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1 Introduction

The process of data submission to the Supporting People team by Providers can be extremely labour
intensive.

The SPOCC program is Oxford Computer Consultantso6 c
equips local authorities with the tools they need to manage their participation in the Supporting People
initiative and improve the provision of support services.

The inclusion of Internet access for the purposes of data exchange is seen as an important
development to help reduce workloads and streamline the business processes between the Local
Authority and the Provider.

SPOCC.Net does this by providing a secure online link between the Provider and the Local Authority,

which will both reduce the time spent on data exchange and help eliminate the possibility of data
errors.
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2 What 6s New in SPOCC. Net 972

2.1 Manage Clients

A new Manage Clients sections has been added. See section 8.2 Managing Clients.

More client detail can now be entered includinga cl|l i ent 6s emai | addr ess.

the value being calculated automatically based

2.1 Ability to perform Needs Assessments for Clients

This function is only available if your local authority has purchased the Needs Assessment module in
SPOCC

2.2 Ability to refer Clients to other Providers

This function is only available if your local authority has purchased the Needs Assessment module in
SPOCC

2.3 Update Client details without LA approval

Your local authority can give you permission to update Client details directly without requiring
acceptance from them.

For a list of changes in previous versions please see Appendix A: Version History
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3 Overview
SPOCC.Net enables two distinct on-line functions.

1) Secure Services (each Provider will only have access to their own data):

a. Providers can download copies of their Pl workbooks which will be pre-populated with
their core data, thus helping to eliminate errors. The workbooks can then be
completed with current data changes and submitted to the Local Authority who can
examine the contents before deciding to import. (See sections 7.2 & 8.4)

b. Providers can also submit changes to Client Schedules e.g. New Clients, Ending
service etc (See sections 8.1 & 8.1.1.3) and examine the status of such submissions
(See section 5.3 Requests Sent to Local Authority)

c. Providers can submit changes to Service Details, Properties and Contacts

d. Providers can Manage Referrals (where the LA has purchased the Client Needs /
Referrals module)

e. QAFs can be created, edited and submitted (See section 8.1.3)
f.  Providers can download copies of such monthly reports that the LA permits. (See

section 7.1)

2) Public_Services: Allows the public (e.g. Social Workers, Service Users) to search for
Services. No password is required for this service.

The criteria Include services with no available places allows the users of the site to find all the
services that have places available as specified by the provider (or include those which do

not)
Sensitive Services (e.g. Womends Refuge) have the
details (i.e. address, 6 p hng at ell inrpubliclseanchee t c) or of n

N. B. These O6confident i al docalAuthorityragdsouahowd disousst r ol | e d
your requirements with them.

3.1 Intended audience

This guide is aimed at Providers who are users of the SPOCC.Net system and is intended to cover
most of the basic processes that the User will encounter. This will include the submission of data
concerning changes to Client schedules, the downloading and uploading of Performance workbooks,
the downloading of periodic reports and the administration of SPOCC.Net Users & Contacts and their
passwords and User names.

3.2 SPOCC.Net Privacy and Security Policy

Your | ocal aut horityés stat e mentSPOEHNatrcahibe examinbde Pr i v a
by clicking on the SPOCC.Net privacy and security policy text on either the Login or Secure Services
home pages.
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SPOCC

SPOCC.Net » Secure » Privacy & Security

Privacy

Security

to your browser.

Return to secure services.

Privacy and Security on SPOCC.Net

Information provided by you or your organisation about you is only available to authorized SPOCC users within the council.
Your details will not be passed on to any third parties unless you have given prior consent.

Actions taken while logged into SPOCC.NET (e.g. viewing reports) are logged for monitoring purposes. Searches are also
logged anonymously to help the council monitor service demand.

All sensitive transactions on SPOCC.NET are performed using the HTTPS protocol, which encrypts the data passing between
your browser and the SPOCC.NET server. The identity of the server is guaranteed by a trusted certificate identifying the site

When you log into the SPOCC.NET website your log in information is stored in an encrypted cookie. If cookies are not
enabled in your browser you will not be able to log into SPOCC.NET. This cookie is automatically removed when you close
your browser. You can also removed it by logging out out of the SPOCC.NET website when you have finished.

The SPOCC.NET website should function in any browser. To better protect your security when using the internet, it is
recommended that you upgrade your browser to the newest version available and check for security updates regularly.

Figure 1 Privacy & Security on SPOCC.Net

3.3 Navigating the site

Click on the links to navigate to your desired location.

SPOCC

SPOCC.Net » Secure

-
{?} Manage Services

praperty desails and QAF submissions

I dbc

Authorry

4§ EleManagement

| Generste Reports

for you to usa.

Manage Account & Requests

—| Manage Contract Documents
wumant ot signed

Welcome to SPOCC.Net, Mr Graham Flint

Manage services and their associsted client detais, client scheduled sarvicss,

Electronically sign any coniract documents made available by your Locsl

Upload znd download Provider Data Interchenge files and Serice Rich
Workbooks

Vi pdf versions of reparts that your Local Aushority have made available

Use the features below to manage the service and client information you share with the Local Authority, run reports, upload performance workbooks and much more!

m Manage Clients

Manage dlients and their associsted scheduled senvices and other related
informaion

\) Performance Measurement

Dounload workbooks and upload completed workbooks. View previous
performance indicator submission values, submit LPT values

# Manage Actions

Manage any Actions assigned to the Provider or logged on user

Use the features below to manage your account, view the results of workflow between you and the Local Authority.

[} Requests Sent to Local Authority
View status of requests sent in the past 1 month(s)

B Manage Contacts

&L, Change Password
I

Manage your password

Add new contaets and edit current concac detalls

-’j Log out

Log out of the systam

This i a secure system. View the policy on privacy & security. Get help in the [} user quide.

Cli poi
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SPOCC

SPOCC.Net » Secu‘{'_e » Performance Measurement

\) Performance Measurement

Figure 3 'Breadcrumbs’

Clicking on tdher e esarwni cteos 600 stee x t when it is display
Services home page.

Return to secure services.

Figure 4 The text link back to the Secure Services home page

3.4 Mandatory fields

Mandatory fields in SPOCC.Net are in bold type and must be completed before any submission. If
you fail to comply you will receive a reminder as below:

SFOCLC

SPOCC.Net » Secure = Services » RS Aids - Rattham Road » Add Schedule

L} Request New Schedule

& Please complete the following fields:

= Surname
m Start Date

Use this form to request a new client schedule, Mandatory fields appear in  bold.

Service: RS fids - Rattham Road

Service Level: Please select a value []

Property: {None} El

Title:

Forename:

Surname:

Address 1:

Figure 5 Reminder that a Mandatory Field has not been completed.
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4 Obtaining a Login

In order to use the Secure Services part of SPOCC.Net it is necessary to obtain a login from the Local

Authority. This can be applied for by e-mail to the SPOCC.Net administrator at your LA who will supply
you with both a User name and Password.

SFOCLCL

SPOCC.Net » Secure

Welcome to SPOCC.Net secure services

Please log in to access secure services.

Username:

Password:

» Forgotten password?

» Not a registered useri Reguest a login. I

Return home.,

This is a secure system. View the policy on privacy & security. Get help in the [,} user guide.

Figure 6 Requesting aLog -in (1)

You will be taken to this page where you should fill in the requested details.

SFOCL

SPOCC.Net » Secure » Request Login

Request a SPOCC.Net login

Please complete the form below to email the SPOCC.Net administrator requesting a2 username and password.

Name:
Organisation Name:
Email Address:

Confirm Email Address:

Send Request | | Cancel |

Return to secure services.

Figure 7 Requesting aLog - in (2)

Your new login details will be sent to the email address that you supply.

SPOCC.Net Provider User Guide Page 10 of 93



4.1 Forgotten your Password?

If you have forgotten your password you should click on the appropriate link and follow the
instructions; you will receive an e-mail from the Local Authority with your current password.

SFOCLCL

SPOCC.Net = Secure

Welcome to SPOCC.Net secure services

Please log in to access secure services,

Username:

Password:

«| Forgotten password?
« Mot a registered user- Regquest a login,

Return home.

This is a secure system. View the policy on privacy & security. Get help in the E:? user quide.

Figure 8 Forgotten Password?

4.2 Changing your Password

Once logged in you can change you own password; first click on the Change Password link on the
Welcome page:

SPOCC.Net Provider User Guide Page 11 of 93



SPFOCC

SPOCC.Net » Secure

Welcome to SPOCC.Net, Mr Graham Flint

Use the features below to manage the service and dlient information you share with the Local Authority, run reports, uplead performance workbooks and much more!

@ Manage Services m Manaqe Clients
Manage services and their associzted client derall, chent scheduled sanvices, Manage clients and their associced scheduled semvices and ather ralsted
property detaik and QAF submissions information
Manage Contract Documents \) Performance Measurement
1 document not signed
Donnload werkbosks znd uplosd completsd workbosls. View sravious
Eiscuronically sign any cantracs decuments made avalsble by your Locsl performance indicator submissian values, submit LP1 values
Authory
4§ File Management { Manage Actions
Uglosd 2né downioad Frovider Data Inerchange fles snd Service Rich Manzge 2ny Actions sssigned o the Bravicer or lagge an user
Workbooks
-

Generate Reports

View .pdf versions of reports that your Local Authority have made available
for you to use.

Manage Account & Requests

Use the features below to manage your account, view the results of workflow between you and the Local Authority.

Requests Sent to Local Authority
View status of requests sent in the past 1 month(s)

B° Manage Contacts

Add new contacts and edit current contact details.

) il
™ ange Password 'y Log out
v ¥

Manage your password Log out of the system

This is a secure system. View the policy on privacy & security. Get help in the [} user quide.

Figure 9 The 'Change Password' link

Enter your new password in both boxes and click on the Change Password button to complete the
change.

SFOC L

SPOCC.Net » Secure » Change Password

“., Change Password

Use this form to change your password. The change will take effect when you next log on.

s Password may not be the same as or similar to the user name
« Password may not contain spaces
» Password must be at least 6 characters lona.

Mame: Mr Graham Flint

Username: oflint

Current Password:
New Password:

Confirm New Password:

| Change Password | | Cancel |

Return to secure services,

Figure 10 Enter the new Password and confirm it by writing it a second time
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As success message will be displayed when your password is changed.

SPOCC

SPOCC.Net » Secure » Change Password

%‘\; Change Password

@ Your password was changed.

Use this form to change your password. The change will take effect when you next log on.

Figure 11 Confirmation that your Password has been changed.
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5 Logging on

Log on by navigating to the SPOCC.Neth o me page for your LA. CI
for providersé | ink.

SPOCC

SPOCC.Net

Welcome to SPOCC.Net

Welcome to version 7.0.0.0 of SPOCC.Net. Connected to SPOCCv70_Rowland on PINKY.
Please use the links below to access the various areas of the site.

Public services

(‘\ Search for services

Secure services

2
"})i Access secure services for providers

Figure 12 Logging on to secure services

The home page will look something like this (it will probably be customised by your local authority but
will still contain the options shown here)

Enter your Username and Password in the places indicated and press Login.

SPOCC

SPOCC.Net » Secure

Welcome to SPOCC.Net secure services

Please log in to access secure services.

Username: ‘ ‘

Password: ‘ ‘

* Forgotten password?
« Not a registered user? Request a login.

Return home.

This is a secure system. View the policy on privacy & security. Get help in the @- user guide.

Figure 13 Enter your log in password

Your local authority will stipulate the length of time that your password remains valid. If it needs
changing you will receive a prompt; if your password has expired you will need to contact your LA.

SFOCLC

SPOCC.Het » Secure

Welcome to SPOCC.Net secure services

@ Your SPOCC.Net password has expired. In order to regain access to SPOCC.Net you should contact the
LA and ask them to reset your password.

Please log in to access secure services.

Username: | Karpet|

Figure 14 Expired Password reminder

SPOCC.Net Provider User Guide Page 14 of 93



You will be denied access to the website unless you change your password. After a set number of
days, specified by your LA, your password will expire and you will need to apply to have it re-allocated.

5.1 The Secure Services Home page

SFOCC

SPOCC.Net » Secure

Welcome to SPOCC.Net secure services

Welcome to SPOCC.Met, Mrs Leona Karrpett

‘j Generate Reparts \J/" performance Measurement
o Manage Services @ File Management

y
| Manage Contract Documents
1 document not signed

=
f Requests Sent to Local Authority

View status of requests sent in the past 1 month(s]
ﬂ Manage Contacts ‘17 Manage Actions
) ) 5 )
T Change Password | Log out
W .

This is a secure system. View the policy on privacy & security. Get help in the [} user guide.

Figure 15 The secure services homepagei The 6 We Ipage me 6

The options open to the User are almost all accessed via the Secure Services home page. From here
you can:

Generate Reports

Manage Services(Client Schedules/Service Details/ QAF submissions)
Manage Contract Documents

View the status of requests you have sent to the
Upload/Download Performance Measurement Workbooks
Upload/Download Service Rich data workbooks

Manage Contacts

Manage Actions

Change your Password

Log out

View the SPOCC.Net privacy and security policy

SPOCC.Net User Guide

= =8 -—a_-8_-8_9_9_9_-92_-9_-53_-12

5.2 Limited Service Accessibility

The management team for your organisation may contact the local authority to request that all
contacts with a SPOCC.Net login have access restricted to services they are involved with.
Involvement with a service can be in one of the following ways and the type of involvement dictates
access:

1 If a contact is assigned Organisation Contact i access to all Services for the Provider.
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1 If a contact is assigned to a service as the Service Manager, Emergency Contact, Self-
referral, Out of Hours, Self-referral Office Hours or SPOCC.Net Manager i access limited to
those Services covered by the assignments.

E.g. Service Manager for Service A will only be able to manage the affairs of Service A,
Service Manager for Service B who is also Emergency Contact for Service A will be able to
manage the affairs of both Services A & B

1 If a contact is assigned Contract Contact i access limited to those Services covered by the

Contract(s) (and the Contract(s) themselves) for which the Contact is assigned as Contract.

This security limits (a) the Services that a contact can manage, (b) the Contracts with Contract
Documents that a contact can manage, (c) the Services actually shown in the Generated Reports and
(d) the Services to which the Contact can assign other Contacts.

5.3 Requests Sent to Local Authority

Unless otherwise stated in this guide most changes you make are sent as requests that must be
approved by the local authority before they become permanent within the system.

You can review any requests that you or anybody else in your organisation has made by entering a
number of months (or accept the default) and clicking the Go button on the home page after logging
in, see Figure 16.

=T
x_}f' Requests Sent to Local Authority
- View status of requests sent in the past 1 month(s)

Figure 16 View Requests on Secure Home Page
The list of requests made within the time period specified will be displayed on the resulting page.
The information shown on the page (numbered as per Figure 17) shows:
Requests can be filtered to those made by you or your organisation as a whole.
The name of the user that made the request.

The type of the request, whether it is pending/approved/rejected and when it was submitted.
The details of the request that was sent to the local authority for approval

N
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SFOLC

SPOCC.Net » Secure » Requests over 1 Month

L? Requests over 1 Month

Filter requests by who they were made by:

o You

Oxford Healthcare Trust

Filter

Values that have been removed or replaced are &osseé-out and new values are highlighted.

@rrpenl Mrs Leona

Type: New (Pendin bmitted: 02 December 2011 at 11:43
Title Mr
Forename Zachery
Surname Elliot
Addressi 12a Chancel Road
Town Batshville
Postcode @ BA3 7GF
Gender ?
Provider Oxford Healthcare Trust
Service Lookout 4U
ServicelLevel 1 - Service Level 1
Property Heltra House
StartDate 02/12/2011 00:00:00
EstimatedUnitsPerWeek 1.00
RequestComments New client;

Return to secure services

Figure 17 Requests Made to Local Authority

5.4 Managing Actions

Actions are timed tasks that are set by the local authority and need to be completed by the assigned
person within a specified time frame

Such Actions that have been ascribed to one of your organisations contacts can be managed by

clicking on the O6Manage Act pagewhibh will bpperkthedanage Aationdla na ge S
page.
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SPFOCC

SPOCC.Net » Secure

Welcome to SPOCC.Net, Mr Graham Flint

Use the features below to manage the service and client information you share with the Local Authority, run reports, upload performance workbooks and much more!

<

i:j} Manage Services m Manage Clients
Manage services and their associzted client details, dient scheduled services, Manage dients and their associsted scheduled senvices and other related
proparty details and QAF submissions information

Manage Contract Documents \) Performance Measurement
Download workbooks and wpload completed workbooks, View previous

Electronically sign any contract documents mads available by your Local performancs indicator submission values, submit LPI values
Authority

;& File Management # Manage Actions
Upload and download Provider Data Interchangs files and Service Rich Manage any Actions assigned to the Provider or logged on user
Workbooks

-

Generate Reports
View .pdf versions of reports that your Local Authority have made available
for you to use.

Manage Account & Requests

Use the features below to manage your account, view the results of workflow between you and the Local Authority.

[;;? Reguests Sent to Local Authority
View status of requests sent in the past 1 month(s)

A
"‘:',, Change Password j Log out
v

Manage your password Log out of the systam

This is a secure system. View the policy on privacy & security. Get help in the EH- user guide.

Figure 18 The 'Manage Actions' button on the Manage Secure Services page

Any current actions will be listed. This list can then be limited to Actions either for you or your

organisation as a whole. Check the appropriate radio button and click on the Filter button to limit the
list.

SPOCC

SPOCC.Net » Secure » Manage Actions

# Manage Actions

Filter actions by who they are assigned to:

® You
(O  Oxford Healthcare Trust

Use this page to amend actions assigned to you.

Action Due Date To Be Done By Priority
Check documentation 02/12/2003 Leona Karrpett

Provide information regarding resettiement of 12/12/2003 Leona Karrpett High
'movers on'

re-issue security policy 05/03/2004 Leona Karrpett

Get Quorum in trustees 01/04/2004 Leona Karrpett High
re-issue security policy 15/04/2004 Leona Karrpett

Return to secure services.

Figure 19 The Manage Actions page

The Action can then be opened for editing purposes by clicking on the text link which is displayed
beneath the Action title.

SPOCC.Net Provider User Guide Page 18 of 93



SPOCC

SPOCC.Net » Secure » Manage Actions » re-issue security po...

f Editing Action Details

Use this form to request changes to the action details.

Action: re-issue security policy
Start Date:

Due Date: 15/04/2004

Priority

ToBeDone By:  [Karpett, Mrs Leona ||
Completed Date ": =

Request Comment: |

Save || Cancel

Return to secure services.

Figure 20 Editing an Action

From the Editing Action Details page you can either add a Completed Date if the Action has in fact
been completed or re-assign the Action to a colleague. A Request Comment field enables you to add
notes about the request. Clicking on the Save button will send the edit request or the Cancel button if
you donét want to make any changes after all

The Request Comments are stored in SPOCC with the request and not the Action; as the name
suggests they are intended to be comments about the request rather than comments about the Action.

5.5 Managing Contacts

If your login has permission to manage Contacts in SPOCC.Net, you can make changes to a
Cont act 6s de twaCohtacts loyrnavigating torthe Manage Contacts area. As with many
areas of SPOCC.Net this is accessed via the Secure Services home page:

e 1
,',! Requests Sent to Local Authority
- View status of requests sent in the past 1 month(s)

n ~| | Manage Contacts

#Add new contacts and edit current contact details

b Al
ry Change Password *y) Log out
Manage your password Log out of the system

This is a secure system. View the policy on privacy & security. Get help in the E} user guide.

Figure 21 The 'Manage Contacts' link on the Secure Services home page

Clickiniaaoagteh € didkithe tekt gsélf) will open the Manage Contacts overview page:
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SFOCLC

SPOCC.Het » Secure » Contacts

ﬂ Manage Contacts for Oxford Healthcare Trust

Use this page to make amendments to contact details.

Name Address

Karrpett, Leona
hite B S Comheds st

Freeman, Donald 999 Cambridge Terrace, Oxfo... 01865 793077

D
5 He

Telephone Email

01332 668 994

Deactivated contacts are eressed-eut.

Add New Contact

Return to secure services.

Figure 22 The 'Manage Contacts' overview page

The Manage Contacts page will contain a list of all current Contacts who have been given SPOCC.Net
access. Any Contacts crossed—out have been deactivated by the local authority, they can be
reactivated but you will need to contact the LA to ask them to do it.

551 Editing a Contactds Details

Youcaneditthedet ai |l s by

clickingwhhmrmht we | Compaat fage fod&rmde t

that specific Contact; this page will display the current details for this Contact, as held in the SPOCC

system.

SPOCC.Net Provider User Guide
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SPOCC

SPOCC.Net » Secure » Contacts » Donald Freeman

SPOCC

SPOCC.Net » Secure » Contacts » Donald Freeman

- Edit Contact Details

Any changes made are submitted for approval before being made final. Mandatory fields appear in bold.

B Edit Contact Details

Any changes made are submitted for approval before being made final. Mandatory fields appear in bold.

Title
Forename

Surname

Telephone
Fax

E-mail

Position

Type

Assigned To

Address 1
Address 2
Address 3
Address 4
Town

UPRN

Directions

iM‘ | Title [mr ]
[Donald Forename Donald
|Freeman Simama Freeman
01865 793077 Mobile Telephone 01865 793077 Mobile 07755 666555
Pager Fax Pager
Web Address E-mail donfreeman2@555.org.uk Web Address
|Contract Contact Position Contract Contact
[Admin a| Type Admin S
Finance Director Finance Director
Secretary < Secretary
Senice Manager — | » Service Manager
Telephonist ) Telephonist v
Hold the Ctrl key to select multipie types. Hold the Cirl key to select multiple types.
Contact for contract OHT 223 Add Assigned To Contact for contract OHT 223 Add
999 Cambridge Terrace Address 1 999 Cambridge Terrace
Address 2
Address 3
Address 4
|Oxford Postcode 0X99 9HN Town Oxford Postcode 0X99 9HN
; USRN UPRN USRN
Directions
|
[ confidential Disabled Access | Not Set v [ Confidential Disabled Access | Not Set v|

[ contact can log in to SPOCC.Net  Username

Request Comment: |

Save Changes
Delete this Contact

[ Contact can log in to SPOCC.Net

Request Comment: ey mobile and email

Save Changes
Delete this Contact

Username

5.5.2 Assigning a Contact to a Role

Figure 23 Editing the details of an existing Contact

One change you may want to make is to change the Services to which this Contact is assigned. To

make a new assignment, click the Add button to the right of the Assigned Tol i st

Youol

to select the role you want to assign this Contact to; the following choices are available:

E R EE ]

f
f

Contact for organisation
Service Manager for service
Emergency contact for service

Self Referral Office Hours contact for service
Self Referral Out of Hours contact for service
Service SPOCC.Net Manager for service [only available if provider access restrictions have

been enabled by the local authority]
Contact for contract
Contact for accreditation

Make your choice and click the Select button. You will then be shown a list of all the entities
(organisation, services, contracts, or accreditations) appropriate for the role you chose. If any of the
entities in the list currently have a Contact assigned to them then you will see a note next to the item

sayi

ng Aycasseghed to
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Choose the assignments you would like to make by selecting from the entities in the list by clicking on
them. You can select more than one by holding down the Ctrl key on the keyboard while you click.

SFOCCL

SPOCC.Net » Secure » Contacts » Graham Flint

| Edit Contact Details

Use this form to assign roles for contact Graham Flint.

Emergency contact for service [=]

- Indude decommisioned services

RS Aids - Chatham 5t (currently assigned to Graham Flint)
RS Aids - Rattham Road

Hold the Crrl key m selerr multiple itames.

[ Assign ] [ Cancel ]

Figure 24 Assigning a Contact to a new role

Once you have made your choice, click on Assign and you will be returned to the main Edit Contact
Details page, where your change will be reflected in the Assigned To list.

To remove an assignment, simply select the assignment from the Assigned To list and click the Delete
button to the right.

5.5.3 Requesting Changes to a Contact

Once you have made whatever changes are required, add any explanatory text to the Request
Comment field (for this individual submission)and t hen c¢%$adawe&k ©mbautahaysud

request for changes to t he ClocaltAatlotity Bhe status agfthd s wi | | be
request (i.e. oépending6) wildl b e sage Gontacts gvarviewst t he Co
page:
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SFOCL

SPOCC.Net » Secure = Contacts

T). Manage Contacts for Rehab 2000

Use this page to make amendments to contact details.

Request for change of details submitted successfully.

Mame

Flint, Graham

Address
4th floor, Aspect House, 22...

Telephone Email

012233 445566

1 change pending

Hawve, B Carlton House, Deep Lane, T... 01222 333 4445 BHayve@RehabZK.com
Lande, Mary  Henry Jobsworth, Rm 3a - Le... 01326 5545987
Roberts, A 323 Southern Way, Plankton,... 01934 665799 ARoberts@rehab200...

Add New Contact

Return to secure services.

Whi | st
change

t he

pendingd 1

Figure 25 The change is 'pending’

status i s
n k

still
whi ch

set
ipagel

t o

open

SPOCC

SPOCC.Net » Secure » Contacts » Changes to Contact

@ Changes to Contact

Values that have been removed or replaced are erossed-ett and new values are highlighted.

Karrpett, Mrs Leona

Type: Update (Pending)  Submitted: 10 November 2008 at 18:44

Active True

Title Mr

Forename Donald

Surname Freeman

Telephone 01865 793077

Mobile 07755 666555

Email donfreeman2@555.org.uk
Position Contract Contact
AssignedTo « Contact for contract OHT 223
Address1 999 Cambridge Terrace
Town Oxford

Postcode 0X99 9HN

Confidential False

DisabledAccess Not Set
HasAccessToSpoccliet False

Comments new mobile and email

Return to secure services.

Figure 26 Visual changes to Contact

Any entries that have been removed or replaced will be inred-type-and-crossed-out; new submissions
will be highlighted in bold.

Once the Local Authority has accepted the changes the new information will be entered in the SPOCC

system and

this &édpendingé
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5.5.4 Adding a New Contact

A similar process is carried out when adding a new Contact. From the Manage Contact overview page
click on the 6Add new Contactdéd button then add the
entered you shoul d c dbittorkto sabmit themeo the Aotad Autbarity.t a c t

SPOCC
SPOCC.Net » Secure » Contacts » Add New
= Add New Contact
v
Enter new contact details and click save. Mandatory fields appear in bold.
Title [
Forename [ ‘
Surname ‘ ‘
Telephone i Mobile
Fax ‘ J Pager [ i ‘
E-mail [ | web Address [ |
Position [ ‘
Type Admin ~ \
Finance Director
Secretary
Service Manager
[Telephonist &8
Hold the Ctrl key to select multiple types.
Assigned To | Add
Address 1 ‘ |
Address 2 [ ‘
Address 3 ‘ ‘
Address 4 [ |
Town ‘ | Postcode
UPRN l USRN
Directions |
[ confidential Disabled Access | Not Set :‘
[ Contact can log in to SPOCC.Net Username
Request Comment:
Add Contact

Figure 27 The 'Add New Contact ' page

The process of requesting a SPOCC.Net login and password management is described in section 4
5.5.5 Deleting a Contact

To delete a Contact, click |lompteme aGo mMiEgk ahd dloome mec,t Owh i
the Delete this Contact button at the bottom of the page.
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Request
Comment:

Delete this Contact

Figure 28 Delete this Contact

You will be alerted if the Contact is currently assigned to anything, but these are just warnings, you will
still be able to request the change by filling in any comments for the LA and clicking on the Delete
button to submit the request.

SPOCC

SPOCC.Net » Secure » Contacts » Delete Contact

B Delete Contact "Donald Freeman"

Although you can request this contact to be deleted, note that currently the actions listed below are
not possible to do.

This contact can not be deleted for the following reason(s):
It is being used by a Contract.

This contact can not be deactivated for the following reason(s):
It is being used by an active Contract.

Use this form to request a deletion of this contact.

Request Comments:

Contact Details

Title: Mr
Forename: Donald

Surname: Freeman

Figure 29 Delete Contact page
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6 Managing Referrals

This functionality is only available when the Referrals module has been purchased and you

have been granted the permissions to make decisions or manage referrals.

A referral is the request by one organisation to one or more service providers to support a potential
service user. The referring organisation, which will be referred to as the referral team in the rest of this
document, could be:

1.
2.

A specialist placement team who is responsible for placing clients with service providers
An interim or emergency service provider who is responsible for finding longer term services
for their clients

The referrals process has four distinct stages, which are:

1.

4.

The referral team create referrals

In this stage the referral team assesses the needs of the potential service user and selects
one or more providers to provide services to support those needs.

The service provider makes a decision

In this stage the service provider reviews the client and their needs and determines whether it
is appropriate for them to support the potential service user.

The referral team actsupont he service provideros deci si
In this stage the referral team review the decisions made by the providers and place the client,
as appropriate.

The referral is closed

The majority of SPOCC.Net users will be concerned with the second stage where they receive
requests to support clients through this module and this functionality is outlined in section 6.1. For the
specialist referral teams using SPOCC.Net, the functionality is described in section 6.2.
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6.1 Receiving areferral

In this section, we will describe the functionality around a service provider receiving a referral and how
they indicate their decision.

The Manage Referrals area of SPOCC.Net is accessed from the Secure Services Home page using
the link as illustrated in Figure 30.

SFOCC

SPOCC.Net » Secure

Welcome to SPOCC.Met, Mr Graham Flint

Use the features below to manage the service and dient information you share with the Local Authority, run reports, upload performance workbooks and much more!

e
‘.'V)_* Manage Services m Manage Clients
Manage sarvicas and their assodizted client detzils, disnt scheduled sarvices, Manage clients and their associsted scheduled senvices and other relsted
property details and QAF submissions informatior
Manage Contract Documents \/\ Performance Measurement
F document et signed.
Download workbooks and uplosd completed workbooks. View previous
Electronically sign zny contract documents made avaiable by your Local performance indicator submission values. submit LPI values
Autharity
4 e Menagement J Manage Actions
Uglozd znd download Provider Data Interchange files =nd Service Rich Manage any Actions assignad to the Provider or logged on user
Workbooks
# Generste Reports | Manage Refarrals
View .pdf versions of reports that your Local Authority have made available Manage referrzls made to your erganisation

for you to use.

Manage Account & Requests

Use the features below to manage your account, view the results of workflow between you and the Local Authority.

3"
ri. Requests Sent to Local Authority
View status of requests sent in the past 1 month(s)

B)=| Manage Contacts

Add new contacts and edit current contact details

""\_ Change Password “IJ Log out
Manage your password Log out of the sys=m

This is a secure system. View the policy on privacy & securitv. Get help in the [} user guide.

Figure 30 The Manage Referrals link on the Provider's SPOCC.Net page

SPOCC.Net Provider User Guide Page 27 of 93



The Manage Referrals page (see Figure 31) provides the list of active referrals that you need to review
and make a decision upon. This page includes a filter that allows you to limit the referrals to a smaller
subset or expand the list to include closed referrals but the list is always limited to services provided

by you and may be limited further as described in section 5.2 - Limited Service Accessibility.

SFPOCC

SPOCC.Net » Secure » Manage Referrals

8:‘ Manage Referrals

Manage Referrals by Service

Service: All Senices v
Status: All open referrals 4
Response Date From: g Movernber | 2011
The following is & list of cliznts that have been referred to you, Use the manage link next to a referral 1o view more details and to acceptieject it
View /Edit? Referral Response Current Status Providers LA's Decision  Service Client Name  Client
Date Date decision Name Needs
Score
Manage 28/11/2011 25/11/2011 Referred to Client application  N/a - referral Radcliffe Road Smith, Barbara 0
Provider with-drawn with provider Endeavour
Manage 2871172011 03/12/2011 Referred to Declined client M/a = referral Radcliffe Road Stockton, nia
Provider wiith provicer Endeavour Charlie

Figure 31 The Provider's Manage Referrals area

Each referral listed provides links for you to review the service (see section 8.1), the client (section
8.2) or the referral itself. The referral team will have set a response date which is the date that you

should have completed your review of the client and made your decision.

You can chose a referral to review by clicking on the Managet e xt beneath

which will display a page showing the details of the referral.

Start
Date

03/12/2011

0371272011

SFOCC

SPOCC.Net » Secure » Manage Referrals » Referral Details

8ﬂ Referral Details

Current Status:  Referred to Provider

This client will be placed with a service on 03/12,/2011.
Please make a decision before this date.
Declsion: Considering application - Rejection Reason: -

Comments:

Save | | Cancel

Referral Details

LA's Decision: No decision mads
Service: Radliffe Road Endeavaur
Service Level: 2 - 2 (1936)
Start Date: 03/12/2011

Units Per Week: 1

Figure 32 Referral details

In addition to the details of the client and the proposed schedule, you can see the following information

about the client (where these values have been entered):

Ethnicity, Culture & Religion
i Support Needs

End
Date

t

he

This section includes the primary and secondary client groups and a link to their latest needs

assessment (see section 8.2.4 for more details on needs assessments).
1 Existing services provided by you

SPOCC.Net Provider User Guide
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1 Other referrals for your service

1 Other referrals for client to services provided by you

Once you have reviewed the client, you can inform the referral team about your decision using the
provider 6s -dogm The bpiians irdthiodpop-down can be customised by the administrator
of the SPOCC system but the standard list is:
1 Considering application
This informs the referral team that you are actively reviewing the referral
1 Accept the client
This informs the referral team that you are happy to accept the client. Please note that does
not automatically place the client with you because the client may have been referred to many
services at once and the referral team will review the responses and choose the most
appropriate service for the client (which may not have been the first to accept).
1 Reject the client
This informs the referral team that you cannot accept the client and you must provide a reason
using the rejection reason drop-down.
1 Place the client on your waiting list
This informs the referral team that you will accept the client when you have a vacancy

In additiontoyour ( t h e p r deecisiod,gaudnay)provide extra information in the comments box to
support your decision. You may change your response until the point the referral team change the
status of the referral because they wish to make a decision about the client and potentially place the
client.

6.2 Managing the referrals process

In this section, we will describe the functionality around a referrals team creating and managing
referrals and is aimed at those SPOCC.Net contacts that can create referrals (i.e. members of referral
teams).

The referrals process has four stages as identified above, which are:
1. The referral team create referrals
2. The service provider makes a decision
3. The referral team acts upon the service providerd
4. The referral is closed

6.2.1 Creating referrals for a client

The referrals process starts by finding an existing client as described in section 8.2 or by creating a
new client as described in 8.2.2. The referrals functionality for a client is shown on the Referrals tab of
the client management page and this includes a link that allows you to add referrals to the client, as
shown in Figure 33.

SPOCC.Net Provider User Guide Page 29 of 93



AR Nicholas Barmforth (DoB: 06/05/1988)

I0: 10336
2 Wheatsheaf Close, Horsell, dsf, Woking, GLZ1 9HH

Details || Schedules || Heeds Assessments || Referrals | Find a different client =

Add referrals

Click the link below to add referrals for client

Add Mew Referrals

Referrals

[ Include completed referrals ]

Figure 33 Managing a client, referrals tab

Clickingthen &4d New Ref er displaysatsealch pade fowserlvide levels as shown in Figure

34.

i
8-2 Create new referral

Search for service levels

Client: Barmforth, Micholas
Start Date: f Decamber | |2011
Service type: Please select a value >

Estimated Units Per Week: 1

Only show services with
vacancies on the specified start date?

Search Cancel

Figure 34 Search for service levels

The form includes the following fields:

f
f

The client for which the referrals will be created

The start date for the proposed client& service schedule i the earliest start date possible is
limited by the configuration implemented by your local authority

Service Type T this filters the results to only include services of a particular service type. Your
permissions may limit the range of service types that you may refer to.

Estimated Units Per Week i number of units of service required by the client. This is normally
1 but may vary for floating support services.

Only show services with vacancies on the specified date? 1 checked by default. Unchecking
this option causes the search results to include services that have no vacancies at the
specified start date to be included.

Clicking the search button conducts the search and returns the results as shown in .

SPOCC.Net Provider User Guide Page 30 of 93



1
gj Create new referral

Search for service levels

Client: Bennett, Mr Gordon
Start Date: 13/12/2011
D2aEEn D= 13 | December v 2011
Service type: accommodation Based Service
Estimated Units Per Week: 1
Comment:
Create Referrals ] [ Search Again
Showing 1 to 8 of 8 entries Search:
Provider Service Level Total Calculated Provider No# of No# of No# of Associated
Name Name Units - Availability Specified Qutstanding Potential Referrals On Properties
Availability Referrals Placements Waiting List
O Trent Bridge Radcliffe 2 29.00 28.00 nfa 1 2 o « Bridge
Estate Rioad HiLise:
Endeaviour
F Sile Home from 1 10.00 9.00 nfa 2 o o * Halfway
Organisation Home House

Figure 35 Search results when creating a new referral

After the search is perform the search options change and now includes:
I adecision date i the date you require the service providers to inform you about their decision
I acomments box i note that the comments entered here will be available to all providers.

If you do not have JavaScript enabled then all the results will be returned and you will be able to select
the appropriate service levels as required. If you have JavaScript enabled then you will get extra
functionality that:

1 Causes the results to be presented using pagination

1 Allows you to search the results for a particular service name

1 Allows you to sort the results

The search results include the following information:

1 Provider name
1 Service name
1 Service level
1 Total units (contracted for that service level)
1 Calculated availability 7 the difference between the total contract units and the number of
existing client schedules.
1 Provider specified availability
1 No# of outstanding referrals i the number of referrals awaiting a decision by the provider
1 No# of potential placement i the number of referrals awaiting a decision by the referral teams
T No# of referrals on waiting list T the numb e r of the clients associatec

waiting list for that service level.
1 Associated properties i the first three properties associated with the service.

You may select as many services levels as required by ticking the box at the beginning of each search

result row. Clicki ng t he ACreate Referral s o thatwiltheimmediatdyl creat
visible to providers. If this action is successful you will be redirected to the Manage Referrals page

where all new referrals will be displayed in a table as shown in Figure 36.
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Referrals

[ Include completed refarrals ]

The following is & list of cliznts that have been referred to you, Use the manage link next 1o a referral to view maore details and to acceptireiect it

View /Edit? Referral Date Response Date Current Status Providers decision LA's Decision Service Name Client Needs Score  Start ate End Date
Manage 01/12/2011 06/12/2011 Referred to Provider No decision made MN/4 - referral with provider  Home from Home nfa 06/12/2011
Manage 0171242011 06/12/2011 Referred to Provider No decision made MN/A - referral with provider  Radcliffe Road Endeavour  n/fa 06/12/2011

Figure 36 Newly created referrals

If there are issues creating a referral for any of the services you selected then you will be informed

about how many referrals were created and why others failed, as shown in Figure 37.

@ 3 referrals created successfully.

& A referral for the service Home from Home - 2 already exists and therefore another will not be created.

Figure 37 Message about create referral issues

The referrals created will be available to the provider and they should indicate their decision as
outlined in section 6.1. However, if the provider does not have internet access then it is possible for

the referral team to enter theehalfrovi derbés deci

6.2.2 Actingupon the service provideros deci

Referrals can be managed on a per client basis as outlined in section 8.2.5 or using the Manage
Referrals area of SPOCC.Net that is accessed from the Secure Services Home page using the link as

shown in Figure 38.

FULC

SPOCC.Net » Secure

Welcome to SPOCC.MNet, Mr Graham Flint

§ '}? Manage Services m Manage Clients
Manage sarvicas and their assodizted client detzils, disnt scheduled sarvices, Manage clients and their associsted scheduled senvices and other relsted
property details and QAF submissions information
Manage Contract Documents \) Performance Measurement
T Gocument not Signed
Download workbooks and uplosd completed workbooks. View previous
Electronically sign zny contract documents made avaiable by your Local performance indicator submission values. submit LPI values
Authority
P
4 Fie Hanagement ;{/ Manage Actions
Uglozd =nd download Provider Data Interchange files =nd Service Rich Manzge zny Actions assignad to the Brovider or logged on user
Workbooks
Generate Reports ! Manage Referrals
View .pdf versions of reports that your Local Authority have made available Manage referrzls made to your erganisation
for you to usa,

Manage Account & Requests

Use the features below to manage your account, view the results of workflow between you and the Local Authority.

3y
r; Requests Sent to Local Authority

View status of requests sent in the past 1 month(s)

B)=| Manage Contacts

Add new contacts and edit current contact details

g + Change Password “IJ Log out
Manage your password Log out of the syst=m

This is a secure system. View the policy on privacy & security. Get help in the Ef user guide.

Use the features below to manage the service and dient information you share with the Local Authority, run reports, upload performance workbooks and much more!

Figure 38 The Manage Referrals link on the Provider's SPOCC.Net page
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If you have permission to manage the referrals process (i.e. a member of a referrals team) then the

manage referrals contains

page

t wo tabs: fiReferral

s er vi c e tier tabTallows ybuato manage/review referrals for a particular service and is similar to

the view of referrals seen by service providers.

The tab
referrals that require action. This list will include referrals where:
1 Thecurrentstatusisi Ref erred t o

1 The current statusis i On

I The current statusi s
when the provider accepts a client who is on a waiting list)

gﬁ Manage Referrals

Referrals Requiring Reviesy | Manage Referrals by Service | Add new referral »

The following is a list of clients that have been refierred to you. Use the manage link next o a refirral o view more details and 1 acreptjreject it

View/Edit? Referral Response current status Providers decision LA's Decision Service Name
Date Date
Manage 28/11/2011 25/11/2011 Referred to Provider No decigion made N/& — referral with Home from Home
provider
IManage 28/11/2011 25/11/2011 Referred to Provider No decision made M/& — referral with Home from Home

provider

providero
wai t i ngreliewdatedaspassed t h e
fi Ong waii stpgio¥idees @etision is no longer fi 0 n

ARef er r alseeFigwweg3A)iisraimeda@t rafeeralsiteamsdand provides the list of

and t he

wai (ie.ng 1| is
Client Name Client Needs start End
Score Date Date
Banan, Barbara n/a 03/12/2011
Banan, Barbara  n/a 03/12/2011

Figure 39 Referrals requiring review tab

This list of referrals provides links for you to access the client details (section 8.2) or the referral itself.

The mange link opens the referral as shown in Figure 40.

8’5 Referral Details

Current Status: Referred to Provider

Next Status: Referred to Provider b

This client will be placed with a service on 28/11/2011.

[ - check to mave other referrals to selected status as well (there are 1 other referrals where response dates has been passed).

Provider's Decision: Considering application - Provider's Rejection Reason:
Comrnents:

Referral Details

LA's Decision: Mo decision made
Service: Wayback 2

Service Level: 2 - 2 (1906)

MNovember | 2011

Start Date: |29

Units Per Week: 1

Figure 40 Referral details from referral team user's perspective

The firsttaskistoc hange the status from fAiReferred to provide
this is one of a group of referrals then checking t
referrals f or the client with the same response/ decision

changed to the new status at the same time. The status of the referral will change when you click

save.
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The status ACIosed and a voarditateroghe grevideér that gou are actsrelyi nt end e |
reviewing the referral and stops the provider from changing the information provided. This status
provides you with extra fields (see Figure 41)

T Ref er r er 6(with dssociated reeation reason)

1 Ability to change the start date

1 The ability to set a review date

8 | Referral Details

Current Status: Closed and awaiting dedision by LA
Next Status: Closed and awaiting decision by LA
The next review dateis 8 December ~ 2011
Provider's Decision: ~ Considering application Provider's Rejection Reason:

Referrer's Dedsion:

Referrer's Rejection Reason:  pccepted other sevice ~

Considel ap
Accepted client
Declined client
Client application with-drawn
On waiting list

Comments:

[ Save |[ cancel

Referral Details

LA's Decision: Dedined dient
LA's Rejection Reason: Accepted other service
Service: Raddiffe Road Endeavour

Service Level: 2 - 2 (1936)
Start Date: 22 December ~ 20711 | Save

Units Per Week: 1

Figure 41 Changing referrer's decision

If the provider has indicated that the start date for the service is inappropriate (possibly using the
comments) then it is possible to correct the start date.

If the provider has accepted the client then you can accept the client on this service and change the
status to fARef err al clickthergade buttandSPOCCWEt aviti clogeathe referral and
create a scheduled service for the client that starts on the specified start date with the specified
provider. If this service is associated with a subsidy-based contract then the payments to the service
provider will change as a result of the new referral.

If the provider declines the client then you will need to restart the referral process to find an alternative
service for the client.

I f the provider places the client on theiwaiwaingi hgsl.i
and pick a new review date. You may optionallys el ect fion waiting | isTheé as t he
review date is intended to ensure that clients are not forgotten and their circumstances are reviewed

regularly.
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If the referral was part of a group of referrals then it is possible to accept one referral and reject all the

others in a single action. Figure 42 shows the extra fields that appear when the referral is part of a
group.

8, | Referral Details

Current Status: Closed and awaiting decdision by LA
Next Status: ‘Referral completed Ly
The nextreview dateis 8 December = 2011
This Referrak:

Provider's Dedision:  Accepted dient Provider's Fejection

Reason:

Referrer's Accepted client - Referrer's Rejection -
Dedision: Reason:

Comments:

b

Other Referral(s):
There are 2 other referrals that you are deliberating upon. If you set current referral to completed would you like to cancel these referrals with
the following details:

Status: Referral completed ~

Your Dedsion: Declined client -
Rejection Reason: Pleasze select avalue

Cancel
Figure 42 Managing a group of referrals
I'n this group mode, the section AOther Referral (s)o

referral status, referral team decision and associated rejection reason as well as the properties for the
current referral. Clicking save will create the scheduled service as before but it will also set the other
referrals in the group to AReferral Compl etedod and i
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7 Downloading

SPOCC.Net gives you the possibility of downloading various items directly from the SPOCC system.

7.1 Reports

I'n order to downl o
Services home page which will take you to the Generate Reports page.

ad your

r e [Generats Repoasd

SFOCC

SPOCC.Net » Secure » Generate Reports

your PC.

‘ Generate Reports

The following reports are available for you to view. To view reports you must have f'/_'-l-Acrobat Reader installed on

04/11/2008 -
07/10/2008 -
09/09/2008 -
12/08/2008 -
Return to se¢15/07/2008 -
17/06/2008 -
20/05/2008 -
22/04/2008 -
25/03/2008 -

01/12/2008
03/11/2008
06/10/2008
08/09/2008
11/08/2008
14/07/2008
16/06/2008
19/05/2008
21/04/2008

Report: | gepjice User Subsidy Schedule v

Period: Please select a value

v

$ h odiSedune f

Figure 43 The Generate Reports page, a payments report with criteria.

Depending on the policy of your local authority you can select and download these reports:

External Payments
Payment Items

Performance Indicators
Service Adjustment Schedule

Service QAF
Service Subsidy Summary

= =4 -a_a_8_8_48_4_-29_-2_-93_-2

Service User Adjustment Schedule
Service User Means Schedule
Service User Subsidy Schedule
Service User Subsidy Schedule with Unit Type

Payment Items with Client Information

Performance Indicators by Primary Client Group

Different reports can have different criteria. Those reports that are related to payments always offer
you the ability to choose from a range of periods that have been finalised and paid by the local

authority.
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SFOCC

"n Generate Reports

SPOCC.Net = Secure » Generate Reports

The following reports are available for you to view. To view reports you must have [* Acrobat Reader installed on your PC.

Report:  [Payment [tems [~]

Period:  [24/01/2012 - 20/02/2012 (12)[=]

Generate Report

Legend

Ttem Definition
QAF  Qality Assesment Framework

Return to secure services.

Figure 44 The 'Generate Report' button

Alternatively, depending on the policy of your local authority you can select and download client based
reports for a given client from the extra list:

1 Clients Needs Assessments (part of the optional Needs Assessments module)

SPOCC

SPOCC.Net » Secure » Generate Reports

ﬁ Generate Reports

The following reports are available for you to view. To view reports you must have [} Acrobat Reader installed on
your PC.

Report: iCIiem Needs Assessment VE [ select |

Client: (o ir Albert | Select |

Please select avalue |
Blank

Return to se: Fiall, Mr Albert

Inurye, Mr Clint
Theakston, Ms Sarah
|Thorpe, Miss Anne

Figure 45 The client drop-down is available for client based reports

The provider will only be able to view completed Needs Assessments, i.e. those assessments whose
status has Findisedd 9Deyltodatirathodity.

The list of Clients available from the drop-d own wi I'I have an entry | abelled 6
Select this Blank optiioenntt oNegedse rAast ee sasnmemipd yr epCd r t
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SPOCC

SPOCC.Net » Secure » Generate Reports

ﬁ Generate Reports

The following reports are available for you to view. To view reports you must have [} Acrobat Reader installed on

your PC.
Report: [CIient Needs Assessment VH Select |
Client: ’ Blank vi [ Select ]

Generate Report

Return to secure services.

- Ry - i

A
Client Needs Assessment
Client Details
Name: Client ID
Telephone
Address: Fax
Mobile
Pager
Email
DoB
Confidential Address [] Gender
Housing Benefit ID Housing ID
SocialServices®D  NINumber
Client has agreed to share data with HB and SPOCC [J

Whenyou arereadyyous houl d t hen press the 6Generate Reportod bt

If there is no information available for the Report that you are attempting to generate you will receive a
message.

SPOCC

SPOCC.Net » Secure » Generate Reports

ﬂ Generate Reports

O MNo information is available for the criteria you have requested

The following reports are available for you to view. To view reports you must have @ Acrobat Reader installed on your PC.

Report: | Service Adjustments Schedule [=] [ Select |

Period:  |24/01/2012 - 20002/2012 (12) =]

Generate Report

Legend

Ttem Definition
QAF  Qality Assesment Framework

Return to secure services.

Figure 46 'No information is available for the criteria you have requested.'

SPOCC.Net Provider User Guide Page 38 of 93



If the SPOCC system contains the information that you have requested then the Report will be
generated and should look similar to the page shown in Figure 47.

Reports involving service information may be restricted if the local authority has turned on the limited
service accessibility option for your organisation; for further information see section 5.2 - Limited
Service Accessibility.

SPOCC

SPOCC.Net » Secure » Generate Reports

ﬁ Generate Reports

The following reports are available for you to view. To view reports you must have @Acrobat Reader installed on
your PC.

Report: [ senjice User Subsidy Schedule v/ [ select ]

Generate Report

Return to secure services.

BB & ez 00 B |

SERVICE USER SUBSIDY SCHEDULE
for the period to (finalised on

Oxford Healtheare Trust (10311) Provider tots! £10.24
Lookout 4U (10768} Senvce total £1024
e FudRet  royment From.To Unit Coet Wosk_Poriod Sue.

SenE - BERE G s

Adarecs.
ey T e Gare

1168x826In < i | &

[ Save in Excel format ] [ Save in CSV format

Figure 47 The schedule is generated.

Depending on the PDF reader tool you use (e.g. Adobe Acrobat Reader or Foxit Reader) the report
will be displayed on the page with a task bar above it offering options to save and/or print your report.

Options to save the report as either a Microsoft Excel file or a CSV comma delimited text file are
included at the foot of the page.

[ Save in Excel format ] [ Save in CSV format ]

Figure 48 Save as either a Microsoft Excel or CSV format as required.

If you do not have a PDF reader installed on your PC you will not be able to view reports; a link to the
Adobe website is included if you need to download and carry out the installation. This link is a
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convenience and does not imply any endorsement of this specific PDF reader; you are free to use the
PDF reader of your choice.

SFOUC L

SPOCC.Net » Secure » Generate Reports

- Generate Reports

O No information is available for the criteria you have requested

[ sz s aed on your e

The following reports are available for you to view. Te view reports you must have

Report: [Senvice Adjustments Schedule [=]

Period: | 24/01/2012 - 20/02/2012 (12)[2‘

Generate Repori

Legend

Item Definition
QAF  Qality Assesment Framework

Return to secure services.

Figure 49 Installing Adobe Acrobat Reader

7.2 Downloading Pl Workbooks

You can download a copy of a Pl workbook which will be populated with the core data as held on
SPOCC about the service you select, thus helping to eliminate errors and misunderstandings. These
workbooks can then be completed with the current data and submitted to the Local Authority who can
examine the contents before deciding whether or not to import them into the system.

In order to downloadaPlwor kbook you s first click on the O0PEe

houl d
wor kbooksd button on the SPOCC Secure Services home p
Measurement page.
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FULU L

SPOCC.Net » Secure » Performance Measurement

[ Performance Measurement

Download | | Upload || Manage
Downlead

Use this form to download perfermance workbooks pre-filled with SPOCC data.

Download Type: | Please select a value [~ Select |

Workbook Type:

Service:

[ 1nclude decommisioned services
Download

Legend

Item Definition

CAS Community Alarm Service
HIA Home Improvement Agency

PI Performance Indicator

Return to secure services.

Figure 50 The Performance Measurement download page.

You should use the drop down boxes provided to select:
9 The Download Type i either Standard Workbook or CAS/HIA Workbook (Community
Alarm/Home Improvement Agency). Make your selection and click on the Select button to
update the Workbook type selection

1 The Workbook type
ol f download type is Standard@dSRhmlen( BbfeAdddera 6 SPP
Staffing
o If download type is CAS/HIA then select either CAS or HIA and click on the Select
button

1 The Service T the services available will depend on
0 The service type.
A If you have chosen to download CAS workbooks then only services whose
service type is CAS will be available for selection.
A If you have chosen to download HIA workbooks then only services whose
service type is HIA will be available for selection.
A If you have chosen to download standard workbooks then services whose

service type is CAS/HIA will not be available for selection.

The services available in the drop down list may be limited due to your organisations permissions and
your service assignments. For further information see Limited Service Accessibility in section 5.2.

Clicking on the O6Downl oadd -populatedovorkbeok teddy fargovwtogrden er at e t
the current details. This workbook should now be saved.
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Service ID number | 1 0T [ Administering Authority
Service neme | Lonkout 4U .
prawigsr | 10 0103y supportingpeople
Provider name | Qford Healthcare Trust v [EEE ]~ No.wesks | 82 supporting indepencence
Cortact name * | Leona Karrpeft
pasition | Prime Contact From  Man04 Apr05 to  Sun 02 Apr 06 Artangements for out-of-hours cover )
Contact address 1 Primary cliert group: 24 - hour cover
! Frail elderly Out-of-hours cover anly
"3
"o Type of cover (i)
"5 Check service type / client aroup combination | Sleep-in staff
Postooe Floating support service on-call service
Telephone | 01332 668 994 Capacty. no. units ar placemerts [ Emergency larms
Email Permanent housing Cther
2 Please enter 3 first (or given) hame foliowed by @ space then secand ar family name
STAFF TEAM Click here to lnck Number of Total brs: Totsl  Percentage ‘Weekly  Support hre For each individusl post,
days worked  hows  oftine support  (this service)  total no. days in a full vear
Post(s) normaly Mo,  eachureek  worked inCole hours  as percent-
Group posts with the same hours werkedin of onall  eschwesk  thatis (this  =oe of tetal Al other
and percentage tine spert anthis  each week posts  dlties onthis spent on service)  weekly hrs. leave leave
headings service and on suppart (el cuties ) service  support
days ho hs hrs % s, % days days
GCola. Cal b Cof c. Cold Coie. Colf. ol g. car b Carl. ol
Members of staff
wvho spend some
or all of their time
on suppert
services and
wvork directly with
service users. ~
W 4+ W’ Cover {Checks b Contract ¢ Quarter 1 £ Quarter 2 £ Quarter 3 £ Quarter 4 / SPLSPIData / | >

Figure 51 The downloaded workbook

The process of uploading a P.l. workbook for a quarterly submission to the Local Authority is
described in section 8.4

7.3 Downloading Service Rich Data workbooks

The Provider can download copies of the Service Rich data workbook which will be populated with
data as currently held in SPOCC.

These workbooks can then be filled with further data or changes and submitted to the Local Authority
who can examine the contents before deciding whether or not to import them into the main system.

SFOULCC

SPOCC.Net » Secure

Welcome to SPOCC.Net, Mr Graham Flint

Use the features below to manage the senvice and client information you share with the Local Autherity, run reports, upload performance workbooks and much more!

% )7 Manage Services m Manage Clients
Manage s and their assoiated client details, dient scheduled services, Manage clients and their associsted scheduled services and other related

Eroperty detals and QAF submissions information

Manage Contract Documents \ Performance Measurement
Dovmload workbooks and uplosd compleed workbooks. View pravious
Elactronically sign any contract documents made svailable by your Local performance indicator submission values, submit LPI values
Autharity

.‘I/ Manage Actions

Upload and downlosd Brovider Daca Interchanga Fles and Servica Rich Manage any Actions assigned to the Provider or lagged on user
Workbooks

) Generate Reports

ions of reports that your Local Authoriy have made availsble

View .pef ver
for you'to us

Manage Account & Requests

Use the features below to manage your account, view the results of workflow between you and the Local Authority.

Requests Sent to Local Authority
View status of requests sent in the past 1 month(s)

., Change Password Y Leqout

Manage your passward Log out of the system

This is a secure system. View the policy on privacy & security. Get help in the [} user quide.

Figure 52 To Download a Service Rich workbook first click on the 'File Management' link

You then need to select phesdTiybpbe 08e IDpRindeobTdyd eadn df(iT
should now be automatically filled in).

Select the Servi cdrofdowmiist.t he O6Sel ectiond
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Download files from LA

Use this form to download files from SPOCC.

Type of Download: [ sepjice Rich Data Collection Workbook \:: Select

Selection: Lookout 4U “’\

Return to secure services.

Figure53St i pul at e

@D O

Typ f Downloadd & 6File Typebo
ct

he e o
Sel iond drop down | i st

O —~

When you have made your selection,c 1 i ck on t he 6Downloadd button to co

7.4 Downloading Provider Data Interchange files

The Provider can download Remittance files, also known as Provider Data Interchange, or PDI, files
which are populated with the client data that is currently stored in SPOCC.

Despite the fact that both the PDI Remittance file saved in the download and the PDI file used in the
upload to SPOCC are both CSV, or comma delimited, text files, they each have a distinct
specification. Subsequently, they should not be mixed up.

The main advantage of the Remittance files is that they provide a full picture for each Client that is not
available in any other report. This includes name and address information separated into individual
fields to make it easier to sort in Excel.

SFULL

SPOCC.Net » Secure

Welcome to SPOCC.Net, Mr Graham Flint

Use the features below to manage the service and client information you share with the Local Authority, run reports, uplead performance workbooks and much more!

% )" Manage Services m Manage Clients
Manage services and their assecizted dient details, diient scheduled services, Manage dlients and their assecizted scheduled services and other related
property details and QAF submissions informatior
Manage Contract Documents ‘\./ Performance Measurement
Donnload workbooks and uplozd completzd workbooks, View previeus

Electronically sign any contract documents made available by your Local performance indicator submission values, submit LPI values
Autharity

C, File Management '{/ Manage Actions
Uglozd 2nd download Provider Dtz Interchange files 2nd Service Rich Manzgs zny Actions assigned to the Providar or logged an user
Workbooks

-

Generate Reports
Viewe .pef varsions of repores that your Local Authority have made availzbl
for you to Us=.
Manage Account & Requests

Use the features below to manage your account, view the results of workflow between you and the Local Authority.

1] Requests Sent to Local Authority
- View status of requests sent in the past 1 month(s)

r4 Change Password ‘J Log out
Manage your password Log out of the system

This is a secure system. View the policy on privacy & security. Get help in the [% user quide.

Figure 54 To Download a Provider Data Interchange file first click on the 'File Management' link
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You then need to select phes®dTypbe 08e IDpRindeobTdydd eadn df(iT
should now be automatically filled in )

Selectthe periodf r om t he 6Selectioné drop down | ist.

Download files from LA

Use this form to download files from SPOCC.

Type of Download: rProvider Data Interchange V:
Selection: [25/04/2006 - 22/05/2006 |

Return to secure services.

Figure55St i pul ate the 6Type of Downl oBediddfréamthd&i | e Typebd
6Selectiond drop down | i st

When you have made your selection, clickon t he oO6Downl oadé button to compl e
As in other areas that include service information the Provider Data Interchange download will only

contain those services available to you if the local authority has limited your organisations access. For
further information see section 5.2 - Limited Service Accessibility.
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8 Uploading information

8.1 Managing Services

Click on the Manage Services link on the welcome page

Figure 56 The Manage Services link on the welcome page
Select the Service you wish to manage from the drop down list and click the Manage button. Only the

services accessible by the contact currently logged in will be available for selection; for further
information see section 5.2 - Limited Service Accessibility.

SPOCC.Net Provider User Guide Page 45 of 93



















































































































































