enrolment information and the reason it was failed or

rejected:
IfnVocab(Enralment,enrolment,P) Detail Report SProc.Net
Services Procurement
fnVocab(Enrolment,enrolment,P)
#7140 Status: Review Failed
‘Client: Lendon Borough o ‘ |Ca(egury: Passenger Transport Services ‘
Supplier: Ring Roads Location: Ring Roads

Status:  Review Failed

Description: Created by: Lucy Jones
Created: 15/12/2014 17:19
External Ref.
Expiry Date:
Expired: False
Approve by Date:
Date Approved.
Date Submitted. 16/12/2014 09:26

IfnVocab(Questions and
Answers,questions_and_answers,P)

‘Question Type Question Answer
Licensing Has your organisation ever had its Operating No
licence or PCO licence suspended, revoked or
refused?
Professicnal Standing Please provide full details and explain what
remedial actions have been taken.

At the bottom of the report there will be a field, this will contain the rejection comments as
detailed by the client:

Documents - Current

Last Review |Issue Date Issue | Expiry Date|Review |C R Is Is | Required
Document Type Filename Date Number Passed Current | Original
Cash Flow Forecast  |TEST 16/09/2014 True True True True
DOCUMENT.docx 11:09]
Operators Licence TEST 16/09/2014( 01/08/2014 06/08/2022| True True True True
DOCUMENT.docx 11:09] 00:00
Complaints pelicy TEST 16/09/2014 False |please upload ain |Incorrect True |True |True
DOCUMENT.docx 11:09 date doc Document
Audited accounts TEST 16/09/2014 True \
DOCUMENT.docx 11:09] d : :
N Review the details of
Wehicle Requirements |TEST 16/09/2014 True \
DOCUMENT.docx 11:09) why the Enrolment
Private Hire Vehicle 16/09/2014 True was failed or rEJECtEd.
(London) Licence 11:09
This nVecab(Enrolment,enrclment.P) contains no histerical documents |

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

Making public Servicesdg,vw,onaﬂ again, 25



5. From the Enrolment summary page:

Enrolment

1
ESHE] ~cton ~ I L

A Re-upload Docs & Re-submit

To edit the Enrolment information click

L L - upload Docs & e-submit Es ‘Actions’ 'Re-upload & Re-submit'.

Next Steps: Please use the ™Re-upload Docs & Re-subiilil ™ UPLUL U LIE ALUOIS HENU U VIEW LIE

Update the required information:

v Re-upload Documents

need fo change

Document Type Old File Name New File Name Issue Date Number Expiry Date
Audited accounts TEST DOCUMENT docx [ | & | | @ | Il | @
Cash Flow Forecast TEST DOCUMENT .docx [ | B | | @ | |l | @
Operators Licence TEST DOCUMENT docx [ | B8 [ovoseos] @ | | [[oserozz| @@
Vehicle Requirements TEST DOCUMENT docx [ ] . [ | @ [ il | @
Private Hire Vehicle (London) Licence [ = | @ | Il | @
Complaints policy TEST DOCUMENT .docx [ | B | | @ | |l | @

6. Click 'Finish’ to save your update, you will be returned to the Enrolment summary page and

the item information will have updated

7. To submit:

m ﬁ Click "Finish’ to continue 2

8. Click 'Submit’ to complete:

To complete your Enrolment please click the Submit button below

Click 'Submit’ to complete
—_ mé P 3

9. The Enrolment submission will have updated to show it has been re-submitted to adam for

review:

Current Status: This Enrolment is peasiggedatrcd Enrolment status updated

Next Steps: Please wait for Matrix to review the Enrolment. You will receive an email when this happens
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Adding Additional Locations

e Use this process to add further branches of your company to your SProc.Net system.

e Within SProc.Net you will need to separately Enrol each branch/location within your
company.

e This process allows you to manage multiple branches/locations via one SProc.Net
account. It permits you to specify branch specific criteria, for example, different

branch/locations can supply different Service Categories into a client.

1. Login to your SProc.Net system

2. From your homepage expand the ‘Admin’ tab on your toolbar:

Hover over ‘Admin’ and

then ‘My Company'.

Home ¥ Requirements Offers v Service Agreements Service Receipts ¥ Invoices Reports ¥ [Admin ¥ H

My Profile
Text size Colour ﬂ T
P ]

S P rOC . N et g?c;\él?rismem Users

Welcome, Jonty Rhodes (Not you?) Accreditation

Enrolment

Requirements 0 Offers @ Service Agreements Service Receipts
All All All All
Open (0) New Offer Active (0) New Service Receipt
On Hold (0) Un-Submitted (0) Draft (0)
Submitted (0) Pending Approval (0)
Pending S-A (0) Rejected (0)
Approved (0)
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3. You will be directed to a page detailing all of your company information:

Company - loW Provider

Current Status:

Next Steps: There are no actions to be taken at this time.

loW Provider Accreditations (2)
Milton Keynes il SyStem Activity (D)
MKS 1ET |

Supp"er Bank Details ()

United Kingdom Community Reviews

Phone #: 01234568552 Enroiments (2)
Status: Registered WAT# 125258727 Locations (1)
Updated: 27/10/2015 08:49 Ur:

Service Categories (0)

Supply Categories (D)
Supply Clients (0}
Users (1)

Accreditation Required
Documents/Questions

Enrolments Required
Documents/Questions

4. To add alocation, select the ‘Actions’ icon:

Company - Quality Care

SRS ~cton= ~ I

A MNew Location

m A New Bank Details

Quality Ca| ~ New Accreditation

Milton Keynes

MKS 1EA

System
Supplier

Click the ‘Actions’ icon, then ‘New Location’.

United Kingdom Community Reviews

Phane # 01234568552 Enrolments (5)
Status: Active VAT# 126654222 Locations (1)
Updated: 28/10/2015 11:24 ur:

Service Categories (27)

Supply Categories (3)

Supply Clients (1)
Users (1)

Accreditation Required
Documents/Questions

Enrolments Required
DocumentsiQuestions
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5. Input all of the information about your additional location:

» Company

Please enter the address and contact details of you company’s branch/location.

1

Location Display Name: *

Address Line 1. *

| Add all of the details of the new location.

Address Line 2: |

City: *

Address Post Code: l:l (Must be exaclly 7 characters e.g. AAT11AA or AAT 1AA)

Address Phane: l:l

e [

Company Vocab Override : I:I

Click ‘Next’ to complete.

N

6. You will be returned to your company information page:

Company - Quality Care

SIS ~ctons ~

Quality Care

System
Supplier

Milton Keynes
MKZ 1EA

United Kingdom

Phone # 01234568552
Status: Active VAT # 125554222
Updated: 28/10/2015 11:24 Url:

Locations (2)

N
\I 1k

Accreditations (4)
Activity (3)
Bank Details (1)

Community Reviews The new location will be listed
Enrolments (5} under the ‘Locations’ icon.

Service Categories (27)
Supply Categories (3)
Supply Clients (1)
Users (1)

Accreditation Required
Documents/Questions

Enrolments Required
Documents/Questions
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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:

SPIc.Net Foement Repie e

Username:

How would you like to register?

Password: Forgotten password?

' As a New User | ‘&_ As a new Supplier I

Click into the ‘New User’

icon to start the process. 1
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2. This will direct you to the ‘New User’ details page:

SProc.Net

Services

Procurement

Textsize: A A A New Supplier Registration

New User Registration: New User Details

To register as a new user please insert as much information as possible in the fields below

&3 1t you are an existing user and want to reset your password, click the ‘Login to your accou

£J Itis mandatory to fill in the fields with the * next to them

Use the [=!icon to select a role 1

from the drop-down list.

o Business Details

Please select either Client or Supplier dependant on the company you
select the company

Company

Company Name:{

Sort by: M

Descending

. companies [1- 10 of 2,814]

. Company Name City:
User Role: * Supplier v '—> B coneumiTeD
Company; ’ ‘ ° @ 1/OUNDSLEY HALL LIMITED

® 1irs MALTI DIWAN

e About You . BUPA CARE HOMES ( CFHCARE) LIMITED

Please provide a your personal details below . GLENFIELD HOUSE NURSING HOME LTD

First Name:* | 8 orJMKkUMAR
- - J
Input all the user LastName:* | YUAYSIDE CORE LIMITED
. . BUPA CARE HOMES (ANS) LIMITED
details. Email Address: * ‘
2 . ) . MR ROSHAN DASS
Phone #: ] Use the & icon to select a Wi
3 Location:* ’ company from the list window. € Prev | Next =

6 Additional Information

Please provide any additional information that will assist your company’s system administrators in approving your

new user registration

Additional Information:
Input further information for
the approver to review. 4
Click 'Register’ to complete. 5
==
3. 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.
31
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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:

Click '‘Admin" and

Requirements Offers Service Agreements Service Receipts Invoices Reports Admin Help then "Users'.

My Profile

Text size Colour ﬂ T q
My Profile  Ch
Y & My Company

Users
Accreditation

Enrolment

Service Receipts

Requirements @ Service Agreements

All All All Al
Open (0) New Offer Active (D) New Service Receipt
On Hold (D) Un-Submitted (0) Draft (0)
Submitted (0) Pending Approval (0)
Pending S-A (0) Rejected (0)
Approved (0)
2. This will take you to a list view of all your users:

Company - Ring Roads | Users (Filtered on Parent ) [1 - 2 of 2]

[ | Name Company = User 1D =

Role Name - SupplierAdministrators (1)

2 . | |Lucy Jones Ring Roads

Clicking the @ icon will take you to
Role Name - SupplierUsers (1)

that user’s information page.
. Wiliam Troy 'Ring Roads —WHW_

3. Click into the new user to view their details:

User - William Troy (Ring Roads)

S o~ 3
~ William Troy (Ring Roads) AC Click the user’s name link. -

William Troy Email: - - . : -
Ring Roads Telephane: Standard Mofifications (144) Community Reviews
Status: Active Last Login: 04/11/2014 15:40
Role: Supplier
Updated: 07/10/2014 09:07
P b Notes (0) » New
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Review their details and select their account settings:

e S| i~

Editable Fields
User ID IM\II:mh’oy Must not contain blank speces)
First Name: * I.M iam
Migdie Name |
LastName: * |"°,
Job Title: |
Email Address: * I
Phone # ﬁ
Community Review Score i
Location: * IBrumWayCare ]}
Level Name: [ ‘..

Registration Motes:

Company Ring Roads
Name: william Troy
#Logins: 29
LastLogin: 0411172014 15:40
User Agent: Chrome - 38.0.2125.111 (Windows)
Failed Logins: o
Role Type: Supplier
Status: Active
Created By
Date Created: 21/08/2014 10:47
Updated By: Christine Maclean
Date Updated: 07/10/2014 09:07

Review the information they

have submitted.

/ Use the 8 icon to select a user

—a

location from the list window.

FontName -~

3

Registration Comments

# Design |4y HTML @ Preview

Role Name SupplierUsers v

Use the [=] icon to select
Locked the user’s access level. 3

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
. Supply branch manager
Administrators steps

Supplier Executives

Supplier Finance
Supplier Managers
Supplier Users

Access to view & approve all process
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

Head of service with supply

branch
Finance Manager
Supplier employee
Supplier employee

Table 1.0
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4, Once complete you will need to approve the user:

Home Requirements Offers Service Agreements Service Receipts Invoices Reports Admin Help

Text size: Colour T JRa) T
q My Profle  Change Password  User Preferences

S PrOC . N et E‘Erij’wufrz;)em

Welcome, Aled Jones (Not you?)

User - William Troy (Ring Roads) ) User - William Troy (Ring Roads)

. BN o
2 ApproverReiedt Click 'Actions’ and then

Clear Alerts [ Approve/Reject | 'APPFOVQ/REjECt'

Cornt

Delete User
#l Reset Password
Last
User Send Password
Failed Logins.
Role Type' Supplier
Status Registered
Created By:
Date Created: 19/09/2014 10:24
Updated By: Aled Jones

5. Accept or decline the new user application:

User - William Troy (Ring Roads) » User - William Troy (Ring Roads) | Registered User

Step10of1- Approve/Reject

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

* Acce| .. .
pen < Select your decision and detail any
ecline

Comments: comments about this user. 2

[ Cancel N Save | € Click 'Save' to complete.

3

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

username and password:

2 Reply [£2 Reply Al £} Forward G IM
Wed 09/12/2015 11:42
system@sprocnet

To B Christine Madean

Here are vour login details for SProc.Net

UserlD: nhscare
Password: @4QJF93r

Kind Regards
adam

To log into your account please go to www.SProc.net
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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, expand the ‘Admin’ tab on your toolbar:

Home Requirements Offers Service Agreements

Text size

SProc.Net

Welcome, Aled Jones (Not you?)

Requirements

Colour T

Procurement

Service Receipts

@ Service Agreements

Click ‘Admin’ and then
‘My Company'.

1

Admin

Invoices

Reports

~ T

Help

My Profile

My Company ences  Logol
Users

Accreditation

Enrolment

Service Receipts

3. Select the ‘Users’ link under the Admin section of this page:

Company - Ring Roads

o N

Ring Roads

‘Waltham Forest

E17T4RT

System
Supplier

United Kingdom

FPhone #: 442087889615
Status: Active WAT #:
Updated: 15/12/2014 16:42 Url:

4, Selectthe ‘New' icon:

Accreditations (13)
Activity (3)

Bank Details (0}
Community Reviews
Enrolments (10}
Locations (2)

Service Categories (11)

Supply Categories (2)
Supply Clients (3) :I. Click the ‘Users’ link.

Users (2)

Accreditation Reguired
Documents/Questions

Enrolments Required
Documents/Questions

Company - Ring Roads ) Users (Filtered on Parent ) [1 - 2 of 2]

Clicking the ‘New" icon will take you

|| User D #
to the new user page.
®E )
Role Name - SupplierAdministrators (1) ’
} - | |Lucy Jones Ring Reads lucyjones
Role Name - SupplierUsers (1)
- ) | William Troy Ring Roads williamtroy
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5. Complete the User's details and role:

Requirements Offers ~ Service Agreements Service Receipts Invoices Reports Admin Help

coou | | [T/ I
Q My Profle  Change Password User Preferences  Logd

Welcome, Aled Jones (Notyou?)

Company - Cardiff Care » Users » New User Step 1 of 1 - Basic Details

Enter the basic details of the new user and choose whether to send them their password via email

c Basic Details

Please enter your basic user information
User Role: [Spier v Input the user's details. |
First Name: * :

Middle Name: [

Last Name: *

I Use the B icon to select a user

Location: * [~ . . .
—_— as '{ location from the list window.
Email Address: *

4 ¥ Send Password
e User role 2

CIICk ,Save, tO com Iete Please choose a user role for your new user
plete. User Role: * . Use the [=]icon to select

the user’s access level.

3

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

See Table 1.0 on page 11 for User Role explanations

and password:

2 Reply G2 Reply All £ Forward G5 IM
Wed 09/12/2015 11:42
system@sproc.net

To B Christine Madean

Here are vour login details for SProc Net

UserID: nhscare
Password: @4QJF93r

Kind Regards
adam

To log mto vour account please go to www.SProc.net
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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:

Click into the "Help Library’ icon on your homepage

Home v Requiremand oners Service Agreements v~ Service Receipts Invoices Reports ¥ Admin Help

B Text size Colour T
g My Profile  Change Password  User Preferences  Logout

SProc.Net Sidment

Welcome, Jonty Rhodes (Not you?)

Text size: Colour T K3

My Profile Change Password User Preferences

SProc.Net coeement

Click here to Welcome, Jonty Rhodes (Not you?)

view all

rolment » Help
training

resources

) Frequently Asked Questions (FAQS)  |enter search term here
available

Training Resources Raise Query Live Support Contact Us

2 B Q

Open Training Guide Open Message Box View Contact Options

a) Training Guides / documents are available for you to view and use as support:

My Profile  Change Password  User Preferences  Logout

SProc.Net Buiment

Welcome, Jonty Rhodes (Not you?)

Click into the document relevant to your query/question

Enrolment » Help » Training Resources

w Recent Information (1)

LB Camden - Core Value Statement pof

and the training document will download

w Training Documents (0)

w Training Registrations (0)

. There are no Training Documents available . There are no Training Registrations available

Client specific user guides will display the

w Training Videos (0)

- There are no Training Videos available

client’'s name in the document filename.
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