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2 Introduction
Working to the national digital specification the Provider Portal will enable ICB’s to have an end-to-end digital solution for the CHC patient journey.

XYyla
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Our customers will have a more robust way of managing their providers, monitoring bed availability, improving financial governance and allow for

improved document storage.

3 Loggingin

Multi Factor Authentication (MFA) is used when logging into the Provider Portal as it adds a layer of protection to the sign-in process. Please download
either the Google, or Microsoft Authenticator app on to your mobile device and then follow the below steps to set up MFA and log in to the Provider

Portal.

* Google Authenticator App 6 Microsoft Authenticator App

Once you have been provided with an account for the Provider Portal you will receive the below email.

Welcome email

Welcome to Provider Portal

Welcome to Provider Portal
Provider Portal invited you 1o create a new Provider Portal account
Here is the account information they provided for you
Emall address:  Your email will show here
Organisation: Provider Portal
o set the password for your new Provider Portal account, please select the button below.

Set password

To visit Provider Portal after you have set your password, please. saiact the bution below

Visit Provider Portal

For any issues with your account, please contact your ICB supervisar of
visit our Support Poral

Thank you

The Provider Portal Team
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1. Click ‘Set password’.

Please note the ‘Set password’ link will expire after 5 days. If you click ‘Set password’ after 5 days of receiving

the “Welcome’ email the below message will appear, prompting you to select ‘Forgot password’ from your @
login page.

- Please set you password before setting up MFA. Invalid Link

This link has already been used. To reset
your password, return to the login page and
select "Forgot Your Password" to send a
new email

\/ |

Xyla
2. After you have set your password or if the ‘Set password’ link has expired click ‘Visit Provider Portal’ from your Part of Acacium Group
‘Welcome’ email.

Welcome
If your ‘Set Password’ link has expired, please click ‘Forgot password?’ and follow the instructions, once your

. o . . Log in to Provider Portal
password has been set click ‘Visit Provider Portal’ from the “Welcome’ email.
4. Enter your Email Address and Password and click ‘Continue’.

‘ Email address*

‘ Password* © ‘

Forgot password?
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5. Please select ‘Google Authenticator or similar’.

Google or Microsoft Authenticator Apps are both free to download and are completely safe to use on your mobiles.

6. You will be presented with a QR code, open up your Google or Microsoft Authenticator App and click ‘Scan a QR code’, this

will open up your camera from within your app.

7. Hover over the QR code displayed on screen, this will provide you with a One-time password code.

8. Enter the code provided into the box ‘Enter your one-time code’ on your laptop.
9. This will link the Provider Portal with your Authenticator App. Click on the Provider Portal line with your chosen

authenticator app each time to
retrieve your code, the countdown
timer will reset every 30 seconds.

Part of Acacium Group

Secure Your Account

Scan the QR Code below using your
preferred authenticator app and then
enter the provided one-time code
below.

Try another method

Provider Portal

Your email will appear here

QOne-time passwords enabled

You can use the one-time password codes
generated by this app to verify your sign-ins

@ One-time password code

016652

XYyla
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Keep Your Account Safe

Add another authentication method.

& Google Authenticator or
=) similar

@ Security Key

P

Let's add your first Verified ID!

When you add a Verified ID, they ll appear on
this screen

Learn about Verified 1Ds

v s © o
Ahantar. Passwords Pryments  Addresses Void Ds

Youremail willappear here
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Microsoft Authenticator App

1.

DU AW

~

9.
10. You now have access

e

Enter your Email Address and Password into the
Provider Portal

Select Authenticator App and a QR Code will be
displayed

Open up your Authenticator App

On the bottom right click on Verified IDs button

Click on Scan a QR code

This will open up your mobile camera from within the
app itself

Hover over the QR code that is displayed on your laptop
This will link your Provider Portal access to your mobile
device

Enter your Onetime code into the box on your laptop

Google Authenticator App *

1.

vk W

)

Enter your Email Address and Password into the Referral
Portal

Select Authenticator App and a QR Code will be displayed
Open up your Authenticator App

On the top right of the app click on the + button

This will open up your mobile camera from within the app
itself

Hover over the QR code that is displayed on your laptop
This will link your Provider Portal access to your mobile
device

Enter your Onetime code into the box on your laptop
You now have access

Please note: The QR will not be required again as MFA has been set up, you will only require your Email Address, Password, and One-time code found in your Mobile’s Authenticator App
every 12 hours to access the Provider Portal.
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4 Navigation
After logging into the Provider Portal, you will be presented with the below screen. The down arrow next to your name will open and present you with
your own settings.

}(Vl? Provider Portal

. M t
Provider Search Brokerage My accoun
View user guides

Exit Provider Portal

Provider search Log ot of all platforms

ICB library

Provider name Provider postcode

[ l Postcode match }

If you only enter part of a postcode, you must select ‘Postcode match’. If you enter
a full postcode, you can select a radius.

Provider service type BroadCare ID

| ] |
Show advanced filters Clear all m
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4.1 My Account
This will allow you to change your password by sending a password reset email.

My account

Reset password

To change your password, send a password reset email and follow the instructions.

Send password reset email

4.2 View user guides
This will allow you to view all Provider Portal user guides.

4.3 Exit provider Portal
This will allow you to exit the [Provider Portal\.

Please note that if you try and exit whilst you are completing an activity the below popup will appear.

Are you sure you want to lose your X
progress?

If you leave before completing all steps, your progress so far

When you ‘Exit Provider Portal’ it will keep you logged in for 12 hours from the time your signed in using your chosen authentication method.

will not be saved.

XYyla
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To re-enter click ‘Return to Provider Portal’.

Xyla
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You have exited
Provider Portal

If you have access to other CHS applications, you
will still be logged in until your SSO session expires.

Retum to Provider Portal

4.4 Llog out of all platforms
This will log you out of the Provider Portal and MFA, to re-enter click ‘Return to Provider Portal’ and enter your email address, password, and
authentication method.

v/ I a
/\
Part of Acacium Group

You have logged out

You have logged out of all platforms. You may need
to re-enter your login details to access any of the
platforms you were previously signed into.

Return to Provider Portal
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5 Provider Search
Within the Provider search section, you will have the ability to search any providers you have access to.

Please note that your access to the Provider Portal is determined by your permissions that have been set by the ICB.

5.1 ICB Library

Within the ICB Library you have a standard search and advanced search facility
using the filters below. You will only have permission to search for certain
providers.

5.1.1 Standard Search
Enter the below filter information and click ‘Search’.

e Provider name
e Provider postcode
e Provider service type for instance;
- Homecare agencies
- Hospice
- Hospital
e BroadCare ID is the unique Provider ID

5.1.2 Advanced Search
Click on ‘Show advanced filters and the filter options will expand.

e Provider name, Provider postcode, Provider service type, and BroadCare ID \

can be used as described
above and;

e Location ID which is provider specific and stored in the provider record and is

used to link the provider to CQC
e (Care registration for instance;
- Caring for adults over 65 yrs
- Caring for children

XYyla

Part of Acacium Group

Provider search

ICB library

Provider postcode

Provider name

Provider service type

Show advanced filters

|

Postcode match v

If you only enter part of a postcade, you must select Postcode mateh: If you enter
‘afull postcode, you can select a radius.

BroadCare ID

Crearal ‘ ﬁ

ICB library

Provider name Provider postcode
‘ | | Postcode matoh

T you Gnly enter part af 3 pastcade, you MUSt select Postcade

mateh. IFyou enter & full pastoode, you ean sslect a radus.
Provider service type BroadCare ID
| . \
Location ID Care registration specialism

i 3] -

Care products CQC rating
| - >
Provided and run by Registration status
‘ | ® Al (O Registered () Deregistersd
Hide advanced filters Clear all m
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Care Products for i
- Care

nstance;

- Based on needs

e CQCrating for inst
- Good
- Inadequat

ance;

e

- Outstanding
e Provided and run by is taken from the CQC register
e Registration status

- Al
- Registered
- Deregistered

XYyla
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After you have entered your filters click ‘Search’ this will display the providers within the filter parameters and can be viewed as either a ‘List’ or ‘Map’

depending on the toggle you have selected.

Displaying 1 providers

A-Z provider name ~
Load providers

[ setectan
Cherry Tree Care Centre cacrating 2D
South Road, Stockton-on-tees, TS20 2TB
View on Google Maps
Phone number Email Show more details
01642554257 test@email.com
0 e

Displaying 1 providers

&
&
&

Berkshire Road
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513
Once the list of providers is showing you can:

1.

List View

List providers — this will change how the list is
presented

A-Z provider name

CQC rating (overall) High-Low

View provider profile — this will open the provider
Record. You can click ‘Back to search results’ to come
out of the provider record

Load providers

By clicking ‘Select all’ then ‘Load providers” will show
each provider side by side, you can navigate by using
the left and right arrows

Alternatively, you can click ‘Select’ on the providers you
wish to view before clicking ‘Load Providers’.

You can click ‘Back to search results’ to come

Out of the provider record

View on Google Maps — this will take you to google
Maps to view further information and get directions.

XYyla
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Displaying 1 providers

[ setectan

A-Z provider name L
Load providers

Cherry Tree Care Centre

South Road, Stocktor=on-tses, T520 2TB

cacrating D

Contacts

Contracts

Bed availability

Care products
Grouped package rates
Care packages
Finance

Notes

Documents

01642554257

Provider details

Cherry Tree Care Centre ¢
South Road, Stockton-on-tees, TS20 2TB &

Provided and run by ¢
Stockton Care Limited

Registered Manager ¢

Mrs Lindsay Myers

Phone number &

View on Google Maps
Phone number Email Show more details
01642554257 test@email.com
0 e
Cherry Tree Care Centre
Qverview OVerview @ Data from CQC - Last updated 12/05/2025, 06:49
cac

+Rd

A\ %
54°3501.3°N 1°175...
View larger map

Primrose Court
Nursing Home

py dllysiiog
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5.1.4
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Map View Displaying 1 providers
Using the scroll button on your mouse will allow you to zoom in or out &
of the area you wish to look at. You can also zoom in or out by using %
the + and —buttons
Clicking on the red pinpoints opens the contact information for the
provider
Clicking on the provider’s name in blue will open up the provider record
You can click ‘Back to search results’ to come out of the provider record
3
5;
3
Cherry Tree Care Centre
Overview Overview
/ h EBR. A% cac
Provider details
Cherry Tree Care Centre| Fonteets
Contracts Cherry Tree Care Centre &

South Road, Stockion-on-tees, TS20 2TB
Mrs Lindsay Myers, Registered Manager by

01642554257

Bed availability

Care products

Care packages

Finance

Notes

Documents

Grouped package rates

South Road, Stockton-on-tees, TS20 2TB &

Provided and run by ¢
Stockton Care Limited

Registered Manager ¢
Mrs Lindsay Myers

Phone number ¢
01642554257

# Data from CQC - Last updated 12/05/2025, 06:49

e
54°3501.3'N 1°175...
View larger map

Primrose Court
Nursing Home

PY3IIYsyiag

+Rd
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5.1.5 Provider Record
Each provider record will have vertical tabs; by clicking on each tab, you will have the ability to view and in some cases add and delete information as listed

below, with the information being displayed on the right. To go back to the search results, please click on ‘Back to search results’.

Indicates that these fields are automatically updated by
CQC —This is updated every 24 hours in the evening.

Please note that not all the fields below will appear if there is
no data held within the tab for instance CQC if the provider has not
been linked, Care packages, and Finance.

Overview — Provides the address, phone number, email address,
manager information, BroadCare ID (unique Provider ID), Org ID,
provider status, and registration status.

CQC — This provides the CQC rating, when the report was published
and the ability to view the report, last inspection, location ID,
provided and run by, and the ability to view the CQC information on
the CQC website.

Contacts — View, add, and delete contact information.

Contracts — View, add, and delete contract information.

Bed availability — View and edit the types of lbeds available.

Care Products — View, add, and delete care products.

Cherry Tree Care Centre
Overview Overview
cac
Provider details —

Contacts

Contracts

Bed availability

Care products
Grouped package rates
Care packages
Finance

Notes

Documents

Cherry Tree Care Centre &
South Road, Stockton-on-tees, TS20 2TB &

Provided and run by ¢
Stockton Care Limited

Registered Manager ¢
Mrs Lindsay Myers

Phone number &
01642554257

+Rd

# Data from CQC - Last updated 12/05/2025, 06:49

A \_%

54°3501.3'N 1°175...
View larger map

Primrose Court
Nursing Home

PY 2Iysyieg

Grouped package rates — View, add, delete, and edit group package rate information.

Care Packages — Provides information on any care packages.

Finance — View and create Invoices and create a report.

Notes — View, delete, add note, filter and assign action to another user.

Documents (known as Case Management in BroadCare) — View, add, delete, filter and download a document.
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5.1.5.1 Overview Cherry Tree Care Centre
Provides the address, phone number, email address, manager information, BroadCare ID (unique Provider | | owwer Overview W o o0 ot o o
ID), Org ID, Provider Status, and Registration Status. - ).
Providerdetai's =
Cherry Tree Care Centre + =
Please note that your access to the Provider Portal is determined by your permissions that have been set S o Sockion-on-ices
by the lCB e Provided and run by *
s g —_— .,
1. Edit— Allows you to change the email address. Registered Mansger + \
. . . . Notes Mrs Lindsay Myers
Map — Allows you to view in Default and Satellite view and as a larger map. The scroll button on )
et Phone number +
Your mouse will allow you to zoom in or out of the area you wish to look at, you can also zoom in oisszssezs? ). /)
or out by using the + and — buttons. Emsi Registrationstatus &
. . . . . temgemai.com jister
3. Provided and run by blue hyperlink — This takes you directly to the CQC register. et
BroadCare ID
Email blue hyperlink — This opens your emails. s
orglD *
WNCEY
care cac
offering details
Provider sarvice type # Location ID #
Residential homes 14150668927
S o €
Caring for adults over 45 yrs.
e Dot ettty | FINGACS
Snnin Day time stat
impairment oran
Night time start
Care products 2300
Medication, Additional Rates
= Bank Hofiday
Total number of beds +
4z
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5.1.5.2 CQC

This provides the CQC rating when the report was published
and the ability to view the report, last inspection, location ID,
provided and run by, and the ability to view the CQC
information on the CQC website.

Please note that your access to the Provider Portal is
determined by your permissions that have been set by the ICB.

1. View Report— This allows you to view the CQC Report.

2. View on CQC website blue hyperlink — This takes
you directly to the CQC register.

XYyla
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Cherry Tree Care Centre
Overview
one cac
Contacts
Contracts Ratings O
Bed availability
Overall & @
Care products
Grouped package rates Safe « @
Care packages Well-led # @
Finance Caring * @

MNotes

Documents

Responsive ® m
srectves  (EZ)

& Data from COC - Last updated 12/05/2025, D6:4%

Details

Report published +
01/10/2024

View report

Last inspection &
04/07/2024

Location ID ‘¢
1-6150668927

View on CQC website

Provided and run by #
Stockton Care Limited

1-5989813561

View on CQC website
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5.1.5.3 Contacts
IView, add, and delete contact information.| For instance to record the
safeguarding lead, or finance manager.

Please note that your access to the Provider Portal is determined by your
permissions that have been set by the ICB.

1. Current/Deleted — This toggle allows you to toggle to view the
current list of contacts and those that have been deleted.

2. Add contact — This allows you to add a new contact.
First Name, Last Name and Job Role are mandatory fields.

Add contact x
Title First name * Last name *
Job role * Phone Mobile

Email

| [ Markas a primary contact

Comments

‘ Cancel

3. Clicking on each contact will open the contact card and edit.

XYyla
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Cherry Tree Care Centre
:ch Contacts
Cantacts e
Contracts
Bed availability Mrs Lyndsey Myers Contracts Lead ~
Care products Phone Conments

Grouped package rates

Mobile

Care packages
Finance
Email address

Motes

Documents

Added: 12/05/2025.13:33 by Rebecca Maynard
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5.1.5.4 Contract
View contract|information.| For instance, the signed contract with the Provider for the

brokerage episode, they have agreed to. Cherry Tree Care Centre
oo Contracts

Please note that your access to the Provider Portal is determined by your permissions cac i

that have been set by the ICB. Contacts Current
Contracts

CCC Dom Care Contract R

Bed availability Issued 16/04/2025

1. Current/Deleted will allow you to toggle to view the current list of contracts and

Care products

those that have been deleted. Grouped package rates Contract received Contract start
Care packages Contract review Contract renewal
2. View eSignature status allows you to view who and when the contract was signed.| | "=
Notes Contract signed? Sign with eSignature tool?
No Yes
Signer status Documents
Contract reference Indemnity insurance?
Check the current status of each signer who has been sent the document. IN6637492 No

Added: g ifs
Document status: sent. 16/04/2025, 17:09 16/04/2025, 17:08 by Jennifer Leary

Reference ID: 44f0f38c-1257-4453-a8bd-4b26b73084cc Lastupdated: 16/04/2025, 17:09 by Jennifer Leary
First name Last name Email address Status View eSignature status
1 jennifer leary jennifer.leary@acaciumgroup.com Email opened
Contract
WCC Care Home lstuad 18/07/2025 v
2. jeremy baker jeremy.baker@acaciumgroup.com Visited
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5.1.5.5 Bed availability Cherty oo Care Cantr
This allows you to view and edit the bed availability. Bed availability o
Please note that your access to the Provider Portal is i [Upazte bed availability =
determined by your permissions that have been set by]| ol R
the ICB. . Sooe et Soer o —
\ Single  Nursing. Dementia ) Avaiable bsds
Single Nursing ’—|
Shared Male. Personal Care
Shared Female. Personal Care Single Dementia rataia pess
Sharsd M Mg =
Shared Female, Nursing
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5.1.5.6 Care Products

View, Add, and Delete (Care Products.| For instance the type of care being Cherry Tree Care Centre
delivered i.e 1-1 Care.
Overview
. Care products
Please note that your access to the Provider Portal is determined by your e
permissions that have been set by the ICB. Contacts A
Contracts
1. All/Deleted allows you to toggle to view All of the care products Bed availability Additional Rates - Bank Holiday £435.00/0ay ~
and those that have been deleted. Care products
2. Down arrow allows you to open the care product to view Grouped package rates Medication £9009.00/Week
additional information. Care packages
Finance
Notes
Documents
Cherry Tree Care Centre

Overview

Care products
cac

Contacts an Deleted

Contracts

Bed availability Additional Rates - Bank Holiday £435.00/Day ~

Care products Available from : 17/04/2025 Available to: 28/06/2025
Grouped package rates Added: 17/04/2025, 09:29 by Jennifer Leary
Care packages

Finance

Notes
Medication £9009.00/Week ~

Documents

Available from : 08/12/2024 Available to: 29/08/2025
Added: 17/04/2025, 08:29 by Jennifer Leary

Last updated: 17/04/2025, 08:2% by Jennifer Leary
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5.1.5.7 Grouped package rates
View group package rate information for domiciliary providers.

1. All/Deleted allows you to toggle to view all the grouped
package rates and those that have been deleted.

Please note that your access to the Provider Portal is determined by your
permissions that have been set by the ICB.

XYyla
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Cherry Tree Care Centre
Overview
e Grouped package rates
Contacts All

Contracts

Bed availability

Care products
Grouped package rates
Care packages
Finance

Motes

Documents

24 Hour Call Out

Mon Tue Wed Thu

Dayrate ooy 500 5500 5500
Efhour

Night w200 6800 6800 6800 6800 6800 6800 10600
rate

£/hour

Added: 25/04/2025. 06:46 by Jennifer Leary

A

Fi  Sat Sun Bank
Holiday

5500 5500 5500 86.00
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5.1.5.8 Care [packages\
View Care Packages that are in place for the provider.

Please note that your access to the Provider Portal is determined by your permissions that have been set by the ICB.

Cherry Tree Care Centre Cherry Tree Care Centre
Overview
Care packages Overview
- packag - Care packages
Hide filters
Contacts
263M [
Contracts From To
Patient name: Patient BC 10: PHB status
Fa iz He Bed availability | e | I =
From To Care product Care products Enter in the format DO/MM/YYYY. Enter in the format DD/MM/YYYY.
02/1/2024 Medication
Grouped Hours (weskly) Grouped package rates Contract ID patient BC 1D
package rate 120
Hotes type Care packages | | I
Documents 24 Hour Call Out Finance
Statu
m :;lrnlrgapalu Notes (e} Aus @® Active () Closed
£M20.00 Fully - Paid By Documents
NHS
e prglhont e 1. Show filters/Hide filters allows you to filter for a particular type of care package
100% / £7120.00 0% /£000 0% / £0.00
Locsl authorlty  School Credit From and To Date — Filter on the date range of the care package
utharity ™ . . T
., Contract ID — This is the unique Contract ID that the care package is linked to
Approved by Patient BC ID — This is the unique Patient ID within BroadCare

date
25/04/2025 Jennifer Leary

Status — All, Active, Closed
Care package audit — Additional Xyla service whereby we can assist with your packages
and invoice - All, Yes, No

Added: 75/04/2025, 06:43 by Jennitor Laary

Last updated: 25/04/2025, 06:43 by Jennitor Laary

|—— 2. Down arrow opens the care package information
3. View cost summary allows you view the cost information for this care package
26299 [—— View cast summary *
26208 r— [T — -
26296 Pe— [P —— B
26293 [— £ | Vet e
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5.1.5.9 Finance
The ability to view the invoice information and any saved notes or
Documents relating to the invoice.

1. Show/Hide filters allow you to filter the invoices
2. Arrow expands the invoice to view and add information

- View notes
- View documents

XYyla

Part of Acacium Group

Cherry Tree Care Centre
Overview .
Finance
cac
Show filters
Contacts
Contracts 854131KLI £0.00 ~
Bed availability
Received Invoice ID
Care products 07/04/2025 24328
G d ke it
rouped package rates From To Payment method
Care packages 06/01/2025 09/05/2025
Finance Added: 17/04/2025, 18:51 by Jennifer Leary

Notes

Documents

View notes  View documents
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Cherry Tree Care Centre
5.1.5.10 Notes
View, Add Note, filter and Assign Action to [another user‘\ Overview Notes
cac ———
B B B ontacts elete ow filters
Please note that your access to the Provider Portal is determined by your contact Il - Showle
permissions that have been set by the ICB. contrects }
Bed availability Phone Call In Supplier Case Note Completed A
. are products Note di iption: Assit ction to:
1. All/Deleted allows you to toggle to view All of the notes and those core produet ot ety package ssign action o
that haVe been deleted Grouped package rates information
. o . . Care packages : .
2. Show filters allow you to apply filters when searching for a particular peces Action due date:
Finance
Note.
. . Noti Added: 12/05/2025, 13:18 by Rebecca Maynard
3. The arrow will allow you to open the note to view more o
Information Documents Completed: 12/05/2025, 01:00 by Rebecca Maynard
4. Add comments allow you to add additional comments to the note. o comments o display.
5. Add Note — This allows you to add notes to the provider record
Add note *
Reason * Assign action to

- | -]
Case Management Reason Test 1
Communication In / Out (exc. Phone Calls)

Contract Discussion
Contract Received Date
LA Approval

Phone Call In

Phone Call Out
QC - Assessment Completed - Ready for QC

QC - Passed QC - Advisories Only

QC - Passed QC - No Advisories

QC - Ready for Verification

QC - Rework Required - Outcome Agreed
QC - Rework Required - Outcome Disagreed

Rates
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5.1.5.11 Documents
View, filter and Download a Document.
Please note that your access to the Provider Portal is determined by your permissions that have been set by the ICB.

1. Current/Deleted allows you to toggle to view the Cherry Tree Care Centre
current documents and those that have been deleted)

2. Show filters allow you to apply filters when searching

Overview
for a particular document that has been added to the| | ... Documents
provider recgrd. _ Comtacte S Show filters
3. The arrow will allow you to open up the Alert to view

Contracts

more information.
template test 1 - all provider and patient Folder: General

4. Download allows you to download the document. Bed availability fields.pdf ~
Care products
Description
Grouped package rates upload from Broadcare

Care packages
Finance Added: 17/04/2025, 08:28 by Jennifer Leary

Notes Lastupdated: 17/04/2025, 08:28 by Jennifer Leary

Documents
Download
Download history (1 downloads)

Add document X

5. Add documents allow you to add a new document.

Document — Upload the document. Document *

Drop a file here or browse to upload

Description — Provide information on what the document is.

Description *
Folder — Select the folder you wish the document to appear
in from the drop down.

Folder General v ]

Jpiese
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6 Brokerage

The brokerage section allows you to view the brokerage
episode you have received and are bidding on.

Please note that your access to the Provider Portal is
determined by your permissions that have been set by the

ICB.

Entering the information will allow you to filter
and search for brokerage episodes.

‘Show advanced filters” allows for further filtering
information to be added.

Active/Closed will allow you to filter between
Current active brokerage episodes and closed
episodes.

Key indicates any bids that are awaiting a review
and those bids that are in query.

The key will show next to ‘View’ if in one of these

statuses.

Arrow will open a summary of the brokerage
episode.
View will open the episode.

XYyla
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Brokerage episodes

= =3

Patlent name  Episode

Eplsode stage =  Startdate = Caretype =  Assignes =
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6.1 Viewing a brokerage episode

MH

Patient BC ID NHS number
12888 RES-TRI-CTED
Start date Assignee
22/04/2025 John Smith

1. View/Raise queries
View documents will allow you to view and
download documents.

3. Episode event log - This will provide an
overview of actions completed.

4. View - This will allow you to view each section.

XYyla

Part of Acacium Group

Client group Care type Episode ID
Mental Health Homecare agencies 3
Deadline

30/04/2025 00:00 (12 days past)

¢ Baok 1 query for provider review I View / Raise queries ] View documents l
e ~
‘. Care requirements Episode event log
@ Brokerage episode created with care
JenniferLeary requirements (Episode ID: 3)
22/04/202514:31
2. Select providers
[ 3. Review bids }
[ 4. Contract preparation }
[ 5. Contract status In progress }
[ ae Complete episode }
hN _/
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6.1.1 How to view queries on a brokerage episode
Please note that your access to the Provider Portal is determined by your permissions that have been set by the ICB.
To view or raise queries please select ‘View/Raise queries’ from the brokerage episode.

If there are any queries these will be presented to you, if not then to raise a query click ‘Raise a new query’.

¢ Back

aueres

General query - Cherry Tree Care Centre Query for provider review ~
Note Assignee

query about care home facilities Pravider

Action due date

29/04/20256

Added:  25/04/2025, 17:45 by Jennifer Leary

1. Arrow will open the query to provide more information.
Edit will allow you to edit the saved information.

- Action due date

- Upload document

3. Add comment will allow you to add additional comments.

Add comment

Add a comment ta this query.
Comments *
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6.1.2 How to raise a new query on a brokerage episode
Please note that your access to the Provider Portal is determined by your permissions that have been set by the ICB.

Filter for the episode you wish to view.

1. Click ‘View’. This will open the brokerage episode.
2. Click ‘View/Raise queries.
3. Select ‘Raise a new query’.

XYyla

Part of Acacium Group

< Back View / Raisa querk
Brokerage episodes —
= | ‘ [mm reirements o j Episode event log
o Brokerage episode created with care
Caretype Client group JenniferLeary requirements (Episode ID: 3)
= = 22/04/2025 14:31
‘ | ‘ ‘ 2. Select providers @
Assignes Episode stage
3. Review bids @
‘Show sdvanced fiters m
- =) Key
o [ . Contract preparation [ o j
Qury for proviacr vk
Query for ICB teviaw
Displaying 1 recerds
[ 5. Contract status }
;:”I'D""““‘“ f::""“ Episodestsge :  Startdste : Deadiine : Casretype :  Assignes =
v :;';w ] Contractstaus  22/04/2025  30/D4/2025 :;:':‘::ﬂ JehnSmitn A m [ & 6. Complete episode }
Oueﬁes Ralse a new query
General query - Cherry Tree Care Centre Query for provider review w
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4. Complete the action due date, add a note, and upload any supporting documents before clicking ‘Save’.

Raise a new query *
Assignee * Provider *

ice

Action due date Completed *

a C-

Enter in the format DO/MM/YYYY.

Note *

Supporting documents

Upload document

Upload a valid file that is up to 25ME in size. We do not accept exe file.

XYyla

Part of Acacium Group
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6.1.3 How to review, submit, and withdraw a bid
Please note that your access to the Provider Portal is determined by your permissions that have been set by the ICB.

Navigate to the Brokerage section, this will allow you to view any brokerage episodes and the episode stage they are at.

Brokerage episodes

— o =
1. Care requirements Episode event log

Care type Client group

[ l l l o Brokerage episode created with care

- h rebcccamaynard requirements (Epssode 1D: 19)
a/os/anas wwaz

2 Select provigers

Assignee Episade stage

[ 3. Review bids [ oo ]
‘Show advancad fitars
i - |

- o

Bids for ICB review

Query for provider review
Query for ICB review

& 5. contract status

Displaying 2 records

Fellontname  'PISX  Episodestage :  Startdate :  Deadine :  Carstype :  Assignee : & ¢. Complete episods

]
)
]
]
]

L oM 1 Review bids 12/05/2025. 13/0s/2005  omecare Team1 m
12888 agencies

Within the brokerage episode select ‘3. Review bids’ and ‘View’, this will show you the information that the ICB would like you to bid for.

3. Review bids

Estimated
Provider name = Postcode = Bid status = ICB decision = Cost perweek = care start

date :
Cherry Tree Care

TS202TB Awaiting bid
Centre
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You will be able to input your decision, depending on your decision will determine what additional information will be required for instance ‘Bid submitted’
will require the cost of care and the estimated start date of care, you can also upload supporting documentation and when you will be completing your

assessment to confirm you are able to deliver the care required.

3. Review bids - Cherry Tree

Care Centre

® : : @

Bid summary 1C8 decision Assessments overview Bid decision

1. Bid summary ~

Decision Last upitad on 12/05/2025, 1604 by Rebsccs Maynar

[ vatngbia -]

Awaiting bid

| Biddectned

Bid submitted

| Nobiabysesaive |

Once you have clicked ‘Save’, if after you have completed the assessment
and you need to withdraw your bid for instance the bed is no longer
available you will have the opportunity to click ‘Withdraw’ bid and input
the reason.

1. Bid summary ~
Decision Last updated on 12/05/2025, 16:20 by Rebecca Maynard
Withdraw big
Bid submitted v

Are you sure you want to withdraw this bid?
If you withdraw this bid. you will no longer be able to bid for this episode.

Reason for withdrawing *

Comments

providers.

Cancs

|

1. Bid summary

Decision

l Bid submitted ~ l

Cost per week *

E l

If an agreed cost per week already exists, you must enter
this exact amount above.

Estimated start date of care *

C |

Planned assessment date

E |

Enter in the format DO/MM/YYYY.

Upload supporting document

Upload & valid file that is up to 25ME in size. We do not accept .exe file.

Comments

Last updated on 12/05/2025, 16204 by Rebecca Maynard
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6.1.4 Contract preparation
Please note that your access to the Provider Portal is determined by your permissions that have been set by the ICB.

XYyla
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Once a bid has been submitted, the ICB will be able to make their decision, you will be updated within the brokerage episode of the brokerage section.

Patient name  Episode . . R N Local . . .
BCID D - Episode stage Start date : Deadline = status * Care type : Assignee =

. MonikaHil 19 Contract 12/05/2025 13/05/2025 Homecare Team 1
12888 preparation agencies

Once the bid has been accepted the ICB will create the contract, and upload this to the brokerage episode, or they will create using eSignature as a digital

replacement for a handwritten (wet) signature and is just as legally binding.

If the contract is to be signed using eSignature you will receive the contract by email so you can digitally enter any additional information and sign the
contract, once this has been signed you will receive a PDF of the document containing all signatures, this can also be viewed and downloaded within the

brokerage episode.

When you receive the contract firstly confirm you are authorised to accept the document, and you understand the terms of the document. You can now
select ‘Get started’ and you will be taken to the part of the contract that requires additional information (if required) and your signature, the date will be

automatically set based on the date you have signed the contract.

If you are rejecting the contract you can select ‘ Reject document’.

| confirm that | am authorised to accept the terms of this document.

| understand that accepting the terms of this document creates a legallv._bindiiig obligation.

Get started Reject document

28/04/2025
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1. Add signature.

2. Clicking here will open the below pop up. From here you can select the type of signature you wish to add.

:_[ @ You can make no further
changes after applying this
signature.

Write with mouse/touch

Type signature

Upload signature image

3. Once the signature has been added, depending on the order of the signatures you may receive a pop up to advise that signatures from other
parties are required.

Once all signers have added a signature an email will be sent with a copy of the contract (PDF). At the end of the document there will be a
document information page to show the date and time of the signatures.

The document will also be saved in the brokerage episode. .
Document signed

Document signed

© Important: save file direct to your computer, do
not open in browser since this can affect file
integrity.

Status: Waiting for others

. . . The unique identifier (SHA-256) for this signed
The document is now waiting to be executed by other parties. document is (this will be emailed to you)

- P - A eefZel2al3133e0%14ee0d34£3c30679911 e
Once all parties have completed it will be emailed to you and also AT Ean e et ana s

be available here for download. What is SHA-2567

Close browser window or logout Close browser window or logout
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