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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 Consultantsô contribution to the SP programme which 
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 Whatôs New in SPOCC.Net 9? 

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 including a clientôs email address. A clientôs age is displayed; 
the value being calculated automatically based on the clientôs DOB. 

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 PI 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. Womenôs Refuge) have the option of either not displaying any contact 
details (i.e. address, óphone number etc) or of not appearing at all in public searches.  

 
N.B. These óconfidentialô settings are controlled by the Local Authority and you should discuss 
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 local authorityôs statement regarding the Privacy and Security of SPOCC.Net can be examined 
by clicking on the SPOCC.Net privacy and security policy text on either the Login or Secure Services 
home pages. 
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Figure 1 Privacy & Security on SPOCC.Net 
 

3.3 Navigating the site 

Click on the links to navigate to your desired location.  
 

 
 

Figure 2 Navigation hyperlinks 
 

 
 
Click on any point in the óbreadcrumbsô trail to return to previously visited pages 
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Figure 3 'Breadcrumbs' 
 
Clicking on the return to ósecure servicesô text when it is displayed will return you to the Secure 
Services home page. 
 

 
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: 
 

 
 

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. 
 
 
 

 
 

Figure 6 Requesting a Log - in (1) 
 

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

 
 

Figure 7 Requesting a Log - in (2) 
 

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

 
 

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: 
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Figure 9 The 'Change Password' link 
 
 
Enter your new password in both boxes and click on the Change Password button to complete the 
change. 
 

 
 

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. 
 

 
 

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

Log on by navigating to the SPOCC.Net home page for your LA. Click on the óAccess secure services 
for providersô link. 
 

 
 

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. 
 
  

 
 

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. 
 
 

 
 

Figure 14 Expired Password reminder 
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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 

 
 

Figure 15 The secure services homepage ï The óWelcomeô page 
 
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 Local Authority in the last óxô months. 

¶ 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 
 

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: 

¶ If a contact is assigned Organisation Contact ï access to all Services for the Provider. 
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¶ 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 ï 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 

¶ If a contact is assigned Contract Contact ï 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. 
 

 
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: 
 

1. Requests can be filtered to those made by you or your organisation as a whole. 
2. The name of the user that made the request. 
3. The type of the request, whether it is pending/approved/rejected and when it was submitted. 
4. The details of the request that was sent to the local authority for approval 
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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 óManage Actionsô link on the Manage Service page which will open the Manage Actions 
page. 
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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. 
 

 
 

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. 
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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 donôt 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 
Contactôs details or add new Contacts by navigating to the Manage Contacts area. As with many 
areas of SPOCC.Net this is accessed via the Secure Services home page:  
 

 
 

Figure 21 The 'Manage Contacts' link on the Secure Services home page 
 
Clicking on the óManage Contactsô link (the text itself) will open the Manage Contacts overview page: 
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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. 

5.5.1 Editing a Contactôs Details 

You can edit the details by clicking on the Contactôs name, which will open an óEdit Contactô page for 
that specific Contact; this page will display the current details for this Contact, as held in the SPOCC 
system. 
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Figure 23 Editing the details of an existing Contact 

5.5.2 Assigning a Contact to a Role 

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 To list. Youôll first be asked 
to select the role you want to assign this Contact to; the following choices are available: 
 

¶ 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 
saying ñ(currently assigned to xxx)ò, where xxx is the name of a Contact. 
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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. 
 

 
 

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 then click on the óSave Changesô button. Your 
request for changes to the Contactôs details will be sent to the Local Authority. The status of the 
request (i.e. ópendingô) will be shown against the Contactôs name on the Manage Contacts overview 
page: 
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Figure 25 The change is 'pending' 
 
Whilst the status is still set to ópendingô the proposed changes can be viewed by clicking on the ó1 
change pendingô link which will open the óChanges to Contactô page. 
 

 
 

Figure 26 Visual changes to Contact 
 
Any entries that have been removed or replaced will be in red 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 ópendingô change will disappear from the Manage Contacts overview page. 
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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 óAdd new Contactô button then add the new Contactôs details. When all the details are 
entered you should click on the óAdd Contactô button to submit them to the Local Authority.  
 

 
 

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 on the Contactôs name, which will open an óEdit Contactô page, and click on 
the Delete this Contact button at the bottom of the page. 
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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. 
 

 
 

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. A specialist placement team who is responsible for placing clients with service providers 
2. 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. 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. 

2. 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. 

3. The referral team acts upon the service providerôs decision  
In this stage the referral team review the decisions made by the providers and place the client, 
as appropriate. 

4. 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 a referral 

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.  
 

  
 

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

 
 

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 Manage text beneath the óView/Edit?ô heading 
which will display a page showing the details of the referral. 
 
 

 
 

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 

¶ Support Needs 
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). 

¶ Existing services provided by you 
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¶ Other referrals for your service 

¶ 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 
providerôs decision drop-down. The options in this drop-down can be customised by the administrator 
of the SPOCC system but the standard list is: 

¶ Considering application  
This informs the referral team that you are actively reviewing the referral 

¶ 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). 

¶ 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. 

¶ Place the client on your waiting list  
This informs the referral team that you will accept the client when you have a vacancy 

 
In addition to your (the providerôs) decision, you may 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 providerôs decision 
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. 
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Figure 33 Managing a client, referrals tab 
 
Clicking the ñAdd New Referralsò link will display a search page for service levels as shown in Figure 
34. 
 

 
 

Figure 34 Search for service levels 
  

The form includes the following fields: 
 

¶ The client for which the referrals will be created 

¶ The start date for the proposed clientôs service schedule ï the earliest start date possible is 
limited by the configuration implemented by your local authority 

¶ Service Type ï 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 ï 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? ï 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 . 
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Figure 35 Search results when creating a new referral 
 
After the search is perform the search options change and now includes: 

¶ a decision date ï the date you require the service providers to inform you about their decision 

¶ a comments box ï 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: 

¶ Causes the results to be presented using pagination 

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

¶ Allows you to sort the results 
 
The search results include the following information: 

¶ Provider name 

¶ Service name 

¶ Service level 

¶ Total units (contracted for that service level) 

¶ Calculated availability ï the difference between the total contract units and the number of 
existing client schedules. 

¶ Provider specified availability 

¶ No# of outstanding referrals ï the number of referrals awaiting a decision by the provider 

¶ No# of potential placement ï the number of referrals awaiting a decision by the referral teams 

¶ No# of referrals on waiting list ï the number of the clients associated with the providerôs 
waiting list for that service level. 

¶ Associated properties ï 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. Clicking the ñCreate Referralsò button will create the referrals that will be immediately 
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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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. 
 

 
 

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 the providerôs decision on the providerôs behalf. 

6.2.2 Acting upon the service providerôs decision 

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. 
 

  
Figure 38 The Manage Referrals link on the Provider's SPOCC.Net page 



SPOCC.Net Provider User Guide                                                                         Page 33 of 93 

 
If you have permission to manage the referrals process (i.e. a member of a referrals team) then the 
manage referrals page contains two tabs: ñReferrals requiring reviewò and ñManage referrals by 
serviceò. The latter tab allows you to manage/review referrals for a particular service and is similar to 
the view of referrals seen by service providers.  
 
The tab ñReferrals requiring reviewò (see Figure 39) is aimed at referrals teams and provides the list of 
referrals that require action. This list will include referrals where: 
¶ The current status is ñReferred to providerò and the response/decision date has passed  

¶ The current status is ñOn waiting listò and the review date has passed 

¶ The current status is ñOn waiting listò and providers decision is no longer ñon waiting listò (i.e. 
when the provider accepts a client who is on a waiting list) 

 

 
 

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. 
 

 
 

Figure 40 Referral details from referral team user's perspective 
 

The first task is to change the status from ñReferred to providerò to ñClosed and awaiting decisionò. If 
this is one of a group of referrals then checking the ñcheck to move other referrals éò will cause all 
referrals for the client with the same response/decision date and status of ñReferred to Providerò to be 
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 ñClosed and awaiting decisionò is intended to indicate to the provider that you are actively 
reviewing the referral and stops the provider from changing the information provided. This status 
provides you with extra fields (see Figure 41) 

¶ Referrerôs decision (with associated rejection reason) 

¶ Ability to change the start date 

¶ The ability to set a review date 
 

 
 

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 ñReferral completedò. When you click the save button, SPOCC.Net will close the 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. 
 
If the provider places the client on their waiting list then you can change the status to ñOn waiting listò 
and pick a new review date. You may optionally select ñon waiting listò as the referrerôs decision. The 
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. 
 

 
 

Figure 42 Managing a group of referrals 
 

In this group mode, the section ñOther Referral(s)ò section appears and this allows you to select the 
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 ñReferral Completedò and inform the provider of the reason. 
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7 Downloading  

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

7.1 Reports 

In order to download your reports you should first click on the óGenerate Reportsô link on the Secure 
Services home page which will take you to the Generate Reports page.  
 

 
 

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 

¶ Payment Items with Client Information 

¶ Performance Indicators 

¶ Performance Indicators by Primary Client Group 

¶ Service Adjustment Schedule 

¶ Service QAF 

¶ Service Subsidy Summary 

¶ Service User Adjustment Schedule 

¶ Service User Means Schedule 

¶ Service User Subsidy Schedule 

¶ Service User Subsidy Schedule with Unit Type 
 
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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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: 
 

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

 
 

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 been set to óFinalisedô by the Local Authority. 
 
The list of Clients available from the drop-down will have an entry labelled óBlankô at the top of the list. 
Select this Blank option to generate an empty óClient Needs Assessmentô report. 
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When you are ready you should then press the óGenerate Reportô button. 
 

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

  
 

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

 
 

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. 
 

 
 

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. 
 

  
 

Figure 49 Installing Adobe Acrobat Reader 
 
 

7.2 Downloading PI Workbooks 

You can download a copy of a PI 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 download a PI workbook you should first click on the óPerformance Measurement 
workbooksô button on the SPOCC Secure Services home page which will take you to the Performance 
Measurement page.  
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Figure 50 The Performance Measurement download page. 
 

You should use the drop down boxes provided to select: 

¶ The Download Type ï 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 
 

¶ The Workbook type 
o If download type is Standard then either óSPPI (2004) aô or óSPPI (2004) a Extended 

Staffing 
o If download type is CAS/HIA then select either CAS or HIA and click on the Select 

button 
 

¶ The Service ï the services available will depend on  
o The service type. 

Á  If you have chosen to download CAS workbooks then only services whose 
service type is CAS will be available for selection.  

Á If you have chosen to download HIA workbooks then only services whose 
service type is HIA will be available for selection. 

Á 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 óDownloadô button will now generate the pre-populated workbook ready for you to enter 
the current details. This workbook should now be saved.  
 

 



SPOCC.Net Provider User Guide                                                                         Page 42 of 93 

 
 

Figure 51 The downloaded workbook 
 

The process of uploading a P.I. 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. 
 

  
 

Figure 52 To Download a Service Rich workbook first click on the 'File Management' link 
 
You then need to select the óType of Downloadô and press the óSelectô button (The óFile Typeô field 
should now be automatically filled in). 
 
Select the Service from the óSelectionô drop down list. 
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Figure 53 Stipulate the óType of Downloadô & óFile Typeô and select the Service from the 
óSelectionô drop down list 

 
When you have made your selection, click on the óDownloadô button to complete the process. 

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. 
 

  
 

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 the óType of Downloadô and press the óSelectô button (The óFile Typeô field 
should now be automatically filled in ) 
 
Select the period from the óSelectionô drop down list. 
 

 
 

Figure 55 Stipulate the óType of Downloadô & óFile Typeô and select the Period from the 
óSelectionô drop down list 

 
When you have made your selection, click on the óDownloadô button to complete the process. 
 
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. 
 
 


































































































