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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  

 

 

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


 

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:  

 



 

 
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: 

Care Package Line Items  

Viewing all service agreements and 
downloading data.  

Actions and Change Requests 

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

Purchase Orders  

Viewing all clients by service provisions in each 
financial year.  
 



Scheduled Payments  

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

Contacts 

Contains all the information of the contacts in 
the organisation  
 

Organisation Details 

Contains all the information regarding the 
location of the organisation  
 

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 
 

Disputes 

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. 
 

 



 
 
 
 
 

 



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  

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

 
 
 
 



 

 

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. 
  
 



 
 
 

 



  

  



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.  
 

 
 



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  

 

 
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 
 
 



 

 

  
 

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  

 

 

 



 

 



10. Organisation Details 

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

 



 

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  

 



 



 

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  

 



 

 

 

 

 



13. Disputes:  

Select Disputes 

 

View details and select edit button 

 



 

 

 

 

 

14. Actuals:  



Actuals 

  

 

 



 

 

To Add Hours:  



 

To Remove hours: 

 

To Delete an Actual: 

 

 

 

Frustrated Hours:  

 



 

 

 

15. Email Notifications: 

 



 

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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