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BOROUGH COUNCIL

Home Scheduled Payments POs Reports Help Logout

1. Introduction

This document contains guidance for using Adult Social Care Provider Portal for Internal
Residential Homes. The portal is entirely web-based and can be accessed using any modern
browser such as Microsoft Edge or Google Chrome.

2. Logging into the Provider Portal

An email will be sent to you that contains the Provider Portal URL and your login details.
The link for the Provider Portal is below:

https://bedfordproviderportal.syhapp.com/ProviderPortal IAS Live/

You will be prompted to enter your username and password

Skip top navigation

BEDFQORI[D Adults' Provider Portal

BOROLIGH COLIMNCIL

Welcome to the Adults' Social Care Provider Portal
Home Page

The Portal is for care providers who offer services to adult residents in Bedford
Barough. It it & sacure means to view contract and financial infermation and
interact with the council.

It enables providers to;
= Submit the actual care delivered, directly to us, quidkly and easity Logi
» Bcoess on electronic recond of invoices and credit notes sent to us and
submit involces directly
Wienw all the payments we have made and are planning o make in relation to @
adult social care
Ter help manage your financial records, all purchase orders are available to
wiew and download
Qur Provider Portal also features reparting tools which can help you to
generate your returms

By logging in, you consent to the use of cookdes. See the Privacy Policy (ContrOOC)
for details.,

Insert your email and
password in the relevant
Agnessibilty Statement (ContrOOC) boxes and then press login

Please refer to the latest Lser Guide when using the Provider Poetal

Follow the link and after your first login you will be prompted to change your password.


https://linkprotect.cudasvc.com/url?a=https%3a%2f%2fbedfordproviderportal.syhapp.com%2fProviderPortal_IAS_Live%2f&c=E,1,UjO3FlvkwVv_UkcofTSdA9LOv3IfmbklvpKOac1-bO-yhqlyIaT6Ng7DJGMFOnBIJbhVrYUBRHN24sBdWuBm3ZbY-kIAZ55b5Otx0_3K3wMuZAJySSrsp3-PsQ,,&typo=1

:' L__] I T} D Achuilts” Provider Portal
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Fares Schadulad Payrsams
Change Provider Portal Pasoword

L Ehin, formm o changge your panswernd

. Cravesd Pasvwaadd
P
Perer Pasmveord
Corfrre, Passvesrd
\I
= [l \

Onoe wou g I for tho fiest time, @ will
reguos! & change of passwond. Thus m how
o it e passwnd and this page wil
i B SEcEadils vl B B A the hame

P

Protect your password:

An incorrect password entered 3 times in a row will lock you out of the portal and you will
need to request your password to be reset.

After 12 months, your password will expire, and you will need to choose a new password.
If you do not use the Portal for 60 days, your access will be suspended.
For Password and Security code resets, please follow the link to reset your password

You should not share login credentials with others. The Provider Portal records access and
aspects such as contract acceptance are legally binding with the person logged in.

3. Main Menu Functions:

After successful login, the home page of the Provider Portal will appear as below:

BBOI%JIL?GEQ&Q Adults' Provider Portal

Home | Scheduled Payments | Reports = Help  Logout

PP Residential Care Home

Pick a task...

™) Scheduled Payments
View and confirm or reject scheduled

payments.

Vi
El v
tab to be of
assistance if
Contract Documents Organisation Details there are any
View & download contract documents View and Request Changes to queries

Here are
shortcuts to
Reports some tasks as {3, Log Out
View & print financial reports | well as a help 2

Organisation Details

| Contacts

Actions and Change Requests
0 | View and Request Changes to Contacts
o~

4 open Actions (1 overdue)

To securely leave the
| Care Package Line Items Prowd'er POHBIJ press
8) View Care Package Line Items the 'Log Out' link

Each of these icons are to symbolize
different tasks. The links beside them will
take you to relating data.




ORD Adults' Provider Portal

BOROUGH COUNCIL

Home  Scheduled Payments Reports Help Logout

Help Topics Secure Home Page
Introduction The secure home page is only available once you have logged in. This page shows a summary of all options
Getting_Started available in the Portal.
= Who Can Use the Portal? " . L . . : . I
Pick a task by clicking on a link. (Please note: some of the major tasks also appear as tabs in the navigation
= How to Get Access bar at the top of the page)
Home Page

Scheduled Payments To return to the homepage at any time, simply click on the "Home" tab at the top of the page.

= Viewing Scheduled Payments

= Confirming_or Rejecting

= Downloading
Reports
Contract Documents
Organisation Details
Contacts

= Editing Contact Details
= Adding a Contact

Actions and Change Requests

= Actions
= Viewing_Actions

= Updating_ an Action

= Creating_an Action . . . .
» Change Requests In this colounm there are links which provide

useful guides to assist if there are issues

Care Package Line Items

Get More Help

We recommend using this guide for specific guidance on using Bedford’s version of the
Provider Portal.

4. Provider Portal homepage functions:

The following sections explain each of the Provider Portal’s functions and how they are to
be used when working with Bedford Borough Council.

Icon: Function:
' Viewing all service agreements and
8) downloading data.
Care Package Line Items

Interacting with Bedford with service variations,
care documents and payments.

Actions and Change Requests

Viewing all clients by service provisions in each

@_ financial year.

Purchase Orders




(A

Scheduled Payments

A list of all payment and charging items. These
items need to be confirmed or rejected.

L@

o " Contacts

Contains all the information of the contacts in
the organisation

®

Organisation Details

Contains all the information regarding the
location of the organisation

(i)

Reports

Self-serve remittance advice with provider
payments

©

Contract documents

Publication of individual pricing contracts for
each user

" Invoices

Generate electronic invoices for all service
users

Raise disputes on actual service delivery and
track queries to responses

Actuals & Requests

Recording of actual services delivered against
planned

" Email Notifications

Subscribe to email notifications and select from
the available options

5. Care Package line items

Description

Care Package Line Items (CPLIs) are the individual care services for a client and are the key
building blocks for payments and charges. The list of CPLIs will usually be long, particularly
as there will be a record for every client receiving each service.

Directions of use

Any amendments to the care being provided to a client are to be agreed between the and
the Social Worker, which will result in a new care plan being issued.




Select these boxes if you wish to include
BEDFQOR]D Adults' Provider Portal either 'Historical' and or 'Unauthorised’

BOROUGH COUNCIL Care Package Line Items in the search

Home  Scheduled Payments Reports Help Logout

8) Care Package Line Items

Service: [ [All Services] v ] Include Historical: ()]
Client: [[All Clients] v Include Unauthorised:
Service Level: [[All Service Levels] M

SSRef Client Service Service Level Start Date End Date Cost Pricing CPLLID
PP . 1 x Placement
AG203464 MaxBiythe  Residential ResidentalHome o0 n0m £850.00 o' ra50.00 29513
Long Term Weekly
Care Home (Spot)
PP y 1 x Placement
A6203360  Clara Smith  Residential  "eo0=tal HOME 000000 - £780.00 o+ 780,00 29509
Long Term Weekly
g Care Home (Spot) -

Use the 'Submit
Action' button(s) if
there is a client
specific question.

Once the "View' button is This yviII be sen! to
selected it will present a list the Finance Project
shown above Team to action

BEDFORD Adults' Provider Portal This is the page which will show following

BOROUGH COUNCIL the "'Submit Action' button being pressed

Home Scheduled Payments Reports Help Logout

‘)o New Action

Type: |[Please Select] N
Related To: | Client N P—
Entity: [Blythe, Max v
These boxes are
DueDate: [ | automatically filled in
Assign to: [ [Please Select] v due the data
Tile: | contained in the Care
’ Package Line Item
Text: |Re: Care Package Line Item for Max Blythe. Residential
Home Long Term (Placement) from PP Residential Care
Home, Starts 04/04/2022.
A
Yz

Create Action ] [ Cancel

The rest of the boxes
need to be filled out
to provide more
details about the
action

Ensure that the
'Create Action’
button is selected to
complete the action
request




6. Purchase Orders

Description
Purchase Orders (POs) are effectively the financial information for each client and contain
all service agreements within each financial year.

Directions of use

Provider web interface for Dean Cooke [FIEEVESS

w BEDFQORID Adults' Provider Portal

BOROUGH COUNCIL

Home  Actuals/Visits Invoices/Credit Notes POs Reports = Help Logout

r\ 71, Purchase Orders

Financial Year: |2022/2023 v Service: |[All Services] M
Client: [[All Clients] v
\ Please set filters and click the View button.

The results are
The filter at the seen by pressing
top of the list can the 'View' button
be used to set
search criteria

The list shows the total value of the Purchase Order along with the amount spent to date.

Provider web interface for Dean Cooke

@ BEDFQORID Adults' Provider Portal

BOROUGH COUNCIL

Home  Actuals/Visits Invoices/Credit Notes POs Reports Help Logout

r‘ \ Purchase Orders
Financial Year: |2022/2023 v Service: | [All Services] M
Client: [[All Clients] v Viey
Purchase Order Value Spend To Date Financial Year Issued
Craig, Daniel (A5282147) - 2022/2023 £32616.60 £0.00 2022/2023 01/04/2021
This page will
appear once the
To view more details 'View' button is
of the purchase order, selected
click the link of the
specific client under

the 'Purchase Order’'
column




Provider web interface for Dean Cooke [T NSty

BEDFQORID Adults' Provider Portal

BOROUGH COUNCIL

Home  Actuals/Visits Invoices/Credit Notes POs Reports Help Logout

=\ .
“/ Purchase Order View Close and return to list

= 1| of2 Q - 4+ . 3

Bedford Borough Council

Adults’ Social Care Provider Portal

Provider Address: Information:
Purchase Order: 27184 -1
Financial Year: 01/04/2022 - 31/03/2023
Date Printed: 03/07/2022
Payment Terms: All returns submitted via
provider portal
A -

/ Once the purchase order has

been reviewed, click the
'Close and Return to list' to
return to the main purchase
order page

This document also
contains details of the
invoice, delivery
address as well as
general payment
information

7. Scheduled Payments
Description

This area enables the Residential Care Home to view past and future schedules. Service
providers can use the portal to check schedules and see that they have been authorised and
finalised without the need to contact the Finance Team.

Directions of use

The scheduled payments page will show a breakdown of clients related to the specific time-
period with an Unconfirmed Status.

Use the filters on the left to select the required financial year, contract and billing period.
The pane will automatically refresh with a list of service provisions for each client.



BEDFQORID Aduits' Provider Portal

BOROUGH COUNCIL

7] schedled Payments

Financial year:
2022/2023 hd Please select the scheduled period on the left

Contract:

PP Residential Care I v

ﬁ PP Residential Care Home
=) 2 May 2022 to 29 May 2022
Unconfirmed
=) 4 Apr 2022 to 1 May 2022
Confirmed

Home  Scheduled Payments Reports Help Lo

Use the filters to select the required
financial year, contract and billing
period. The pane will automatically
refresh with a list of service
provisions for each client

BEDFORID Aduilts' Provider Portal

BOROUGH COUNCIL

] scheduled Payments

Financial year:
2022/2023 v Please select the scheduled period on the left

Contract:

(PP Residential Care F ] This is an example of the list which will
be present

Home  Scheduled Payments Reports Help Logout

ﬁ PP Residential Care Home &

-
_) 2 May 2022 to 29 May 202‘.

Unconfirmed

) 4 Apr 2022 to 1 May 2022

Confirmed
A

To view details of the scheduled payment,
click the link attached to the dates of the
payment, shown in the list

The ltalics writing shows
the status of the
scheduled payment,
either 'Confirmed' or
'Unconfirmed’, as shown
above




BEDFORD Adults' Provider Portal This provides a summary of

BOROUGH COUNCIL the tabs below

Home Scheduled Payments Reporis Help Logout

™| PP Residential Care Home - 2 May 2022 to 29 May 2022

CURRENT
Financial year:
—2022’ 2023~ Start Date: 02 May 2022 Total
Contract: End Date: 29 May 2022 Payable £6520.00
PP Residential Care | v Non-Payable £0.00

Status: Unconfirmed

@ PP Residential Care Home
:" 2 May 2022 to 29 May 2022
Unconfirmed

=) 4 Apr 2022 to 1 May 2022

These tabs allow for details to be
presented of the scheduled payments

Payable I Non-payable

Confirmed Cost/  Reason for Payment Applicable Dates Amount  Status
Income
I Each scheduled payment is
PP Residential Care Home 2022/2023 broken down into clients
This page will /
. Max Blythe (A6203464) (Total: £3400.00)
appear once this o
. . Cost Residential Home Long Term (Placement),  02/05/2022 - 29/05/2022 £3400.00 Pay
link is selected Spot.
Clara Smith (A6203460) (Total: £3120.00)
Cost Residential Home Long Term (Placement),  02/05/2022 - 29/05/2022 £3120.00 Pay
Spot.
Confirm/Reject

This button is used to Confirm or
Reject the scheduled payment

1 i This s the page which follows from the
BEDFQORD Adults' Provider Portal

\ 'Confirm/Reject' button
BOROUGH COUNCIL

Home  Scheduled Payments Reports Help Logout

] PP Residential Care Home - 2 May 2022 to 29 May 2022

CURRENT
Financial year:
_]22’ 2023~ Start Date: 02 May 2022 Total
Contract: End Date: 29 May 2022 Payable £6520.00
PP Residential Care F v Non-Payable £0.00

Status: Unconfirmed
o PP Residential Care Home

f 2 May 2022 to 29 May 2022 Comments:
Unconfirmed Use the relevant button
=) 4 Apr 2022 to 1 May 2022

Confirmed / \
Confirm

Care Package Line Items

A comment i _ End y cpL1
iusti fy th S5Ref Client Service Service Level Start Date Date Cost Pricing D
justitying the

i Blythe, PP Residential Residential Home _ £850.00 1 x Placement at
ChOlC(.E of 6203464 Max Care Home Long Term 04/04/2022 Weekly £850.00 (Spot) 20513
Confirming or 620340 STt PP Residential Residential Home o oon £780.00 1 x Placement at 20500
Rejectlng is Clara Care Home Long Term Weekly  £780.00 (Spot)

required here

Each schedule will
need to be
confirmed or
rejected




8. Actions

Description

Provider Portal Actions are a significantly better method of communication than email or

telephone. The action can be linked to specific items or clients, automatically assigned to
the correct team. They are also retained indefinitely for future reference and auditability.

Actions can be closed by the Finance Team at which point they will be removed from the
action box.

BOROUGH COUNCIL

@ BEDFQORID Adults' Provider Portal

Home  Scheduled Payments Reports Help Logout

‘30 Actions and Change Requests

New actions can be
raised by this button

Refine the
list by
using

Actions Deselect to see
only open actions

Open Actions Only Assigned To: | [Any] v Type: |[Any] v
Status Last Post Date Title Re: Due Type Assigned To
2.
w0 08/06/2022 23:02 Test Thunder Cat (Client) 19/06/2022 Placement LA (Finance Team)
- Query
3.
07/06/2022 12:03 Test Thunder Cat (Client) 19/06/2022 f"gt“:rTe”t LA (Finance Team)
Date
06/06/2022 15:07 Test Storm Blaize (Client) 09/06/2022 %::gﬁe LA (Finance Team)
Missin L
w 04/06/2022 00:54 Tlssing Storm Blaize (Client) 10/06/2022 Placement LA (Finance Team)
placement
- End Date
1.
[ 07/06/2022 12:02 Test Storm Blaize (Client) 28/06/2022 Placement LA (Finance Team)
- End Date
2.
[ ] 07/06/2022 10:40 Test Storm Blaize (Client) 29/06/2022 Placement LA (Finance Team)
- Query
2.
[ 07/06/2022 10:32 Test Storm Blaize (Client) 29/06/2022 Placement LA (Finance Team)
- Query
2.
[ ] 07/06/2022 10:22 Test Thunder Cat (Client) 30/06/2022 Placement LA (Finance Team)
- Query
Placement Provider -
[* B .
J 31/05/2022 12:48 Query Eden Care Home (Contract) 26/08/2022 Test Provider

] Click the link of the title to
A colour code system is view an action

used to show status

D1nclude Historical

Change Requests

Status ed Last Updated Type Entity Name Details Rejection Reason
07/06/2022 - New Contact [}
07/06/2022 - Update Contact dean cooke 0
07/06/2022 - Add Contact Role dean cooke [i ]
07/06/2022 - Update Contact dean cooke [}
07/06/2022 - Add Contact Role dean cooke [}
07/06/2022 - Update Organisation Eden Care Home )
01/06/2022 - Add Contact Role Mr Eden Cooke 0
31/05/2022 - New Contact (i ]
31/05/2022 - Update Contact Mr Eden Cooke [}
31/05/2022 - Add Contact Role Mr Eden Cooke [}
(@) 31/05/2022 31/05/2022 Update Organisation Eden Care Home )
(@) 31/05/2022 31/05/2022 New Contact (i)
(@) 31/05/2022 31/05/2022 Update Contact Mr Eden Cooke 0
0 31/05/2022  31/05/2022 Add Contact Role MrEden Cocke @) ?;;;:’eg"’re detai
O 31/05/2022 31/05/2022 Add Contact Role Mr Eden Cooke 0 Other: Error




The colour code system is
Red = Rejected

Amber = Pending

Green = Confirmed

The change request list shows all the change requests which have occurred. It is based in
chronological order with the latest response at the bottom

BOROUGH COUNCIL

@ BEDFORID Adults' Provider Portal

Home  Scheduled Payments Reports Help Logout

‘30 New Action

Type: | [Please Select] v This is the page which
will appear once the

Related To: |[Please Selec(] v 'New Action’ button is
Entity: | v pressed
Assign to: | [Please Select] M
Title: [
Text:
These drop
downs are
required to
create a new
4
Create Action H Cancel

Once all details have
been entered, this
button needs to be
pressed to create a

When Finance Team respond to the action, you will see that the Assigned To changes to
Provider. (It may be worth periodically using the ‘Assigned To’ filter to show only those
actions which are assigned to the Provider



BEDFORID Adults' Provider Portal

BOROUGH COUNCIL

Home Scheduled Payments Reports Help Logout

‘,a Action Details This page will appear once clicking

the link connected to the title of the

action
Test Overdue
Re: Thunder Cat (Client)

Due Date: 19 Jun 2022
Type: 2. Placement - Query

08 Jun 2022 23:02 Dean Cooke (Eden Care Home)
Test

Assigned to Finance Team
Due Date set to 19 Jun 2022

Related links:  Purchase Orders for Thunder CatService details for Eden Care Home

Comment ] [ Request Closure

A comment can be added at this
stage to be sent to the finance
team directly relating to a specific
action

If the query has been resolved
this button closes the action.
All actions, once resolved need
to be closed using this method

Request Closure

Comment ||

‘,0 Action C

Back |

Test / W Overdue
Re: Thunder Ca

2 te: 19 Jun 2022
Type: 2. Placement

Due Date  19/06/2022
08 Jun 2022

[ Submit | Cancel
Assigned to F
Due Date set 10 1y Jun zuzz

details for Eden Care Home
A comment is required in this field

ment Request Closure

Press 'Submit' once the
comment is complete

This is the page which will follow
pressing the 'Comment’ button

9. Contacts

Description



Provider Portal Contacts contains all the details of their staff associated with residential
home. It also allows for change requests regarding the roles of contacts.

Directions of use
Q BEDFORID Adults' Provider Portal

BOROUGH COUNCIL

Home  Scheduled Payments Reports Help

. Request Changes to Contacts

@ Eden Care Home
9! Cooke, Dean
9. Cooke, Eden
9. Eden, Garden

Hamilton, Jane

Please select a Contact on the left, or click the "New Contact" link.

@

9.\ Islam, Eden
w9 New Contact

This is an example of the list of contacts

To view more information on a specific contact,
click the link associated with the name of the
contact

To add a new contact
select this link

BEDFORD  Adls'rovider Portal e it aoloated.
BOROUGH COUNCIL

Scheduled Payments  Reports  Help  Logout

71 Dean Cooke - Contact Details

@ Eden Care Home
)

) Cooke, Dean Edit
9.1 Cooke, Eden
.\ Eden, Garden itle
.} Hamilton, Jane
- tamilton, Jane Forename Dean ) ]
9.\ Islam, Eden Details of the contact will be
9! New Contact Surname Cooke presented here
Address 1
Address 2
Address 3
~ N Town
To edit details County
about the
contact select Postcode
this button Country United Kingdom
UPRN
USRN
Mobile
Telephone
Fax
Email
For Role
Organisation: Eden Care Home Provider Portal Request Role Removal |
%  Organisation: Eden Care Home v | [Main v Request Role Addition |

To update the role of a contact by either
an addition or a removal of a role, use
the relevant drop downs and select the

relevant button to request a change




BEDFORDD Adults' Provider Portal

BOROUGH COUNCIL

Home Scheduled Payments Reports Help Logout

| Dean Cooke - Contact Change Request
@ £den Care Home To save the changes select the
9 Cooke, Dean Update |4 Cancel | 'Update’ button
.\ Cooke, Eden ‘&—
.\ Eden, Garden Title )
%! Hamilton, Jane
%) Islam, Eden Forename Dean
% New Contact ook
00ke
Address 1
Address 2
Address 3
Town Fillin the
relevant boxes
) ) [¢ ]
This page will be ounty
shown once the Postcode
‘New Contact' link Count T r—
is selected id (United Kingdom __|
UPRN )
USRN
Mobile
Telephone
Fax —

For Role
Organisation: Eden Care Home Provider Portal [ RequestRole Removal |
% | Organisation: Eden Care Home v | [Main ~| [ RequestRoleAddiion |

Roles can also be added and
removed at this stage

ORD Adults' Provider Portal

BOROUGH COUNCIL

Home Scheduled Payments Reports Help Logout

B Eden Care Home - Contact Creation Request

@ Eden Care Home
B Cooke, Dean

9. Cooke, Eden Title :]
Forename %J
slam, Eden Surname [%

4 New Contact
Address 1 I
Address2 I

%! Eden, Garden

Fill out the

Address 3 I relevant data
Town [ﬁ
oty —

This page will Posteode I

be presented Country :J

once this 'New

Contact link is UPRN L

selected USRN )

Telephone I
Fax

Email -
Provider Portal Email Address [ |

For Role
% | Organisation: Eden Care Home v Main ~

Submit Contact Creation Request

Once all the relevant data has
been entered, select this button




10. Organisation Details

Description

Provider Portal organisation details presents all of the essential information about the
organisation.

Directions of use

@ BEDFORD Adults' Provider Portal

BOROUGH COUNCIL

Home  Scheduled Payments  Reports Help Logout
a Eden Care Home - Organisation Details

O This Organisation already has a Change Request pending

Name Eden Care Home

Address 1

Address 2 To edit the organisation details select this

Address 3 button

Town

County
Postcode
Country United Kingdom
UPRN

USRN

Mobile

Telephone

Fax

Email

All the orgnaisation's details will
be present on this page




BOROUGH COUNCIL

@ BEDFORIDD Adults' Provider Portal

Home  Scheduled Payments Reports Help Logout

a Eden Care Home - Organisation Details

O This Organisation already has a Change Request pending

eg | Cancel
| Undalgg Cancol] To save the data
Name Eden Care Home added, select

‘Update’

Address 1

Address 2

Address 3

Town

|

County

Postcode [:]
Country United Kingdom

UPRN

Add any details to the
relevant boxes

USRN

Mobile

Telephone

Fax

Il

Email

This page will be presented once
the 'Edit' button is selected

11. Reports

Description

Provider Portal reports allow for financial reports to be viewed and printed, for detailed
analysis and reporting. It is possible to identify payments by client for each payment period.

Directions of use

@ BEDFORID Adults' Provider Portal

BOROUGH COUNCIL

Home Scheduled Payments Reports Help Logout

\j Reports

The following reports are currently available. Click to view.

A list of reports available will be

‘__—- shown here

o
‘j Pending_Scheduled Payments
‘o
‘ Remittance Advice Provider Payment

Viewing reports requires the Adobe Reader plug-in for yol owser. If you do not have this plug-in, visit the Adobe website to download it.

To view the specific report select the link
associated with the relevant report




BEDFORD Adults' Provider Portal

BOROUGH COUNCIL

Home

\j Remittance Advice Provider Payments Report

Contract

To return to the Reports home
page select this button

| PP Residential Care Home
Payment Method

[ Scheduled (Pay on actuals: Never) 04/04/2022 Four-weekly Gr v |

Period (* Partially finalised payment periods) [04/04/2022 - 01/05/2022

Scheduled Payments  Reports Help Logout
Close and return
v
Download Data
V]

Summary

O

This report requires parameters. Please complete the fields above and press the

Use the drop downs
to refine the search
for a specific report

or Download Data button.

To view the
results select
the 'View'
button

To download data to the desktop
select the 'Download Data'
button




BOROUGH COUNCIL

@ BEDFORID Adults' Provider Portal

Home Scheduled Payments  Reports Help Logout

!/"l Remittance Advice Provider Payments Report Close and return
Contract | PP Residential Care Home v
Payment Method [Scheduled (Pay on actuals: Never) 04/04/2022 Four-weekly Gr V] -
Period (* Partially finalised payment periods) [04/04/2022 - 01/05/2022 v ] Download Data
Summary @]
= |1 o1 Q = = o= || &)

Remittance Advice: Provider Payments

PP Residential Care Home Pay Ref: 234567
Tel No:
Period: 04 Apr 22 to 01 May 22

Cost/ Applicable
Income Reason for payment Dates Amount

Scheduled payment: 19/06/22
PP Residential Care Home

Blythe, Max (A6203464)
Blythe, Max (A6203464) - 2022/2023 (ID 32844)

Once the view button
is selected, a report
will be presented

12. Contract Documents

Description

Provider Portal Contract Documents is fully integrated within one system. It allows for
viewing and printing contract documents, regardless of the status, as they are all retained in
the portal with a clear audit trail.

Directions of use



To reset the drop downs
. .
BEDFORD Adults' Provider Portal select the 'Reset' button
BOROUGH COUNCIL
Home Scheduled Payments Reports Hel, Logout
qJ—‘ Contract Documents Use the drop downs to feﬁne' the search
and then press the View' button
Service: [ [No Selection] v ’ [No Selection]
Status: [[No Selection] v Updated Since: |01/06/2022
Doc. Type Client SSRef Care Pkg Ref Service Date Range Notes
) Individual
Senice i 01/04/2022 -
Eonltract_- Blythe, Max A6203464 Residential o) 02 Published by Dean.Cooke on 19/06/2022
esidential & Care Home
Nursing ‘
~) Individual
Service PP
Contract - Smith, Clara AG203460 Residential gé;ggﬁggg ° Agreed by Dean Cooke on 20/06/2022
Residential & Care Home
Nursing
Each contract needs to be agreed or
rejected
To view the contract
documents, select
the link connected to
the Document Title
of2 Q - 4+ (D Page view A Read aloud Add text Y Draw - & Highlight ~ & FErase =] B | |

m BEDFORD
BOROUGH COUNCIL

INDIVIDUAL SERVICE CONTRACT - RESIDENTIAL/NURSING

This Individual Service Contract forms part of the contractual arrangements in existence by way of ADASS between
the Council and the Service Provider that applies in its entirety.

This Individual Service Contract details the purchase or Services for the nominated service user in accordance with
the Conditions of the ADASS Regional Standard Terms and Conditions of Contract, Form of Quotation, Service
‘Specification and Provider Information Document. This Individual Service Contract must be agreed and signed by all
parties and may not be varied except in accordance with the conditions of the ADASS Regional Standard Terms and
Conditions of Contract.

This page will appear once the
hyper-link is selected and it is
downloaded onto the PC

This is an example
of the details

- This document confirms the agreement reached between the Council and the
contained in a

Service Provider stated below to place the service user in the care home stated
contractual
document below.
SERVICE USER DETAILS
ID Number

Not Defined

SERVICE DETAILS

Specific details of care required will be provided on the Service user’s Care Support
Plan provided by the Council’s social work team

Name of Service PP Residential Care Home

Provider

Address of Service

Provider

Summary of Service | 1 Placement of 'Residential Home Long Term' at
£850.00/P from 04/04/2022 onwards

Residential Home Long Term
Start Date: [ 04/04/2022 [ End Date: I
Cost: | £850.00/Placement from 04/04/2022 onwards




13. Disputes:

Select Disputes

Provider web interface for Dean Cooke

Adults' Provider Portal

BEDFORD

BOROUGH COUNCIL

Home  Actuals/Visits

Invoices/Credit Notes  POs  Reports  Help

Logowt

°P HomeCare

2ick a task...
Actuals/Visits | Invoices/Credit Notes i LogOut
Submit your actuals/visits to Adubts’ using L View and craste your invoicescradit notes v 1 R
the onkine form or bulk import facility = online

‘1 11' Vhew & print purc*\ase orders

Contract Documents
View & download contract documents

Organisation Details

Actions and Change Requests
B vew and Request Changes to Contacts Mo open Actions
e

» Email Notifications

Care Package Line Ttems
& Vhew Care Package Line liems

Disputes

1 open Dispute (1 awaiting action)

natifications

A | Beports
| View & print finandial reports

Organisation Details
View and Request Changes to

%] Subscribe and unsubscribe from email

Select 'Disputes’

BEDFORD

BOROUGH COUNCIL

Adults' Provider Portal

PP Residential Care Home
Pick a task...

o

Scheduled Payments
View and confirm or reject scheduled
payments.

Contract Documents
View & download contract documents

\ Contacts
V:ew and Request Changes to Contacts

-

Ly

*| Care Package Line Items
8) Viiew Care Package Line Items

View details and select edit button

der Portal

Use the relevant drop downs
to refine the search

als[visits

Chent: [ [All Clients]

Status: InDispute B Resolution Requested

Chert Sans

Crasig, Daniel In Dispute o Dispute

agreement

Invoices/ Cr

Reports
View & print financial reports

View and Request Changes to
Organisation Details

B
g Organisation Details

Actions and Change Requests
5 open Actions (1 overdue)

Select Email
™ Email m
~~

Nofication

Subscribe and unsubscribe from email
notifications

r Dean Cooke [EREETIET) hd

Select 'Edit’
to review the
dispute

Help

Logout

Date Rangs
02/05/2022 - 08/05/2022

=0




G BOROUGH COUNCIL

Home  Actuals/Visits  Involces/Credit Notes  POs

w Dispute

Client: Craig, Daniel
) Enl View reason for dispute under

Status: In Dispute Details’

Reasom: No agreement
Details: Dispute
Response:

Enter a response
here

%

Edit the Actuals in relation to the
‘Details’ present above by selecting

Actual Service Level Pl F

Wiesak Baginning 02 May 2022 (PP Home Care) “Add/Edit'
A Home Care - (Scheduled Timed)
Mon Tue Wed Thu Fri Sat Sun  Entry Frustrated?
0800 0845 3.3
12:00 13:00 [EE R0
Pages: 1

Request Resolution Back

(3) Provider web interface for Dean Cooke

FORD  Adults' Provider Portal

BOROUGH COI

Home  Actuals/Visits  Invoices/Credit Notes POs  Reports  Help  Looout

E Edit Actuals for PP Home Care, Mrs Daniel Craig (A5282147)

Neek Beginning 02 May 2022

Actual Service Level Pl Frstd Msd Xt Vst Total Cost
Y Home Care - (Scheduled Timed)
HMon Tue Wed Thu Fri Sat Sun Entry. Exit Spans Night?  Cost Commeants
0800 0845 | a2
12:00 13:00 ELMLIE Teve

21 A

Neek Total: £216.40

Correct disputed

Save | | Undo

hours ___‘

BEDFO Adults’ Provider Portal
BOROUGH COUNCIL

{3~) Prowader web interfacs for Dean Cooke

Home  Actuals/Visits  Invoices/Credit Notes  POs  Reports  Help  Logout

w Dispute

Client: Craig, Danel
Status: [ Dispute

Details: Dspute

Response:
y
Actual Service Level Pl Festa Msd  Mr o vst Total Cost Comments
Week Beginning 02 May 2022 (PP Home Care) EBB.24 of £88.24
'y Home Care - {Scheduied Timed)
Mon Tus Wad Thu Fri Sat Sun Entry Exit Spans Night?  Cost ‘Commants Frustrated?

0800 08 45 8824

Select 'Request Resolution’ uest Resalution Back

14. Actuals:

Provider web inte or Dean Cooke R ~

r..(‘}-_ BEDFQORID Adults' Provider Portal



Actuals

Provider web interface for Dean Cooke

DFORID  Aduilts’ Provider Portal
BOROUGH COUNCIL

Home Aduals/Visits Invoices/Credit Notes ~POs Reports Help  Logout

PP Dom Care

Select 'Actuals’
Pick a task...

Actuals/Visits 11 Invoices/Credit Notes 7, Logout
Submit your actuals/visits to Adults' using | ==)P| View and create your invoices/credit notes ¥
the online form or bulk import facility = online
_’1 Purchase Orders A | Renorts
& View & print purchase orders View & print finandial reports

View and Request Changes to

= Contract Documents Organisation Details
= View & download contract documents
— Organisation Details

| Contacts Actions and Change Requests
UJ | View and Request Changes to Contacts No open Actions
&

| Care Package Line Items ™, Email Notifications

View Care Package Line Items \cj Subscribe and unsubscribe from email
notifications

A

Disputes
No open Disputes

Provider web interface for Dean Cooke [EETEC T NNE

DFORD Adults' Provider Portal

BOROUGH COUNCIL

Home Actuals/Visits Invoices/Credit Notes POs Reports  Help Logout:

Week Beginning 02 May

Visits
Service Level:  [[All Service Levals] v Client: [[All Clients] v
V) |
Vist Type: stus: AN Htaked

Unmatched Missing Daa

There are no items to display.

< Pages: 1
0 P Home Care
[ Include Historical Actuals
Service Level:  [JAll Service Levels] v | Client: [[All Ciients] v
® Bulk Import/Export Show Clients

No Selection] W Actuals: ® unplanned & Planned I Intermittent & Locked
F with Actuals:
Itis also possible to bulk-mport

or export actuals data from a

Csv fle
Adud Sevice lewd P feid Md W Ve TowlCost Comments
» Actuals Bulk Import
» Al Bk B b i g wsn16rconn e
Home Care - (Scheguled Timed)

= Commissioned Care Export

Mon Tue Wed Thu Fri Sat Sun  Entry Bt Spans

Night? Cost. Comments Frustrated?
3 Related Invoices 2000 20:20

There are no invoices that

08:00 08:45 B
relate to these actuals.
12:00 13:00 £0652
= Invoices/Cradic Notss
Home Care - (Schaduled Timed) 2nd Worker
Mon Tue Wed Thu Fri Sat Sun  Entry Exit :’.";h":? Cost Comments Frustrated?
08:00 08:45 1
Select 'Generate 12:00 13:00
Actuals’ —
20:00 20:30 s
f £698.16
qges: 1

| Confrmactusls || Generate Actusis




Provider web interface for Dean Cooke R CNINNNEGEGN
FORI[) Adults’ Provider Portal
L

BOROLIGH COLIN!

Home Actuals/Visits Invoices/CreditNotes POs  Reports Help  Logout

m Actuals/Visits for PP Home Care

‘Week Beginning 02 May

Select the relevant week

Service Level: Al Service Levels] e Client: |[All Clients] e
erhed
Vist Type: satus: " "

Bunmatched B Missi

There are no items to display.

Pages: 1
[ Include Histarical Actuals
Service Level:  [[All Service Levels] N | Client: [[All Clients] v
Iy —
R i Actols; B inplnnad B Plamed B tarmitart B Locksd

It is skso possible to bulk-mport

or export actuals data from a
CSV file
Actud Service Levd A Frag Md o veL e Cemt Cormrents,
= Actuzle Buk Import
= Actuals Buk E _ Mirs Daniel Craig 15232147 £698.16 of £698.16
I Home Care - (Scheduled Timed)
Mon Tue Wed Thu Fri Sat Sun  Entry Exit :".;.r? Cost Comments Frustrated?

20:00 ma2

Thare are no invaicas that 08:00 08:45 73

relate to these actuals.
12:00 13:00

* Imoces/Cred Noter

Home Care - (Scheduled Tuned) 200 Workes
Mon Tue Wed Thu Fri Sat Sun Entry Exit :;:; Cost Comments. Frustrated?
08:00 08:45 11774
12:00 13:00
20:00 m482
Total: £698.16 of £698.16
Pages: 1
[ confrmactuzis || Generste Actuais

Provider web interface for Dean Cooke [T NNNNNG—

EDFQOR[) Adults’ Provider Portal

BOROUGH COLUNCIL

Home  Actuals/Visits  Invoices/Credit Notes

_ m Actuals/Visits for PP Home Care

x May 2022 E

u M@ Week Beginning 02 May

= 5

2 8 Visits

5 =

= = Sarvice Level:  [[All Service Levels] v Al Clients] ~
& = [ 7]

» S| vettes P ol bz

B unmatched [ Missing D:

There are no items to display.
@ PP HomeCara : .
Current Services Pages: 1 Select 'Add/Edit!

0 P Horme Care
[ Include Historical Actuals

Sarves Leves

3 Bulk Import/Export

It also possible to bulk-mport
or export acnuals data from

5 fie
Ad Savieled I —
= Actusle Bk [mpart
= Actuals Buk Export _Hrs Daniel Craig /52 £698.16 of £698.16

Horme Care - (Scheculed Timed)
. i Spans.
Mon Tue Wed Thu Fri Sat Sun  Entry B A comt Comments Frustratea?
' Related Invoices 2000 e
Thare are no invoices that 08:00 08:45 171
relate to these actuals.
- 12:00 13:00 [
= [nwoicss/Crade Note:
Home Cae « (Scheduied Timec) 2nd Viorker
. Spans "
Mon Tue Wed Thu Fri Sat Sun  Entry Bt PR cont Comments Frustrated
08:00 08:45 e
12:00 13:00 o
20:00 s
Total: £698.16 of £698.16
Pages: 1
[ Confrmastuzls | [ Generste Actuais

To Add Hours:



Home Care - (Scheduled Timed) 2nd Worker

Mon Tue wed Thu Fri Sat Sun Entry Exit Spans Nightz ~ Cost. Comments Frustrated?

O %06 @ Q6 8 (e0 | [ss | wozs [ ] O =
(5% ) Y —
(2030 | ma [ ] O [
0 0 C [2130 | [2200 w2 [ ] O =3

- J\

Week Total: £654.88 To add additional hours, select 'Add Row', select

the relevant days and time, add any comments [save | [Undo
and then press 'Save' =

To Remove hours:

Hame Care - {Scheduled Timed) 2nd Warker

Mon Tue Wed Thu Fri Sat Sun Entry Exit ‘Spans Night? Cost. Comments
08:00 0845 £103.28
12:00 13:00 £12852
00 o0 20:00 2030 s [ =)
e
ook ok 53047 If there are missing hours, untick the
relevant days and time, add Iany rellevant =
comments and select 'Save
Back

To Delete an Actual:

wider web interface for Dean Cooke: [FIEE
Adults' Provider Portal

Home  Actuals/Visits  Invoices/Credit Notes POs  Reporis  Help  Logout

m Edit Actuals for PP Home Care, Mrs Daniel Craig (A5282147) Select 'Delete’' to

Week Beginning 02 May 2022 delete a whole row

Actual Service Level ] Frstd Msd Xt Vst
Home Care - (Scheduled Timed)

Hon Tue Wed Thu Fri Sal Sun  Entry Exit Spans Night?  Cast Comments.
] 2000 20:30 e

08:00 08:45 eur C =
12:00 13:00 £14652 a D

=

Frustrated Hours:

Provider web interface for Dean Cooke IS

FORD Adults' Provider Portal

BOROUGH COUNCIL

Home  Actuals/Visits Invoices/Credit Notes POs Reports Help Logout

g] Edit Actuals for PP Home Care, Mrs Daniel Craig (A5282147) For Frustrated Hours. untick

Week Beginning 09 May 2022 the actual hours

Actual Service Level pl Frstd Total Cost Comments

Home Care - (Scheduled Timed)
Mon Tue Wed Thu Fri Sat Sun Entry Cost Comments Frustrated?
£74.41 (] Ove |
£103.25 a Deme
O [12:00 13:00 £91.80 m] eiuis

0 0 12:00 13:00 =] |




Provider web interface for Dean Cooke [FRI o) %

BEDFORD Adults' Provider Portal

BOROUGH COUNCIL

Home  Actuals/Visits  Inwvoices/Credit Notes POs  Reports

gj Edit Actuals for PP Home Care, Mill  Then select 'Add Row' as shown above.

Tick the relevant days and time

Week Beginning 09 May 2022

Actual Service Level Total Cost Comments
Home Care - (Scheduled Timed)
Mon Tue Wed Thu Fri Sat Sun Entry Spans Night?  Cost Comments Frustrated?
] 2030 | a1 m} G |
5 0845 | £103.25 m| Deere
O 13:00 £91.80 O B
] O O [12:00 3672 ] Dues |

Provider web interface for Dean Cooke [FEITIS0) v

ORD Adults' Provider Portal
BOROUIGH COUMNCIL

Home  Actuals/Visits Invoices/Credit Notes POs Reports Help Logout

| Edit Actuals for PP Home Care, Mrs Daniel Craig (A528214 , _—
g] it Actuals for ome Care, Mrs Daniel Craig ( Ensure 'Frustrated?' is ticked, before

Week Beginning 09 May 2022 selecting 'Save

Actual Service Level Pl Frstd Msd Total Co Comments

Home Care - (Scheduled Timed)
Mon Tue Wed Thu Fri Sat Sun Entry Exit Spans Night?  Cost Comments Frustrated?
20:30 £ 0 £
08:00 08:45 £103.25 (] (e |
O [1200 13:00 9180 (m] Deee
0 O [ 12:00 1300 | o6n ] =

15. Email Notifications:

BEDFOR]D Adults' Provider Portal

BOROUGH COUNCIL

PP Residential Care Home

Pick a task...
Scheduled Payments - & | Reports
View and confirm or reject scheduled View & print financial reports
payments.
E Contract Documents Organisation Details
A= View & download contract documents View and Request Changes to
L Organisation Details

)\ Contacts Actions and Change Reguests
ng View and Request Changes to Contacts 5 open Actions (1 overdue)
e .
Select Email

/ Notification
*\ Care Package Line Items /™, Email Notifications

&J View Care Package Line Items “¥ | Subscribe and unsubscribe from email
notifications




Provider web interface for Sayera Islam
g BEDF‘ORD Adults' Provider Portal

BOROUGH COUNCIL

Home  Scheduled Payments Reports Help Logout

| Email Notifications
The following daily email notification subscription(s) are available:

[ Actions
[ Care Package Line Items
[ Contract Documents

[ scheduled Payments

The following immediate email notification subscription(s) are available:

[ Actions (Immediate) Select_Rt_eIevant
[ Password Change ate) subscription and
save

Save

16. Glossary:

Care Package Line Item — Service Agreements for each client

Conversations — Communication in the Portal with Care Homes and Finance Team

Scheduled Payments — Confirmation of scheduled clients

Service Level — The different Residential Placement types
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