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Overview

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

14-step process.

Requirements (Client service needs) and Offers (Supplier service bids) within the
system are broken down into three separate metrics; Attributes, Profile and Price.

The Client details the The Supplier constructs their
specifications within the offer against the specifications
requirement within the Requirement
Attributes Profile PRrife Offer N
Objective Subjective ate
specification specification offered by — Attributes that can be met
of service of service Supplier to [
needs — In a needs — In deliver the Profile uanswers
closed an open SpeCI_fled . _
question question service Price of service
format format
|
5% 35% 60% 100%

The Client inputs for what percentage these three metrics will account in the
complete Offer score, which defines how the SProc.Net system will rank those Offers

into a shortlist.

During the Requirement creation and distribution period the Client also sets out
timescales that outline the subsequent periods where Offers can be reviewed and

revised.
Biddi Client Decision Service Agreement
Requirement Open for Offers Q Client Review J _Blading ) Llient Decision Service
i i ; R—— Suppliers revise their Client selects an >
Client Supplers Client score offer’s pricing to offer & creates a Agreement
creation and submit their shortlisted Iér's pricing to Serui becomes active
istributi ffers submit a best and final ervice d deli
distribution o offers A and delivery
offer greement
commences
Note:

=> If the service start date is within 24 hours of Requirement distribution the
above timescales will not apply. Supplier Offers will be evaluated when
submitted and a Service Agreement (contract) created straightaway when a
suitable Supplier is identified.

=>» Offers submitted are to deliver a service, not a specific person/worker.

Once all the review periods are complete the Client is presented with a final shortlist
of Offers based on the Offer scores in relation to the three metrics (Attributes, Profile
and Price).

They will then progress the top ranked Offer through to the Service Agreement
(contract) step and this finalises the procurement process, after which the service
delivery can commence.

This guide is a step-by-step walk through of the 14-steps within SProc.Net and
explains how each step is fundamental to achieving efficient, fair and equitable
service procurement.
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Advertising

To advertise a public sector Client’s recent services procurements to a public
domain website

SProc.Net aggregates all Client Requirement and recent spend information and
displays it on a demand site.

Suppliers can log onto the demand site
and view all the active procurements and
recent procurements for SProc.Net Clients

Suppliers input their search criteria
regarding the type of service they wish
to view and their service area

Which category do you wish to supply? Postcode Distance can provide up to

B ¢ 0 vies 30 Mies © 50+ Mies

Agency Workers

Agency Workers
Projects

Training Senices

The demand site will then show

T T ey Suppliers which Clients are procuring

services relevant to them

Which category do you wish to supply? Postcode Distance can provide up to

Q Search Results for Agency Workers within 30 Miles miles of MK160PR

Aylesbury strict London Borough of
C Lambeth

Northamptonshire
ouncil Police

Once a Supplier has selected a Client they can see all the information about their
recent service procurements:

Services currently
Home / London Borough of Lambeth - Agency Workers bEIng procu rEd -

Suppliers can click
Spend during the last 12 View spend breakdown by # Current Open

Service Categories within Agency Workers i Tnonth Requirements into th ese for more
Bilding Senices & Maintenance £857,774.20 " otoview details about open
Executive £1707.94184 Requirements

Category of service
broken down further

Finance

£862,245.08
£1788,251.65
m 500.318.32
IT - Specialist 28,406.79
Legal 15.287.18
e Information on bl
Occupational Therapy yearly spend by | ~ Otoview |
Page:10f2 4= Previous | Next =p Category and a Display in sets of: 10| 25 | 50

Housing

Human Resources

further breakdown
available by month
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The information displayed provides a transparent view of a Client’s service
procurement opportunities which can encourage Suppliers to join SProc.Net, Accredit
and Enrol to a Client’s supply chain.

Advertising also allows existing SProc.Net Suppliers to view potential opportunities in
other service areas or with different Clients.

Example:

1) A Supplier reviews the demand site and notes they can supply one of the
services recently procured by Client A

The Supplier Registers with SProc.Net, Accredits and Enrols to Client A

Supplier —_ Service 1 —_ Client A

This Supplier can now Offer and bid for these services for Client A through the
SProc.Net system

2) The Supplier then reviews the demand site again and notes that Client B also
procures the same services through SProc.Net

The Supplier Accredits and Enrols to Client B

Service 1 —_ Client A
—>

Supplier

> Service 1 —_ Client B

This Supplier can now Offer and bid for these services for Client A and B

3) The Supplier reviews the demand site and notes that Client A is procuring
Service 2 through the system

The Supplier diversifies their business, Enrols into that service area with Client A

Service 1

Client A

- -
Supplier
—>

Vo

Service 2

This Supplier can now Offer and bid for Service 1 and Service 2 procurements for
Client A and they have grown their business directly in line with the market needs
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Accreditation and Enrolment

Accreditation and Enrolment are the steps for a Supplier to join a Client’s
supply chain

Completed at a company level, Accreditation is an objective evaluation of a Supplier
based on a defined set of criteria.

Completed at Supplier location level, Enrolment is a subjective evaluation of a
Supplier based on a defined set of criteria.

These two process steps are completed within one wizard via the SProc.Net system

**Suppliers must firstly register on SProc.Net to set up an account and get login
details**

Accreditation

The Supplier will be asked a series of closed questions that have a predefined list of
answers, this allows the system to quickly identify if an Accreditation has passed or
failed based on the Client’s criteria:

Suppliers answer the

; questions by using the
w Questions .
drop-down function
The following questions must be answered accurately before this Accreditation can be submitted -

Question Type Question Text AV

]
[l
[l
[l
[l

Are you self-employed/a consultant, or do you have Employer's Liability Insurance cover for £5 million, or are
you wiling to put this in place if awarded a Service Agreement? If you have this insurance, please upload y

| IDcl you have Public: Liability Insurance cover for £10 million, or are you wiling to put this in place if awarded a
Insurances - . .
Zhewme Agreement? If you have this insurance, please upload your Certificate of Insurance below. Py
:I Do you have Professional Indemnity Insurance cover for £1 million, or are you wiling to put this in place if

Questions set by the Client awarded a Service Agreement? If you have this insurance, please uplead your Certificate of Insurance below. .

| Please confirm you will provide references on request.

I
|In5urance5 ”
|

Are you self-employed/a consultant, or do you run, or are you wiling to run DBS checks on all your workers,
including empl s, volunteers and sub-contractors who may, in the course of their duties, come in to y

| Referees/References

g

All Suppliers are asked the same questions and this ensures all Suppliers that supply
into the Client are evaluated in a fair way and they all meet the same base level
criteria.

matri; scm




'+ Upioad Documents

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

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

submission A Supplier will also need to
Document Type File Name Issue Date Issue Number Expiry Date doWnIoad, read, complete and
[self Bill Agrement |[Training Documentdocx |@[ teim1rz014| @ | | [ 2ozt @ upload any documents
[Signature Document I [ ] .\XJT requested by the Client and the
terms and conditions for using
"~ Upload Optional Documents SProc.Net to supply services

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

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

Document Type File Name lssue Date Issue Number Expiry Date Description
|Emp\uyar'5 Liability Insurance Cerliﬁcata” |.| ‘.‘ ‘ | |.‘
i
|Prufessmnal Indemnity Insurance Cemﬂ-” |.| ‘.‘ ‘ | |.‘
i
|Publ\c Liability Insurance Certificate H |-| ‘.‘ | |.‘
e

The Accreditations questions are scored by SProc.Net initially and if any of the
answers are incorrect the system will alert the Supplier, giving them the opportunity
to revise their Accreditation:

I
—

§ The page at preview.sproc.net says: ﬁ

Incorrect answer given for question Has any member of your
senior team ever been declared bankrupt?

Cilim Mo

Once submitted, the SProc.Net Wizard will take the Supplier through the Enrolment
process.
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Enrolment

Suppliers input further information about the services they want to deliver into the
Client, by selection of their Service Category:

|Year7end Balance Sheet I |!‘ |.| Service Categories il

Sort by: l:l Descending Clear Search
[ Find | [Add All | | Done | [ Ssrice Categories [1 - 307 3

'+ Service Categories

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

n There is no data ta display

Find more items... Refresh List

Service Category® Supply Category Display
School Support Consultants Education & Support £ ¢

Cancel | Supply Teachers for Behaviour Services Education & Support & ¢

/ Tutors for Leoked After Children Education & Support £ ¢
Copyright PPrTIN " s ‘::

The Service Categories they

wish to supply

The Supplier will then be asked a series of further open and closed questions, and
will be required to upload additional documentation.

"+ Enrolment Free Text Answer Questions

Please answer all of the questions below

Question Type Question Answer

|i23. If you answered yes to question 1, please give details.
L

|Declaratiun of Interest

A

24. If you answered yes to question 2, please provide the
following details: full name and address of the group, y

| Declaration of Interest |i
1

|I25. If you answered yes to question 2, please provide a

|DECIEFEUU" DTETE Istructure chart illustrating ownership of your organisation

26. If you answered “es’ to question 4, please provide details
including what remedial actions you have taken. y:

[Professional Standing |i
L

All Suppliers are asked the same questions and this ensures all Suppliers which
supply into the Client are evaluated in a fair way and they all meet the same base
level criteria.

Notes:

= Once submitted, the Accreditation and Enrolment submission is reviewed by
the Client and the Supplier will be informed if it was approved or rejected:

= Approved - The Supplier will be added to that Client’s supply chain, to supply
the selected service categories

= Rejected - The Supplier can review the reasons for the rejection, update their
Accreditation and Enrolment submission and re-submit
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Requirement Creation

The Client qualitatively details and specifies the service they are looking to
procure

This is the first point in the procurement process.

Clients define their Requirement criteria through Profile and Attribute metrics and add
additional information to ensure the Suppliers fully understand their service need.

REQUIREMENT

Service

Additional Does the Supplier need to
L . Category & Attributes Profile ) . .
Service title and details Service Information review any additional

?
Tem% & i —
Questions set by the Client for Suppliers to answer Questions set by the Client for Suppliers to answer in
from a predefined answer list (yes or no) and free-text so a Client can explore details and examples
statements for Suppliers to tick if they can supply

The more detailed the Requirement the more accurate the Supplier’s Offers will be.

The Requirement description field allows the Client to populate any additional service
information and input a free-text service specification for the supply chain to review:

K52 1:1 tuition in placement for SATs preparation

18 lteracy and maths 1 x 1 hour per week after school

Requirement description field

20 weeks,excluding school holidays

All Suppliers within the Client’s supply chain, enrolled into the Requirement’s service
category, will receive this Requirement and all the information within it.
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Requirement Distribution

The simultaneous circulation of a Client Requirement to all the Suppliers within
their supply chain who stated they could supply this service category during
the enrolment process

The Client assigns weightings to the three metrics within an Offer:

Attributes Profile Price Offer
Objective Subjective Rate offered Supplier bid
specification I specification + by Supplier —
I
5% 35% 60% 100%
The client defines the deadlines within the rest of the process:
: Client Review Period Bidding Period !
R t =Te L RevEE =
eauiremen Open for Offers E.nd Date When the Client will score When Suppliers have a chance Service Start
Distribution  '>{ By when all Supplier offers ~ |> . o > ; ; 's prici > Date
Date must b bmitted shortlisted offers’ profile to revise their offer’s pricing to
ustbe su e metric submit a best and final offer

The Client also sets the number of Offers they want within their shortlist (during the
Client Review Period a Client will only score the shortlisted Offers, not all the Offer
that have been submitted).

Once complete, the Requirement is simultaneously sent out to the relevant supply
chain so all Suppliers receive the same information at the same time. Suppliers
receive an email notification when the Requirement is distributed.

Notes:
= No timescales will be set if the Requirement start date is within 24 hours of

Requirement Distribution

= The process will follow Bromley Council’s emergency process which allows
Offers to be reviewed by Bromley Council immediately after submission from
the Supplier
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Offer

An Offer is a submission from a Supplier towards the specification of a
Requirement, including a price quotation to deliver the services required

Suppliers review a Requirement and the specifications outlined by the Client to
establish if they can provide the service as specified.

At this stage a Supplier can send a Requirement message to the Client to clarify
further details.

These messages will be displayed anonymously on the Requirement so that all
Suppliers will still have the same amount of information.

Suppliers then accept or reject the Requirement, indicating to the Client whether they
are going to make an Offer.

Offers are structured around the three metrics: Attributes, Profile and Price.

OFFER

Suppliers tick the L Attributes Profile Price <|—J The rate the Supplier
Attributes they can meet ,

= will charge to provide
and use the drop-down @ @ this service
predefined list of answers

to answer the Attributes
——m ;

Suppliers answer the Profile questions in
free-text, adding as much detail as possible

The standardised Offer creation and submission process ensures all Suppliers
promote their services in a clear and simple way.

Note: Offers submitted are to deliver a service, not a specific person/worker.

Once submitted, SProc.Net will score the Offers on their Attribute and Price metrics
and create a shortlist (humber of Offers within the shortlist is defined by the Client).

Attribute Profile Price Score Total Score Shortlist
Score Score 60% 100% Ranking
5% 35%

Suppliers will receive a notification informing them whether their Offer has been
shortlisted.

During the Open for Offers Period Suppliers can revise their Offer pricing, potentially
increasing their pricing score and changing their ranking position.
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Client Review

A review of the subjective elements of the shortlisted Offers

Once the Open for Offers Period ends, the Client will be able to review their shortlist
of Offers.

Within this step the Client will score the Profile answers within the Offers to complete
the scoring process.

The answers to the Profile questions cannot be scored by the system because they
are subjective.

The Client is presented with the shortlist (as above) that has been calculated by the
system and ranked on the Offers’ Attributes and Price scores.

Offer Attribute Score Profile Score Price Score Total Score Shortlist
5% 35% 60% 100% Ranking

The Client then scores the Profile answers submitted:

The number of Offers within the shortlist was

Offer Profile Score defined by the Client during Requirement creation
35%
B 28
D 16
A 34
C 25

SProc.Net will then re-calculate the shortlist using all three metrics:

Attribute Profile Price Total Previous New
Offer Score Score Score Score Shortlist  Shortlist
5% 35% 60% 100% Ranking  Ranking
A 4 34 54 92 3 1
B 5 28 57 90 1 2
C 3 25 50 78 4 3
D 1 16 60 77 2 4

Once the Client Review Period ends (timescales set by Client during Requirement
creation), Suppliers will receive communication of their ranking now that the Profile
metric has been scored.

Notes:

=> The Client Review period will not take place in the same format under Bromley
Council’s emergency Requirement process, Offers will be reviewed
individually by Bromley Council immediately after Offer submission
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Supplier Review

An opportunity for the shortlisted Suppliers to revise their Offer pricing

The shortlisted Suppliers now know their ranking within the shortlist and the Supplier
Review Period gives them the opportunity to revise their Offer’s price and submit a
best and final Offer.

By revising the Offer’s price, Suppliers may increase their Offer’s score and change
the Offer’s ranking within the shortlist.

Attribute Profile Price Total Previous New
Offer Score Score Score Score Shortlist  Shortlist
5% 35% 60% 100% Ranking  Ranking
B 5 28 60 93 2 1
A 4 34 54 92 1 2
C 3 25 50 78 3 3
D 1 16 59 76 3 4

Suppliers can revise their Offer’s price as many times as they wish within the
Supplier Review Period.

SProc.Net will notify a Supplier if their Offer’s ranking position changes.

At the end of the Supplier Review Period, the Client is presented with the final
shortlist of Offers.

Notes:

= The Supplier Review period will not take place within Bromley Council’s
emergency Requirement process
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Service Agreement

A contract between the Supplier and the Client binding the Requirement
specification, Offer information and any additional information

This is the last point in the procurement process.

The Client will create a Service Agreement with the top ranked Offer from the final
Offer shortlist.

This ensures that all parties are clear on the service that is to be delivered.

SERVICE AGREEMENT
< Quality of service delivery can be
measured against the clearly

Client Requirement — Required Service Details defined criteria set out in a Service
—— Agreement
Offer — Agreed Service Details & Price Supplier
<
Client N Additional Information Supplier
.

Once created, the Client will send a Service Agreement to the Supplier for review.
The Supplier will then accept or reject the Service Agreement:

Accepting — Makes the Service Agreement active, once given final Client approval,
and will trigger communication to all other Suppliers that their Offers were
unsuccessful.

Unsuccessful Suppliers can then review their Offer’'s score compared to the winning
Offer ensuring the process remains transparent and fair.

Offers My Offer - OF142069 Winning Offer 1
Rank 3 1
Aftribute Score 100.00 100.00
Price Score 99.46 8528
Rank Score 20.00 50.00 Offer Rank
Analysis Report
Weighted Attribute Score (20%) 20.00 20.00
Weighted Price Score (40%) 39.73 39.72
Weighted Rank Score (40%) 8.00 24.00
Overall Score 67.78 83.72

Rejecting — Informs the Client that the Supplier is now unable to provide the service
as set out and the Client will then create a Service Agreement with the next ranked
Offer within the shortlist.
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Once accepted by the Supplier a Service Agreement will return to the Client for final
approval.

One approved the Service Agreement will become ‘Active’ and service delivery can
commence.

Client &

)

Supplier

e Creates a * Reviews the * Reviews the ® Service

Service Service Service Agreement
Agreement Agreement Agreement becomes
contact with and Accepts / and 'Active' and
the top- Declines completes service
ranked final Approval delivery

Supplier Offer commences

Change Orders can be added to a Service Agreement (providing the other party
accepts/approves the adjustment) and are displayed within the Service Agreement to
ensure it always represents the latest agreed scope of service which reduces scope
creep.
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Service Receipts

A Supplier-raised bill for services delivered as part of an active or recent
Service Agreement

The first step in the payment process.

Once a service is delivered (in part or in full) a Service Receipt is generated by the
Supplier on SProc.Net.

The system ensures the Supplier bills the Client according to the price parameters
set out in the Service Agreement.

"w  Senvice Agreement

Service details

Sernvice Agreement # SABE559 ———
Service Template: School Support Consultants - Behaviour/Leadership Support Officer

Service Category: School Support Consultants

Additional Information: Bromley.supplier2

" Receipt ltems

Item Category  Item Type Rate Type Units Description Suppliers input the information about
Wliows v [Monday ] oury ot il | J the service they have delivered
.| Hours v || Tuesday v ” Hourly Rate v || | | 41 Y
.| Hours v || Wednesday ¥ ” Hourly Rate v ||
.| Hours v || Thursday v ” Hourly Rate v || |
W[fouws  v|[Frisay v HouryRate | || Units = Number of hours delivered
.| Hours v || Saturday v ” Hourly Rate v || | | 7
.| Hours v || Sunday v ” Hourly Rate v || | | |

Mew.. Refresh List
Client reviews all

the information

This Service Receipt is then sent to the Client for review and validation: and the price
compared to

¥ Receipt Items (5) service delivered

C;{:;nory Item Type Date ltem Rate Type Deliverable CostCode SUDJ:C:VE Units Sgr:iscte SLgi}lr‘l}ly E;r:;:t
Item Category - Hours (5)

Hours Wednesday ~15/01/14  Hourly Rate 100 £5000  £50.00 £50.00 £50.00 The system will

Hours Thursday 16/01/14  Hourly Rate 100 £5000  £50.00 £50.00 £50.00 then calculate

Hours Friday 17/01114  Hourly Rate 100 £50.00  £50.00 £50.00 £50.00 the financial

Hours Saturday 1801114  Hourly Rate 1.00 £50.00  £50.00 £50.00 £50.00 total of the

Hours Sunday 19/01/14  Hourly Rate 100 £5000  £50.00 £50.00 £50.00 4 ' service receipt

Subtotal 500  £250.00 £260.00  £250.00  £250.00 based on the

= 500 £250.00 £3250.00  £250.00  £250.00 agreed rates in
the Service
Agreement

The Client will then approve or reject the Service Receipt.

Approved — Triggers the automatic Invoice, Self-Bill and Payment steps
Rejected — The Service Receipt will be return to the Supplier with feedback, this can
then be amended and re-submitted

Service Receipt adjustments can also be raised to rectify any errors from previous
invoices.
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Invoice

A weekly consolidated invoice to the Client from Matrix SPS for all approved
Service Receipts

SProc.Net consolidates all approved Service Receipt data into one Invoice.

This invoice is then issued to the Client in the form of a VAT invoice.

Supplier A’s approved Supplier B’s approved Supplier C’s approved

Service Receipts \\ Serwc%?ecelpts /( Service Receipts
N nvoicE &7

CLIENT

This process means that instead of paying each Supplier individually, a Client simply
has to pay Matrix SPS one lump sum payment and Matrix SPS pays the Suppliers
individually.

Self-Bill

An automatically-generated invoice produced by the system on behalf of the
Supplier

Matrix SPS produces a Self-Bill invoice from the Supplier to Matrix SPS as the
payment agent of the London Borough of Bromley, billing them for services as per
approved Service Receipts.

Client A’s approved SELF-BILL INVOICE
Service Receipts 9 generated by Matrix N
SUPPLIER MATRIX SPS
->
Client B’s approved SELF-BILL INVOICE
Service Receipts > generated by Matrix Y

This step completes the invoice loop without Suppliers having to complete any
administration and Matrix SPS then pays Suppliers for the services they have
delivered.
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Payment

Clients pay a lump-sum to Matrix SPS on a weekly basis as per the
consolidated Invoice issued

Matrix SPS pays Suppliers as per the Self-Bill invoices

Client QE?) Matrix SPS (£) L Supplier

For Clients, one lump-sum payment per week is less administrative work and effort.

Suppliers do not have to maintain an extensive credit control function to chase
multiple payments.
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Audit and Supplier Management

The management and audit of Supplier compliance and quality performance

Suppliers must be continuously audited for compliance with the Client’'s Accreditation
and Enrolment criteria.

The system reviews Supplier compliance documentation and generates notifications
when these documents are nearing expiry.

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

For example, if the Insurance
certificate uploaded by a
Supplier during Accreditation
were due to expire the system
would notify them and they
would need to upload a new
certificate

Please upload a copy of the latest version of your signed supplier agreement. If you do not have a copy, please request one from
supplier.enrolment@matrix-scm.com

Document Type File Name

| Supplier Agreement " |s

[ seifBil Agreement I

| Insurance Certificates ||

L

Clients are also able to review the historical service quality of a Supplier and take
actions if necessary.

The Client will also collect data about a Supplier during the Service Receipt
evaluation process, completed during the Service Receipt step at the end of a
Service Agreement:

w Questions
Below you are requested to self evaluate the quality of the service you are receipting for. These questions have been set and agreed with the Client you are
billing. The individual approving this Receipt will see your evaluation and comments, you are therefore expected to answer the questions truthfully,
Question Answer * Comments

Did you have all the necessary information from the requirement? v

Has there been any communication problems? s

Would you work for LBB again? 3

Are there any concerns about the setting or faciitation of tuition? v

: Supplier evaluation
Has the child/student attended all possible sessions? v
77 1 N

Client evaluation questions

These questions will appear on the final Service Receipt of a Service Agreement.

Action can be taken to remove a Supplier from a Client’s supply chain if they fail to
meet the Client’s defined standards.
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Need More Support?

The contact details for your SProc.Net system support are below:

Supplier Phone Number: 0871 474 0332

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

=

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:

—_—

Change Password ~ User Preferences Logout

Alerts (0)

My Profile

- - -\w

»

Welcome, Christine Thomason. Your password will expire in 0 days.

Home ~ = Requirements ~ . Offers ~  Service Agreements ~  Service Receipts ~ = Reports v  Admin ~ = Help +

Help
a) Click
here to Frequently Asked Questions (FAQs) ‘EMETSEETEMErthrE | W
view all
. Training Resources Raise Query Contact Us
training
resources I;T;l ? @

> Open Training Guide > Creatgliew > View Contact Options
> Brow:

b) Click here to raise a Query

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

- Home + SRM Requirements + Offers = Service Agreemenis Service Receipts « Invoices + Reports + Admin + Help + -

ICTIEETTET IIETI Training Resources

Recent Information (1) Surveys (1)

Click into the document relevant to your query/question
and the training document will download

Management Information Guide doc

Training Documents (1) Training Registrations (0)

SProc Quick Start Guide.pdf n There are no Training Registrations available.
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b) Queries can be raised to the Matrix SPS Account Management team:

>

4

2>

Input all the details of your query/question as instructed

Basic Details

BCC ‘ Birmingham City Council

Upload any files relevant to your

guestion using the & icon

Additional Information

;I Click ‘Save’ to send

A member of the Matrix SPS Account Management team will be assigned your
Query and they will respond to you with an answer.

Each individual Query has its own unique reference number which will detail the
guestion and the response.

You can look through all the Queries you have raised and any that have been
raised by members of your team (details of who is in your SProc.Net team can be
found in your profile in the ‘My Team’ section) by clicking into the ‘Browse’ link
under the Queries section of the Help Library.

I Home v SRM Requirements ~  Offers ~  Service Agreements ~  Service Receipts ~  Invoices ~ - Reports ~  Admin ~  Help ~ I

Requirements J Help o1V 43

~ New Queries (1) » New

Query# B8CC Type Assigned To Date Created
QR10994 Birmingham City Council il Question 25/02/2013 11:08

[l rere re no records to display

~ Closed Queries (0)
Bl mreeare

records to display

All Queries that have been raised by you or your team

v Returned Queries (0)

! There are no records to display

¥ Re-Opened Queries (0)

[l rere re no records to display

All these support options are also displayed on your SProc.Net homepage with your

helpline phone number:

Requirements

> Al

» New Requirement

» Draft (44

» Pending Distribution (0
» Open (50+

» OnHold (50+

Admin

» Wy Profile

Help Dashboard

II]

¥ What's New?
> Options

Service Agreements

<y

—

Service Receipts

> Al
» Submitted (15
» Under Consideration (50+)

» Pending 5-4 (38)

> Al

» Pending Approval (1)
» Pending Acceptance (5)
» Active (37)

» Pending Approval (14)
» Rejected (0)

» Approved (4)

» Accreditations

Raise Query

?

¥ Create New
¥ Browse

» Enrolments

Operations Centre

%

» Users

Email Us

K

> Click here
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