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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 iﬂ?'ﬁt the specﬁlca:lons
requirement within the requiremen
Attributes Profile }:;t:: Offer %
Objective Subjective offered by | Attributes that can be met
specification specificatio Supplier to |
of service n of service deliver the Profile answers
needs—Ina needs — In specified
closgd an open service ori )
question question rice 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 a Client also sets out
timescales that outline the subsequent periods where Offers can be reviewed and
revised.

Biddin Client Decision Service A reement
Requirement J Open for Offers { Client Review N _Biccing ) n 4 Service
: i - > Suppliers revise their +——>  Client selects an >
Client 1 Suppliers 1 Client score ffer's pricing t offer & creates a 1 Agreement
creation and submit their shortlisted ofiers pricing to ; becomes active
A submit a best and final Service .
distribution offers offers and delivery
offer Agreement
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 how to:
= Complete the Registration process
= Add additional Supplier locations to your system
= Create additional users within the system
=>» Create an Accreditation
=>» Create an Enrolment
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Glossary

Terminology

Description

New Supplier

Supply Category

Service Category

Service Template
Registration
Accreditation
Enrolment

Draft

User

Administrator

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

The Supply Category is the over-arching service sector. Type of service, e.g.
Training Services, Care Services, Education and Support Services, etc.

The Supply Category is broken down into smaller Service Categories. For
example, ‘Education and Support’ is broken down into the Service Categories
‘School Support Consultants’ ‘Supply Teachers for Behaviour Services’, 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

System Icons

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

to choose.

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 & function.

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.

. Any information, statements or answers pre-populated or populated in error can be removed

'.Nl If you click on the question mark, a small window containing further information about what is
W& required during a specific section will appear.
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Registration

Note: You only need to complete Registration if you are a new Supplier to
SProc.Net. If you supply another Client via the system, you need to start with
Accreditation. See page 17.

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:
SPrOCNet g?(:\élt?sjﬂem Textsize: AA A Register Interest New Supplier Registration

Clicking here will direct you to

the ‘New Supplier Registration’

i g BUYING REAL LIFE SERVICES form. This needs to be

! FOR REAL LIFE completed by every new

: Supplier. The Registration
process will generate a

username and password and

allow a Supplier access to the

SProc.Net system.

SECURE LOGIN

Password:

Forgotten password?

3. The registration form will ask for details about your company:
SPI‘OCNet gs;‘éi?&i}em Home: New User Register Interest New Supplier Registration

] ]
Company Details | New User

Please insert as much information as you can through the following steps. Your company name will be checked by our database

against any exisling companies that have the same name. You will be informed if a duplicate is discovered. / \\

® 1tis mandatory fill in the fields with the * next to them

@ Company Details

Please enter the basic information of your company.

Company Name: * “ | @
Registered Name: ‘ | ®
wenste: | | Enter all your details as asked.
Logo Fie: | |BE@ These details will create your
VAT Registered?” | ves  [+]| @ new SProc.Net account. 2
Business TaxVAT # * | @

How many employees does your
organisation have? -

\
Legal Entity Type: * ‘ | @
| ol

@ Address / Contact Details

Please enter the address/contact details of your company.

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 10):

Company Details | New User

Once details are entered for the first company 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 company
profile and complete the registration process.

® It is mandatory fill in the fields with the * next to them

@ User Details

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

First Name: *

Enter all user details as asked. These will

NI::Z:::E | | form a Supplier Administrator profile. This
oTme | | user will initially log in and set up the
company profile and thereafter control that
Enal agaress:* | @ company’s SProc.Net system.
Phone# | . | ®
/\ I
Cancel | Finish
2
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:

Sent 11012003 1403

< These details will allow access

to the SProc.Net system.

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

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

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

* Youmustuse a mixture of letters and numbers.

s Passwords must be at least & characters long

* Youmustinclude at least one capital letter.

« Youmay not choose a password that has been used previously.

« Do not copy and paste your password from an email. Always manuall e it in. 1
e Passuors | Change the password to something memorable.

epeat Password:

cancel | (L
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9.

10.

11.

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

Login using the given username and new password and click ‘Secure Login’

S P rOC N et Services Textsize: AA A Register Inferest New Supplier Registration

Procurement

SECURE LOGIN Enter your username

Username: oUYING REAL LIFE SERVICES
i FOR REAL LIFE

Password: " 2 F _ S5 ’;’
e
gj (B - l Vf:
7,
p hlaw User

Click ‘Secure Login’ to continue

You will be directed to your ‘My Company’ homepage

WW Text size: A A A Alerts (0) My Profile Change Password User Preferences Logout

SProc.Net stage

Welcome, Paul Veale (Not you?) Last Log In: 10/06/2013 13:24:00

-

Home +  Requirements v = Offers « Service Agreements « Service Receipts ¥  Invoices ¥  Reports ¥+  Admin v  Help +

Company - SBC Provider

Current Status: Your company status is ‘Registered’, please create a new Accreditation. Once an

Accreditation has been created and accepted, proceed by creating a new Enrolment in AC
order to enter the supply chain of one of the clients on SProc.Net. —

Next Steps:  Select the green ‘Actions’ button near the top of the page for more options. Here you will
find the option to create a new Accreditation and Enrolment (when available).

w SBC Provider

SBC Provider ’
Southend ® Accreditations (0) ® Activity (0)
HP135HX m ® Bank Details (0) © Community Reviews
=4 . I . (1
United Kingdom - Enrolments (0) Locations (1)
@ Senice Categories (0) ® Supply Categories (0)

Supply Clients (0) Users (1)

Phone #: 01494876527 aa
Status: Registered VAT # Accreditation Required

Updated: 10/06/2013 13:16 Url ‘- Documents/Questions

Check all details about your company are
correct before continuing.

.
.

Enrolments Required
Documents/Questions
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Adding Additional Locations

=>» Use this process to add further branches of your company to your SProc.Net
system.

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

=>» This process allows you to manage multiple locations via one SProc.Net
account then 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:

I o o | somceramenens - socaracts - | o« s~ [N v -

My Profile

Click ‘Admin’ and
then ‘My Company’.

My Company

HR TEST SUPPLIER Services Procurement

3
Requirements Offers Service Agreements Enrolment 3 ﬁts

> Al > Al > Al > Al
» Open (4 ¥ New Offer ¥ Adlive (0 ¥ New Senvice Receipt
2 Pending Acceplance (4) 2 Un-Submitted (0) ¥ Draft (@)
> OnHold (50+) > Submi (0) > Pending Approval (0)

% Pending 54 (0 ¥ Rejected (0

> Approved (0)

3) You will be directed to a page detailing all of your company information:

l Home + = Requirements ~  Offers ~  Service Agreements ~  Service Receipts ~  Invoices ~ = Reports ~ = Admin ~ = Help + '

‘Company - HR TEST SUPPLIER

HRTEST SUPPLIER ® Accreditations (1
Test - '
KA 1EA -- L) ® Activity (1
system ® Bank Details (0}
United Kingdom supplier
* Community Reviews

* Enrolments (0
Phane #
Status: Active VAT #: *® Locations (1
Updated: 17/06/201119:10 url » Senice Categories (70

® Supply Categories (2)

® Supply Clients (5
® Users (13)

® Accreditation Required
DocumentsiQuestions

® Enroiments Required
DocumentsiQuestions

4) To add a location, select the ‘Actions’ icon:

- SN
. Home - Requirements ~ = Offers - Service Agreements ~ Service Receipts ~  Invoices ~  Reports ~ = Admin ~ Help ~ '

Company - HR TEST SUPPLIER

Rrerezal] » Acions I Click the ‘Actions’ icon, then ‘New Location’.
[~ e e [~ agin

B
HRTE ~ Mew Bank Dol New Location = ® Accreditations (1
Test - Y
WKa | A New Accreditation - ® Activity (1
system ® Bank Details (0)
United Kingdom supplier
® Community Reviews

® Enralments (0
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5) Input all of the information about your additional location:

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

Location Display Name: * |Test Location |

Address Line 1:*

100 Test Street |

Address Line 2:

Add all the new location details.

City: *

County: *

Address Post Code: * .

{Must be exactly 7 characters .g. AAT11AA or AAT 1A4)
Address Phone: l:l

url:

I
I
I

External:

[
(e ) GEEED _Z

Click ‘Next’ to complete.

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

Home Reguirements ~ Offers « Service Agreements ~ Service Receipts «

Company - HR TEST SUPPLIER
* HR TEST SUPPLIER

HRTEST SUPPLIER ® Accreditations (1)
Test - =
K3 1EA - = ® Activity (1)
o system ® Bank Details (0)
United Kingdom suppller
® Community Reviews
glogents (0)
FPhone #:
Status: Active WAT #
Updated: 17/06/2011 19:10 url:

® Senvice Categories (70)

L[]

Supply Categories (2)

.

Supply Clients (5)

L]

Users (13)

L]

Accreditation Required
Documents/Questions

.

Enrolments Required
Documents/Questions

Invoices v . Reports «

. Admin v Help v

The new location will be listed
under the ‘Locations’ icon.
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Creating a New User

=> Once you have set-up your SProc.Net account, you can create additional
Users and/or Administrators who can access your system and complete steps
within the process

User = Access to complete designated steps within the process

Administrator = As above, with authorisation to approve and edit user actions within
the system

New User Request — Created by the new user

=> Created by the user themselves then approved by the Administrator, or
=>» Created by you as the Administrator (see next section)

Created by the user:

1. Select ‘New User’ from the login page:

S P rOC 1 N et gre(;’zl():ésmen t Textsize: AA A Register Interest New Supplier Registration

SECURE LOGIN

Usemae: BUYING REAL LIFE SERVICES
| ]l  FORREALLIFE

Password:

Forgotten password?

New User
Click into the ‘New User’

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

New User Registration - New User Details

To register as a new user please insert as
@ 1fyou are an existing user and want

@ 1tis mandatory to fill in the fields with

User Role: *

Company: *

Input all the user details.

First Name: *

@ Business De

select the company.

‘ HR TEST SUPPLIER

@ About You

{'® SfecNet - Find Company - Google Chrome .= | B[ 3]
@m Find.asplact=find&req=find&map= userstld=
Use the [*] icon to select a an Name:
role from the drop-down list. Sort by- DDescendmg
w n companies [1 - 10 of 2,410]
|
Please select sither g @Brlier dependant on the company you work f
Company Name= City:
. Maze 8 Mirfield
. 1 Four 1 Recruitment Limited Crawley
| . © Heckmond:
1st Choice 3 3 . .
Clicking the ® icon will
. 1st Class-Recruitment
Please provide a your personal details below populate the WII”IdOW behl
1stfor Staff Ltd

15T HAND CARE LTD

Last Name: * |

Email Address: * |

Use the ® icon to select a

Phone # |

company from the list window.

Location: * ‘

Additional Information:

@ Additional Information

@%@ H| 4= Prev | Next mp

< I ]

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

your new user registration

A

Test information

Input further information for
the approver to review.

2 Click ‘Register’ to complete.
Cancel | | Reqgister

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
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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:

= -
_ Home +  Requirements ~  Offers ~ . Service Agreements ~  Service Receipts ~ - Invoices ~ = Reports + - Help +

My Profile

Click ‘Admin’ and
then ‘Users’.

My Company

HR TEST SUPPLIER Services Procurement

Requirements Offers Service Agreements Enrolment 3 ﬁts

2. This will take you to a list view of all your users:

Users[1-100f12]

Hame Company - User D
b @ Ccandite Test HR.TEST SUPFLER candidate
[ seorgia Hinary HRTEST SUPPLER georgiahindry
Warie Wagg HR TEST SUPPLER mariewagg
HR TEST SUFFLER candidate_1

[E Test Suppier2

—i— Clicking the ® icon will take you
B rest soppers to that user’s information page.

[ st suppiers
[ Test Suppiers
| Next b 10 Al

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

= -
_ Home ~  Requirements ~ | Offers v  Service Agreements = = Service Receipts v  Invoices ~ | Reports ¥ = Admin v  Help ~

User - Marie Wagg {HR TEST SUPPLIER)

v Marie Wagg (HR TEST SUPPLIER)

Click the user’s name link.

vUACUONS

Warie Wagg Email: christine th .
HR TEST SUPPLIER scm.com ’
Status: Registered Telephone: ® Standard Notifications (140}
Role: Supplier LastLagin )

.  Revie
Updated 0310412013 Community Reviews
11:59

! There are na records to display

matri; scm




LR TN GRS VYU 28 User - Marie Wagg (HR TEST SUPPLIER)

Review their details and select their account settings:

Company: HR TEST SUPPLIER
Name: Marie Wagg
#Logins: 2

LastLogin: 03/04/2013 16:11
User Agent: Chrome - 26.0.1410.43 (Windows)
Failed Logins: o
Role Type: Supplier
Status: Active
Created By
Date Created: 03/04i2013 11:53
Updated By Test_HR Supplier_user
Date Updated: 03/042013 17:47

Editable Fields

UseriD: [Eenags | it s cont s paces

First Name: * ‘Ma”g ‘

Middle Name ‘

LastName:* “_nl.agg

Job Title ‘ ‘

Email Address: *

‘cnnsnne.(nomason@mamx—scm com ‘

|
< Review the information

they have submitted.

Community Review Score

Lacation: * ‘ Tl

Level Name ‘

Registration Notes

Use the ® icon to select a user
location from the list window.

e
Ll

Test information Registration Comments:

| # Design |€»HTML @ Preview

Role Name.

Suppligradministrat [=]

Page Start
Hateatons Toe

Locked.

i
Use the [~/ icon to select
the user’s access level.

N 3

Role Name

Access

Example

Supplier
Administrators

Supplier
Executives
Supplier Finance

Supplier
Managers

Supplier Users

Access to view & approve all
process steps
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

Supply Branch manager

Head of Service with supply
branch

Finance Manager
Supplier employee

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

_ Home ~  Requirements - | Offers ~  Service A o . , orts ~  Admin ~  Help ~
‘ ' ‘ Click ‘Actions’ and then ' ‘ ‘

User - Marie Wagg (HR TEST SUPPLIER)
—
ApprovelReject

Marie
HRTE
Statue
Role:

Updat
11:59

‘Approve/Reject’

¥ Actions

Clear Alerts [ Approve/Reject Jristine the .
ECm.com '

ResetPassword  Telephone ® Standard Notifications (1)
Last Login N

Send Password *® Community Reviews

n There are no records to display.

6. Accept or decline the new user application:

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

- ecline .. .
R S Select your decision and detail

any comments about this user.

Cancel

E Click ‘Save’ to comolete.\ 3

!

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

Here are your login details for Preview.sproc.net

UserID: mariewagg
XgmQ@bH

Kind Regards
Matrix-SCM Limited

To log into vour account please go to preview.sproc.net

DO NOT REPLY TO THIS MESSAGE - this email account is not monitored.
Note: The information contained in this message may be privileged and confidential and protected from disclosure. If the reader of this message is not the intended recipient, or an employee or agent
responsible for delivering this message to the intended recipient, you are hereby notified that anv dissemination, distribution or copying of this ion is strictly p i
communication in error, please notify us immediately by replying to the message and deleting it from your computer.

. If vou have received this

Matrix-SCM Ltd is a limited liability company registered in England and Wales with registered number 02227962 and its registered office at 249 Midsummer Boulevard, Milton Keynes, MK9 1EA, United

Kingdom VAT number: 918498476
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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

- = S
_ Home - | Requirements ~  Offers ~  Service Agreements ~  ServiceReceipts ~  Invoices ~ = Reports + - Help +

My Profile

HR TEST SUPPLIER Services Procurement

Users

Accreditation »
Requirements Offers Service Agreements Enrolment » pts
OF
—
—
—
> Al > Al > Al > Al
> Open (4) > New Offer > Active (0) > New Senice Receipt
> Pending Acceptance (4) > Un-Submitted (0) > Draft (0)
» On Hold (50+) » Submitted (0 ¥ Pending Approval (0)
> Pending S-A(0) > Rejected (0)
> Approved (0)

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

‘Company - HR TEST SUPPLIER
CRerieen] » Acions |

Click ‘Admin’ and then
‘My Company'.

HRTEST SUPPLIER ® Accreditations (1)
Test -
MKS 1EA ™ - ® Adivity (1)
system ® BankDetals (0)

United Kingdom supplier

® Community Reviews

® Enrolments ()

Phone #

Statue: Active VAT # ® Locations (1)
Updated: 17/06/2011 19:10 Url ® Senice Categories (70)

® Supply Categorie . ‘ -

Click the ‘Users’ link.

® Supply Clients

® Users (12)

® Accreditation Required
Documents/Questions

® Enrolments Required
Documents/Questions

4) Select the ‘New’ icon

Users (Filtered on Parent ) [1-100f 12]
Next New Refreeh Filterem | ICuEtomiee)

%

Company

User ID
S—

0
L8 |

Role Name - SupplierAdministrators (1)

Clicking the ‘New’ icon will take
P [ [ Test KR Supplier_user HR TEST SUPPLEER you '[0 the new user page.

Role Name - SupplierAssignees (2}

[E [ candiate Test HRTEST SUPPLEER candidate 3
B [ Testcandidate HRTEST SUPPLIER candidate_1

Role Hame - SupplierManagers (7+)

@ [ Georgia Hindry HRTEST SUPPLIER georgiahindry
B [0 Testsuppler HRTEST SUPPLIER testsupplier!
B [ Testsuppler2 HRTEST SUPPLIER testsupplier2
B [0 Testsupplier3 HRTEST SUPPLIER testsuppliera
@ [ TestSuppliers HRTEST SUPPLIER testsupplieré
@ [0 Testsuppliers HRTEST SUPPLIER testsuppliers
@ [ Testsuppliers HR TEST SUPPLIER testsuppliers

‘ Next ®p 10 a1

m

m
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5) Complete the User’s details and role:

Company - HR TEST SUPPLIER 3 Users SIEURIEEG Step 10f1- Basic Details

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

Please enter your basic user information

Input the user’s details. 7 1
”

Locaton: | an Use the & icon to select a user

L location from the list window.

[¥] send Password

@ uUserrole

Click ‘Save’ to complete.

Please choose a user role for your new user.
4 Use the ™! icon to select

the user’s access level.

| Cancel |

See table above for User Role explanations

6) This process will trigger an email to this new user informing them of their new
username and password:

Here are your login details for Preview sproc.net

UserID: mariewagg
XgmQ@bH

Kind Regards
Matrix-SCM Limited

To log into your account please go to preview.sproc.net

DO NOTREPLY TO THIS MESSAGE - this email account is not monitored.

Note: The information contained in this message may be privileged and confidential and protected from disclosure. If the reader of this message is not the intended recipient, or an employee or agent
responsible for delivering this message to the intended recipient, vou are hereby notified that any dissemination, distribution or copying of this communication is strictly prohibited. If you have received this
communication in error, please notify us immediately by replying to the message and deleting it from vour computer.

Matrix-SCM Ltd is a limited liability company registered in England and Wales with registered number 02227962 and its registered office at 249 Midsummer Boulevard, Milton Keynes, MK9 1EA, United
Kingdom VAT number: 918498476
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Accreditation and Enrolment

All Suppliers need to go through Accreditation and Enrolment before they can supply
any Client using SProc.Net. This involves submission of details and questions being
answered that are set by the Client as a standards threshold / minimum criteria.
Suppliers Accredit at a parent company level, and Enrol at a location level.

1. Start this process from your homepage, hover over the ‘Admin’ icon on the
grey toolbar, highlighting ‘Accreditation’ and clicking ‘New’:

Alerts (0) My Profile Change Password User Preferences Logout

. Service Receipts ~ . Invoices ¥

My Profile

My Company

Users

® Accreditations (0)

SyStem ® Activity (0)
Siinnlier I

Enralment 4 List

2. Populate the required fields:

Home ~ Reguifements v = Offers v . Service Agreements v  Service Recelpts ~  Invoices v = Reports ~  Admin ~  Help +

» SProc.Net Wizard ‘

New Accreditation Step10f6 - New Accreditation

Using the drop down tab
will provide a list of all the
services the previously
selected Client procures
through SProc.Net.
Select the service you
wish to supply

tand Supply Category you wish to accredit to. Matrix SCM retain the right to call upen your company at any point to provide evidence to
de below. If you are contacted to provide evidence, you must do this within 24 hours of the contact.

Client:* | London Borough of Bromley

>CategOI'}'i ’ | Education and Support Senvices

Education and Support Senices

2 |

Notes:

Cancel | R

Navigate through
by clicking ‘Next’

Using the drop down tab will
provide a list of all Clients
ho procure services
through SProc.Net.

Select the Client to which
you wish to supply services.

Supply Category = Service Area — For example, Care Home Services, SEND
Services, Transport Services, etc.

= 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. The next page will require you to answer a selection of Yes/No questions, sign
and upload a Matrix self-billing agreement and other documents:

Accreditation - Additional Information

¢ p Accreditation

Use the drop down tab to
select Yes/No.

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

The Accreditation
application will not be
submitted to a Client if any

[~

Iawarded a Service Agreement? If you have this insurance, please upload your Certificate of Insurance below. .

|Saieguard\ng

|iAre you self-employedfa consultant, or do you run, or are you wiling to run DBS checks on all your workers,
L

[~

including employees, volunteers and sub-contractors who may, in the course of their duties, come in to

£

| Referses/References

I ; -
” Please confirm you wil provide references on request.
L

L~

]

_ _ of these answers are
Question Type Question Text i
| |'Are vou self-employed/a consultant, or do you have Employer's Liability Insurance cover for £5 million, IncorrECt'
Insurances - - . o
|you willing to put this in place if awarded a Service Agreement? If you have this insurance, please 1
| IDU you have Public Liability Ingurance cover for £10 million, or are you wiling to put thiz in place if awarded a N
Insurances | - .
ISamce Agreement? If you have this insurance, please upload your Certificate of Insurance below. y:
T - - - -
|In5urﬁnce5 | Do you have Professional Indemnity Insurance cover for £1 milion, or are you wiling to put this in place if

{ w Downloadable Templates

Document Type

Self Bill Agreement

Using the ature Document
calendar icons,
add the

Lenden Boreugh Of Bromley - Education and Support Services - Self-
Biling Agreement - 2014-01-20.doc

London Boreugh Of Bromley - Education and Support Services - Signature

The following documents will need to be downloaded, completed in full, signed and uploaded below before this Accreditation can be submitted

Template File Hame

document’s
issue and expiry
dates. Type in

the issue
number

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

ents can be pulled through automatically from previous uploads to the

Using the upload

icon, Suppliers are

required to upload
documentation.

The success of the

Accreditation
application will
depend on the

™ —m documer?ts uploaded
and their contents.

J

Cancel |
Click ‘Save’ to continue 4

. od

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.




4.

Confirm you have read and understood all terms and conditions

W e T e e Submit Accreditation

Step 3 of 6 -

'w Accreditation

Submit Accreditation

Accreditation #: ACO066

Status: Draft

Client Mame: London Borough of
Category: Senices

Supplier Mame: Support Supplier 3

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

evidence, you must do this within 24 hours of the contact.

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

Click a tick into the box

| Agree That | Am Certified To Accept Responsibility For Submitting This

Documentation On Behalf Of My Company

( cancel W Click ‘Submit’ to continue )/q
ancel )

5.

branch/location will need to go through this process individually

Select the branch/location you wish to Accredit/Enrol to Bromley Council; each

|
‘ upplerLocato:” | |-e Use the @ icon to bring up the list
T

of locations and select the correct
Cancel ?

hij

location using the L] icon.
Click ‘Next’ to continue

b

e Sort by: DDescendmg Clear 5
Matrix SCM Ltd is a limited | n 1 oo

249 Mi

=10f 1]
Location Address Line 1
100 Test Strest

. Taxilemo
@ Prev ‘ Next

Taxilemo

A e 1

Guidance on adding
additional locations to your
SProc.Net system is
available on page 8

\ J
m

Mitton Keynes
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6. Answer all question (yes/no and free-text) and upload against all required
fields

Please note, as a security feature this page will ‘time out’ if the ‘Finish’ button
is not clicked within 30 minutes and you risk losing your work. See page 22

I Home ~ Requirements + Offers ~ Service Agreements ~ Service Receipts + Invoices + Reports + Admin ~ | Help ~ I

» SProc.Net Wizard |

Accreditation - Additional Information Submit Accreditation New Enrolment

Step 50f 6

" Enrolment Questions

Please answer all of the questions below

Question Type Question

Organisation is used throughout these guestions.
Organisation has been used as a catch al termreferring te |

‘Prufessmnal Standing |i
L

|'1. Are or have any of the Directors /Partners/
IPrUprieturs.n’AssUcwﬁtes or Officers: y

‘ Declaration of Interest

I2. Is your organisation part of a Group, or does it have an

‘DEC‘Emmn i ||Ummate Holding or a Parent Company? y

|'3. Please confirm you will provide financial details of your
|org as follows, and upload the relevant y

‘ Financial Information

" w Enrolment Free Text Answer Questions
Please answer all of the questions below

Question Type Question

Use the drop down tab to select
Yes/No to answer the
Enrolment questions asked.

Answer

L -
L
7
7

Answer the free-text Enrolment
questions

Answer

| Declaration of Interest

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

)

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

|Declaratiun of Interest |i
L

25. If you answered yes to question 2, please provide a
structure chart illustrating ownership of your organisation |

| Declaration of Interest

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

|Prufessiunalstanding |i
L

27. If you answered “ves’ to question 5, please provide detfails
including what remedial actions you have taken. )

|Prufassiunalstﬁnding |i
L

28. If you answered yes to question 6, please provide full
details including what remedial actions you have taken P

|Equa| Opportunities |i
L

29. If you answered yes to question 7, please provide full
details including what remedial actions you have taken y

|Equa| Opportunities |i
L

|Equa| Opportunities

|iSU. If you answered No to gquestion 8, please give full details.
L

P

v Upload Optional Documents

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

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

Using the upload
icon, Suppliers are
required to upload

the requested
documentation.

Description

The success of the

relevant for Q3

You wil need to upload this document |f' 3

You wi

Enrolment will

depend on the

documents uploaded

———
| | ‘. You wil need to upload this document if you
have answered yes to Q18 Y

and their contents.

submission.

Document Type File Name Issue Date  Issue Number  Expiry Date
3.5 year Cashflow Forecast I & & | a
[Balance Sheet I & [ ] |
[casn and creat Facity Letter I &
[compiaints policy Il & [ |
[Directors or Augttors Report Il & [ ] B

You wil need to upload this document if

relevant for Q3 y

“Optional Documents” are non-mandatory within an
Enrolment submission but will be requested for review
depending on the answers given to the Enrolment questions

above. For example: “11. If you answered No to question

Using the calendar icons, add the document’s issue
and expiry dates. Type in the issue number

10, please confirm you will provide a copy of your
organisation’s Health & Safety policy or details of the
measures your organisation takes in order to adhere to
health and safety at work practices and legislation; and
upload this in the space provided.”




7.

Enrolment continued:

= As a Supplier you must select which Service Categories you

can supply.

=> At Enrolment you will stipulate which categories of services you can supply
into Bromley Council; subsequently you will only be able to make Offers

against Requirements relevant to these selections.

Click ‘Find more
items’ icon to bring up
“ear-end Balance Shest H

a list of Bromley’s
Service Categories

Sort by:

Find more items... Refresh List

Find | | Add

Service Category®
| * School Support Consuttants

) Supply Teachers for Behaviour Services

| Tutors for Locked After Children

Click ‘Finish’ to continue

Service Categories i|

sevescategoy | || Click ticks into all relevant

Supply Category: ﬁ Categories and then click

‘Done’ to complete.

! Service Categories 1 - 3 of 3]

Supply Category Display
Education & Support £ |+
Education & Support £ |+

Education & Support & ¢

To complete

To complete your Enrolment please click thg Submit button below

| Cancel | W C“Ck ‘Submlt’

matri; scm




Saving an Enrolment to Draft

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

To save information and leave the creation wizard without submitting the Enrolment
you will need to save the item into ‘Draft’.

1. On the data entry page you will need to answer all yes/no questions, upload
the mandatory documents, select your service categories and enter a
character into each free-text box:

All fields MUST
have information

~ Enrolment Free Text Answer Questions

Please answer all of the questions below in them to save

~ Enrolment Questions

Please answer all of the questions below
Question Type Question

T T e i IFyou answered yes to question 1, please give detais. H —— the |tem tO ‘Dl'aft’.
e /H ‘\\ The answers/text
‘ B can be edited
before
C e L
2. At the bottom of the screen click ‘Finish 1 / submission.

3. On the subsequent screen click ‘Cancel’

! y .
. : 2
Click ‘Cancel to To complete your Enrolment please click the Submit button below
save to ‘Draft’

[ —Ca..éé m If you click ‘Submit’ the Enrolment will be submitted for approval

4. Clicking ‘Cancel’ will take you to the Enrolment summary page and this item
will be saved under the ‘Draft’ status.

Question Type Question

[ 2 Declaration of Interest

Declaration of Interest

Y. Textsize: A AA Alerts (0) My Profle ~ Change Password  User Preferences  Logout

SProc.Net Siecioment

‘Welcome, Fred Glennly (Not you?) Last Log In: 04/03/2014 12:01:00

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

Home « Requirements « Offers =  Service Agreements

Enrolment

REFEER))| Item in ‘Draft’
Current Status: IQ&ED;OII’HEN is still in draft status and will need to be completecl and submitted to EN
: —
Next Steps: Ensure all items in the submission progress below are COITID\E,‘IE!U COUE‘EUY and then select —
ps: 'Submit' from the Actions menu to submit the Enrolment for approva\
v Draft Progress (3)
Have all of tne required documents been weloaded? | Take note of the Enrolment identification number v
Have all guesti b e d ctiy? B .
e allasestons been ansvered corscly to locate the item when re-entering the system. v
Have service categories been added? ¢

* Enrolment - ENG053 -  Additional Items
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5.

‘Actions’ icon

From the Enrolment summary page, to edit the information click into the

Enrolment
== Click ‘Actions’, Edit
Currer 2 Submit iEGg—)I compl
2~ Cancel

d and submitted to

Next Steps: Ensure all items in the submission progress below are completed correctly and then select
PS5 \submit' from the Actions menu to submit the Enrolment for approval

6.

"+ Enrolment Free Text Answer Questions
Please answer all of the questions below

Question Type Question

| Declaration of Interest

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

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

Edit your responses

| allterm....

[ - -
|Declarﬂtiun of Interest ”24. If you answered yes to question 2, please provide the
L

| understand that 'Organisation” has be; used as a catch

a

e

following details: full name and address of the group,

#

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

|Declarat|un of Interest |i
L

A

a
structure chart ilustrating ownership of your organisation

P

frequently to save your current workings.
When complete use the ‘Actions’ icon to ‘Submit’

Enrolment

LI-M SN SR ﬁ A

This process can be repeated as many times as needed, clicking

o

N 3
Currer_ Submit ﬁmmue C|ICk ‘Actions’, ‘Submit’ Nubmmed to
~ Cancel m
Next Steps: oo a

| items in the submission progress below are completed correctly and then select
'Submit' from the Actions menu to submit the Enrolment for approval

EN

9. Click ‘Submit’ to complete

‘ To complete your Enrolment please click the Submit button below

AN

— N 4
— ‘Wﬁ Click ‘Submit’ to complete ),'\r

The status of the Enrolment will show as submitted

10.

Current Status:

This Enroiment has been submitted but is waiting for the Accreditation o be approved
before it starts it's own approval process.

Next Stepe: Please wait for the approval process to be completed.

=

Alternatively, you can answer the questions outside of the system and copy and

paste them into the answer fields.
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Summary Pages

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

Enrolment Summary:

. Home «

Enrolment

. :

Service Receipts « Reports + Admin + Help « I

Requirements = = Offers ~ . Service Agreements «

Current Status: This Enrolment is approved. The supplier is now eligible to make Offers

Next Steps: No furiher action required.

¥ Enrolment - EN5020 ¥ Additional Items

W system Printable Detail
Supplier

THE LONDON BOROUGH
wawnaw.bromiley.ge

Enrolment #: ENs020 Link to the Accreditation summary page
Accreditation #: AC8051
Client Hame : London Borough of Bromley i
Category : Education & Support Services
Supplier Name : Supplier Bromley 2
Location : Supplier Bromley 2
Status :
Document Type File Mame Issue Date Issue Mumber Expiry Date
3-5 year Cashflow Forecast Test Document.docx
Balance Sheet (Most Recent) Test Document.docx
Cash and Credit Facilty Letter Test Document docx
Complaints policy Test Document.docx
Directors or Auditors Report Test Document.docx
Environmental Management System Certificate/Policy Test Document docx
Full Account Notes Test Document.docx

Accreditation Summary:

—
. Home : Requirements Offers « Service Agreements : Service Receipts « Reports - : Admin - Help +

Accreditation - London Borough of Bromley - Education and Support Services

Current Status: This Accreditation has been approved. AC
—
—

Mext Steps: Any linked Enrolments are now also eligible to be approved.

o
\ System @m@— Printable Detail

Supplier =P R EERER

v bromley.gov.uk

Accreditation #: ACE051

Client Name : London Borough of Bromley
Category : Education and Support Services
Supplier Name :

Status :

~ Documents (5)

Document Type File Name Issue Date Issue Number Expiry Date

Employer's Liabilty Insurance Certificate Test Document.docx

Professional Indemnity Insurance Certificate Test Document docx

Public Liability Insurance Certificate Test Document.docx

Self Bill Agreement Test Document docx

Signature Document Test Document.docx

¥ Questions (5)

Question Type Question Text Answer
Are you self-employed/a consultant, or do you have Employer's Liability
Insurances Insurance cover for £5 millien, or are you willing to put this in place if

awarded a Service Agreement? If you have this insurance, please upload ves

vaur Cartificate nf In=urance hainw
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Email notifications

1.

2.

You will receive an email to inform you if your Accreditation/Enrolment
application has been successful or not.

Supplier Accreditation Accepted Supplier Enrolment Approved

Dear Double Approval Dear Double Approval
This e-mail is to notify you that a Accreditation for London Berough of Bromley - Education This e-mail is to notify you that an Enrolment for Double Approve - Education & Support
and Support Serviceshas been accepted and is now qualified for enrolment. Please log onto Services has been approved. Please log onto SProc.net using the link below to view this
wiw.sproc.net to view this change. change

Client: London Borough of Bromley Client: London Borough of Bromley

Accreditation: ACB046 Enrolment: EN5013

Category: Education and Support Services Category: Education & Support Services

Supplier: Double Approve Supplier Location: Double Approve - Double Approve

Status: Approved Status: Approved

To view this item click here To view this item click here

Atematively you can log into vour sesount here, DO NOT REPLY TO THIS MESSAGE - this emai account is not Akematively you can leg info vour sccount here. DO NOT REPLY TO THIS MESSAGE - this email account is nat
moniored monitored.

Note: The infarmatinn eantained in fhis meszans may he nrvisnsd snd snfidantial and nmtartad fmm disnzus 1 e Mnta: Tha infnmastinn rnntainad in this massans mau ha nrianas and Anfrantisl and nmbsrtan fmam Aissinsim 1§ the

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

Procurement
Welcome, Christine Maclean (Not you?) Last Log In: 11/01/2013 14:58:00

< -

Home + Requirements « Offers « Service Agreements v Service Receipts « Invoices « Reports « Admin « Help «

Company - Training Solved
—p— agmn ]
AN

Training Solved
Milton Keynes
MK168DS

Accreditations (1)

System
Supplier

Activity (0)

United Kingdom Bank Details (0)

These fields will show in the brackets the

® Community Reviews b fA d ) h h h b
Phone # 01494 578394 ® Enrolments (0) number o ccreditations whic ave been
Status: Registered VAT # . accepted, the number of users set-up, etc.
Updated: 11/01/2013 13:55 Url: it
® Senice Categories (0) I
@ Supply Categories (0)
® Supply Clients (0)
® Users (1)
This section will show all the Supplier e Accreditation Required

Documents/Questions

details as entered during Registration.

Enrolments Required

Documents/Questions
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Resubmitting a Declined Accreditation

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

Weicome, Test 1stCall (Not vou?) Last Log In: 01/03/2013 09:07:00

— R
Requirements ~ = Offers ~  Service Agreements ~ = Service Receipts ~  Invoices ~ = Reports + - Help +

My Profile

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

My Company
Friority Step Status Relevant Date # Refers Jetail
Senice Recsipt Pending Creation 27-Jan-13 5456955 Joe Bloggs Users
Senice Receipt Pending Creation 27-Jan-13 SAS6056  Joe Bloggs

@ETEE)  seorice Receipt Pending Creation 03-Fen13 SAS6058

Joe Bloggs

Enrolment

1st Call Care Ltd Services Procurement K .
Click ‘Admin’,
Requirements Offers l [ Service Agreements ACCI'edltatlonS and LISt .

— Il — !

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

LT U
Welcome, Test 13tCall (Not you?) Last Log In: 01/03/2013 09:07:00

.

Invoices = | Reporis v = Admin v | Help v

Use the (] icon
to select the
Accreditation

Home v = Requiremenis v = Offers = | Service Agreements + = Service Receipis +

Accreditation [1-2 of 2]

Draft (0) Pending (0) Accepted (1) Declined (1) Cancelled (0)

you wish to # *  Staws 3 Client Name 2 Category 2 Supplier Name
. =
reVIew' ! ACT454  Declined Consultants 1st Call Care Ltd
! ACT441  Accepted ouncil Home Support ‘st Call Care Ltd

3. This will show you the accreditation summary page:

mn - S
. Home ~ = Requirements ~ = Offers ~ Service Agreements ~ Service Receipts ~ = Invoices =~ | Reports ~  Admin =  Help « .

Accreditation - Wirral MBC - Consultants

¥ Accred

tion - AC7454 - Wirral MBC - Consultants |~ otherttems ]
i

Click the A2l jcon

and a separate window will

Supplier Name : st Call Care Ltd 3
Status : Declined
¥ Documents (3)
Document Type

File Name
Supplier Agreement HEALTH Questionaire doc

Self Bil Aareement HEALTH Questionaire doc
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4. This document will show you all the accreditation information and the reason it
was declined:

SProc.Net P
Services Procurement
Accreditation
#7454 Status: Declined
|Clienl: | ‘Caiegory: ‘
Supplier: 1st Call Care Ltd
Status:  Declined
Description: Created by: Test 1stCall
Created: 01-Mar-2013 09:09
External Ref. mL
Question Answer
Does your company comply with The Equality Act 2010 |Yes
and observe all of the Protected Characteristics of the
Act in line with current legislation?
Has your company ever been convicted of a criminal | No
affence or grave misconduct relating to the conduct of
your business?
Has your company ever failed to make taxation No
payments?
1f you have answered 'Yes' to any of the above questions |No
d with a't' symbol and can provide evidence of

the corrective actions, please upload any such
documents in the 'Documents' section of the
accreditation to demonstrate how this is monitared to
mitigate the risk of this happening again. (Please select
"Yes' to confirm that you will upload this documentation
to this section, if applicable)
Document Type Filename =
Supplier Agreement HEALTH Questionaire.doc H
Self Bill Agreement HEALTH Questionaire.doc
Insurance Certificates HEALTH Questionaire.doc l . .
Activity Review the details of
By BRI Uz why the Accreditation
Accreditation Created 01-Mar-2013 Test 1stCall was declined.
Accreditation Submitted 01-Mar-2013 Test 1stCall
Accreditation Declined 01-Mar-2013 Christine Please upload the correct insurance document

Thomasan
10f1 User- testistcall 01-Mar-2012 08:21

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

5. From the Accreditation summary page:

. Home ~ = Requirements ~ = Offers ~ = Service Agreements ~  Service Receipts ~  Invoices ~ . Reports

Accreditation - London Borough of Newham - SEND Services

[ oo L~

A New Enrelment TO update the
Cutrerl  Re-upload Docs & Re-submit | pummm Accreditation information

bease (s} 0.4 CIICK 'Actions’and ‘Re- | |=—=
reasons for the failure and reup\oad any upload DOC & Re_submlt’

Next Steps:

w Accreditation - AC8063 - London Borough of Newham

\ System
W Supplier

e J

P
Newham London
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6. Update the required information

}» SProc.Net Wizard ‘

Accreditation - London Borough of Newham - SEND Services Re-upload Documents Step 10of1

w Download Documents

Document Type Old File Name Review Failure Reason Comments
Passed
Employers lability insurance Policy Training Document docx No Incorrect Document Out of Date
Professional Indemnity Insurance Policy  Training Document docx No Incorrect Document Incorrect amount RevieW feedbaCk from MatriX SPS
Public: Liabiity Insurance Policy Training Document docx Ves
Supplier Agreement Training Document docx Ves

Self Bill Agreement Training Document.docx Yes ‘

w Re-upload Documents

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

; : Issue
Document Type Old File Hame Hew File Name Issue Date Hombey  Expiry Date 1 .
Employers liability insurance Policy v |[Training Document docx [ | BB 1si027z014 | | | [ osiozizons| @ USIng the upload
Professional Indemnity Insurance Policy v |[Training Document. docx I |EB [z [ | [ 1ziozzoms| @ Icon, Up|0ad the
Public Liabilty Insurance Policy v |[Training Document docx [ [ I [ | [ 1miozzons| @ :
Self Bil Agresment v |[Training Document docx [ (- I [ | [ osi0ziz20s] revised .
Supplier Agresment v |[Training Document docx I [-] uw 4022015 documentation.
—
ﬂ‘mﬁ Click ‘Submit’ to continue \,/23
7. Confirm you agree to the terms and conditions
Submit Accreditation Step1of1- Submit Accreditation

") Accreditation

Matrix SCM retain the right to call upon your company at any point to provide evidence to the answers you provide below. If you are contacted to provide
evidence, you must do this within 24 hours of the contact.

l ‘ By Clicking submit you are agreeing to the Matrix-SCM terms and conditions of

Accreditation.
Click a tick into the box

| Agree That | Am Certified To Accept Responsibility For Submitting This
Documentation On Behalf Of My Company A
o]
. o . 2
cancel | Wé Click ‘Submit’ to continue )/\(

'

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

Accreditation - London Borough of Mewham - SEND Services

e ea—— Accreditation status updated
REFESAVN » Actions | P

—

= — =

Current Status: This Accreditation is pending Matrix review. /

AC

Next Steps: Creale a new Enrolment from the actions menu while waiting for Matrix o review this —
PS5 accreditation. You will receive email updated when this happens




Resubmitting a Declined Enrolment

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

2 Textsize: AA A Alerts (0) MyProfle  Change Password  User Preferences  Logout

SProc.Net Fuciament

Weicome, Alex Panter (Not you?) Last Log In: 21/02/2014 13:55:00

Click ‘Admin’,
‘Enrolment’ and
‘All’.

Company - Education and Support Supplier My Profile

FRerresRl] » Actions | My Company

Users

~ Education and Support Supplier G ctaton

Education and Support Supplier

® Accreditations (2)

System
Supplier

Milton Keynes ® Activity (0)

MK160PR © Bank Details (0)

United Kingdom ® Community Reviews

® Enrolments (2)

Phone # 441494876527
Status: Registered VAT #: ® Locations (1)
Undated: 17/02/2014 12:31 url a AELALAS T

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

Enrolment - List [1 - 2 of 2]

All (2) Draft (0) Submitted (1} Pending Review (0} Review Failed (0} Pending Acceptance (0} Declined (0} Pending
Approval (0) Rejected (1) Approved (0) Expired (0) Cancelled (0)

Use the [£°] icon
to select the
Enrolment you

Enrolment # Status Client Name Cateqory Supplier Name Location

wish to review. &E | I I I I I
! ENG043 Rejected London Borough of Newham SEND Services Education and Support Suppli Education and Support Supplier
! ENG033 Accreditation Review London Berough of Bromley = Education & Support £ Education and Support Suppli Education and Suppert Supplier

3. This will show you the Enrolment summary page:

Enrolment

REfreshi] » Actions

This Enrolment has been rejected. You can view the reason why in the Activity section of

Current Status: \Other ltems

m
=

You should view the reason for rejection and fix the problems highlighted and then
resubmit by using the green 'Actions'.

Next Steps:

¥ Draft Progress (3)

Have all of the reguired documents been uploaded?

Have all guestions been answered correcthy?

L4

Have service categories been added?

\\\? S
%\ Systel  Click the EEEEEED icon

Su and a separate window will
1 load.
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4. This document will show you all the Enrolment information and the reason it
was declined:

441 oft b bl @ Find | Next B~ &)

IfnVocab(Enralment,enrolment P) Detail Repart SPI’OC Net

Services Procurement

fnVocab({Enrolment,enrelment,P)

#: 6043 Statue- Rejected
‘Cliant: London Barough of Hewham ‘ ‘Category: SEND Senvices ‘
Supplier: Education and Support Supplier Location: Education and Support Supplier

Status:  Rejected

Description: Created by: Alex Panter
Created: 21/02/2014 1356
External Ref.
Expiry Date:
Expired: False
Approve by Date: 08/03/2014 14-00
Date Approved.

Date Submitted. 21/02/2014 14:00

fnVocab{Questions and
Answers,questions_and_answers,P)

Question Type Question Answer
Referees/References 1. Iattest that all referees I have supplied in the |Yes
below section are independent and legitimate
Declaration of Interest 10. Are or have any of the Yes
n Affirarc

At the bottom of the report there will be an Activity field, this will contain the rejection
comments as detailed by the Client:

Service Categories

Service Category Tier Level

Services for Groups
Services for Individuals

No Rates on this fnVocab{Enrolment,enrolment,P)

etiey

Activity Activity Date User Comments 3 .
Review the details of

Enrolment Rejected 21-Feb-2014 TestAdmin H&S document out of date

! why the Enrolment
Enrolment Accepted 21-Feb-2014 Christine Thomason d | d
Enrolment Review Passed 21-Feb-2014 Christine Thomason was declined.
Enrolment Submitted 21-Feb-2014 Alex Panter 1
Enrolment Created 21-Feb-2014 Alex Panter
1of1 User: alexpanter 21-Feb-2014 14:39

Once reviewed and any required amendments or updates are made, you can
resubmit your Enrolment.
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5. From the Enrolment summary page:

Enrolment

~ Edit ~

To edit the Enrolment
information click ‘Actions’ ‘Edit’.

~ Submit [ Edit JEnroiment has be

Currer ther ltems'.

~ Cancel

vt @tapme-  YOUShould view the reason for rejection a
Next Steps: resubmit by using the green 'Actions'.

Update the required information:

Edit Enrolment

Step10f1

"""

" Enrolment Questions

Please answer all of the questions below

Question Type Question Answer
I P
|Referees.n’ﬁe1erencas | 1. I;ﬂest tngt all referees | zave. ;upplled in the below ‘
ISE on are an A
I -
- - 2. During the last 3 years, has your organisation met the |’—'|
|Prufe55l0na\ SETLTL |Iterm5 of its kanking facilties and loan agreements? 4 ES

I R~
; - 3. During the last 3 years, has your organisation met all of
|Prufessluna\ ST ||'rt5 igati to pay its creditors and staff? P =
I R~
4. During the last 3 years, has your organisation had any

Icuntracﬂermmated for poor performance, or any contract |

|Prnfessinna\ Standin |iE During the last 3 years, has your organisation had any
9 Icuuntycuurlj g (or eg ) made against t# P

|Prufe55l0na\ Standing |

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

Home ~ = Requirements ~  Offers ~  Service Agreements - = Service Receipts ~ = Invoices + = Reports ~ . Admin ~  Help «

Enrolment

~ Edit

EN

Currer " S“"m‘ Click ‘Actions’, ‘Submit’ to continue
A Cancel | Submit

Next Steps: 'OV should view the reason for rejection and fix the problems highlighted and then —
ps: resubmit by using the green 'Actions'.

8. Click ‘Submit’ to complete

To complete your Enrolment please click the Submit button below

. Cancel | W Click ‘Submit’ to complete

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

Enroment Enrolment status updated

Current Status: This Enrolment is pending Matrix review
Next Steps: Please wait for Matrix to review the Enrolment. You will receive an email when this happens
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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

Alerts (0)  MyProfie  Change Password = User Preferences  Logout

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:

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

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

Help
a) Click
) Frequently Asked Questions (FAQs) ‘Enlersearchtermhere | SEarcl
here to
VieW a” Training Resources Raise Query Live Support Contact Us
training by Click here (o rai
resources ) Click here to raise a Query
T .
> Open Training Guide » Create N TOpenHessage Box » View Contact Options

» Browse

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

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

IETITETEE i ICETP Training Resources

Recent Information (1) Surveys (1)
Hanagement Infarmation Guide doc - Click into the document relevant to your query/question
and the training document will download
Training Decuments (1) Training Registrations (0) !

There are no Training Registrations available

Client specific user guides will display the Client’s
name in the document filename, for example:

Bromley — S2 User Guide...

Bromley — S3User Guide...

Newham — S3 User Guide... etc.
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b) Queries can be raised to the Matrix SPS Account Management team:

Basic Details

BcC | Birmingham City Council

| Input all the details of your query/question as instructed

Type:* |

Reason: * |

[z] et
&l ———

Reason Sub Type |

|Z|| (Specify a more specific reason for your query optional

Subject * |

| (A brief description of your query)

Description: *

Upload any files relevant to your

Additional Information

question using the & icon

Query File |

(Attach a sg o
|-. %—f

Contact Phone |

= 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 question 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.

Click ‘Save’ to send

i . - DTN W
I Home ~ = SRM  Requirements ~ = Offers v  Service Agreements ~ - Service Receipts ~  Invoices ~ = Reports ~  Admin + | Help v I

| Requirements g Help el

¥ New Queries (1) » New

Query # BCC Type Assigned To Date Created

QR10554 Birmingham City Council Question 25/02/2013 11:06

n There are no records to display.

% All Queries that have been raised by you or your team

¥ Returned Queries {0)

! There are no records to display.

n There are no records to display.

¥ Re-Opened Queries (0)

n There are no records to display.
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All these support options are also displayed on your SProc.Net homepage with your

helpline phone number:

Requirements Offers Service Agreements Service Receipts
&
OF SA SR 4P
— . — — o
E— Te— E——
> Al > Al > Al > Al
> MNew Requirement > Submitted (15) » Pending Approval (1) » Pending Approval (14)
> Draft (44) 2 Under Consideration (50+) 2 Pending Acceptance (6) » Rejected (0)
2 Pending Distribution (0) > Pending 5-A(38) » Active (37) » Approved (4)
> Open (50+)
> OnHold (50+)
Admin
> My Profile » Accreditations » Enrolments > Users

Help Dashboard Raise Query Operations Centre Email Us
2 What's New? > Create New > Click here
2 Options > Browse
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