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1. Click on Clients Icon E===and enter in the
Carefirst ID and click on to the applicable
name.

Please Note
If the Service Users name doesn’t appear on

CONTROCC - The Carefirst/ CONTROCC
Link needs to be activated via Carefirst.

2. Click on the Service Users name under
the client field.

Client [Bm m Edmund (35 [

Click on the Details Tab to view the
Service User Information.

3. Click on the Invoicing Details Tab
to add/amend banking information

If banking information is already
completed check to ensure that the
information is current and there is a
Payment Finance Reference number

M M CEdmund  (J8 )
Client

Detais | Contacts | Atiibutes | CPLIs | POs | Documents | Assessment Status | Frapery | Matifications | Invoiving Details | Income | Budgets | Wweb Access | Exceptions |

on the Details Tab

Payment Methads

PaymentMethod | BACS
Starts 0 Dec 2010 =
Account Number ‘DE 2300 ‘
Son Cods s 27 |

AccountMame |5 Edmun ]

SortCode | Direct Debit

Save Cancel

Add
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If information is current
Move on to step 5

Click on ADD to enter banking
information

Payment Method = Always BACS

Start Date

c. Account Number (Should always be
8 digits (Excluding Building Society
Accounts)

d. Sort Code - Should Always Be 6
Digits

e. Account Name — Should Match

Account Name From Bank/Building

Society.

oo

Once information has been entered
Click on Save and Close



4. If the Payment Reference Field is already

d W5 ) completed this means that a payment reference
s | POs | Documents | Assessment Status | Property | Notifications | Invoicing Details | Income | Budgets | ‘Web éAccess | Exceptions already eXIStS -
drund D 2561
I | s [ Move on to step 5.
| F'ayrfen?sFinanceHef |:
— Fltic If Payment Finance Field is blank -
] SPOCCID
— ] NIND
© Unknown o . .
Ui it Email the Finance Team
| i SocSvcs.Finance@hartlepool.gov.uk
‘ i) External Ret
B e With the following information to request a
Hartlgpool, Cleveland. T526 90U Payment Flnance Ref
e Service User
e C/fNo
Finance will retrieve the banking information
from the Invoice Details Tab on CONTROCC
and request the Ref No and add the Ref no on
the Service Users details on ContrOCC
Finance will confirm that Payment Ref has
been added via the notes field in CONTROCC.
h;l M. B . "Edrmund  (JB )
Client -
Details | Contacts |Altnbules CPLIs | POs | Documents | Assessment Skatus | Property | Motifications | Invoicing Details | Income || Budgets | Web Access | Exceptions 5 CIICk On the ContaCtS Tab to
Invcicne add/amend Contact details for
oy e | ! the Nominee
Sumame [ ] addess —
Tekghors || Ten | Contact | [m/Ea) | ) "Z]
dewe [ ] e | = | Click on to search for the
o = ] nominees address detalls: —If
s ] details are not present click on
1 Contacks the to add a new contact
MName Roles E-mail Teleph..  Mobile Fax) Add
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L =3 =1 6. Complete the following fields
Eﬁ New Contact

Contact
_Iwi“ Forename
Enrﬂmtw‘:ct 1 Aiddr:ys;sw |4 Fioad ] Surname
Foensme |5 | Addiess2 | |
il — || e | Telephone Number
Telephone 0142927 12 Town Hartlepool
. | o e = Address Details including post code
Ee [ | mail uPAN | | - i
Job Tille } } usan | ] -Acth‘jvess Cllck on Save
Financial Ref

Rnles

[ Area Manager

Contact ()5 Edmun LE |5 e - 7. Click on 22 to select Role Type

Roles o [ e Click on applicable Role Type

[] Medicines Management Techrician

Mominee — C|ICk on OK
[] Operations M anager -
O Farent - Click on Save

[] Previous Invoices
[] Regional Manager —
[ Third Party
[ Wisiting Difficer -

[ selectan | [ Clearan ] [ ok ][ Cancel
Save Cancel

M M ‘Edmund (48 )
Clignt

‘ Detailsl Contacts |Attrihutes || CPLIz || POs ” Docurnents || Azzessment Status || Property ” Natifications || Invoicing Details ” Income: ” Budgets || \Web Access || Excep

Irvoices

Title [ Address1 |
arename :l ress
e } 8. Contact has now been added.
Teeghoe | [ Towm
O R =T
SR — |
|
|

Ema [ e ueew

LSRR

All Cortacts

Mame Roles E-mail  Telephane Mobile Fax Address

I Edmurpgme SEE Nominee 71429 278812 4 [ oad, Hartlepool,
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M M CEdmund  (J6 )
Client

Detaik | Contacts | Atiibutes| CPLIS | POs | Documents | Assessment Status | Fropery | Motfications

Invoicing Details | Income | Budgets || “Web Access | Exceptions

9. Click on the CPLI’s (Care Package
Line Item) Tab to add Direct Payment

Care Package Line lkems

Duration  Pricing Cost Service | CaeP. Author

Tempo.
No Care Package Lire ftems mafehed pour crfens

Care Package Line ltem Wizard

Client Details

Who is the Care Package Line Item for? &j‘

Client A om _ Edwnd 06 ) |
Client Group ‘Mantal Health - |

Team ‘Lucality Team 1 ™ |

Care Package Line Itern Wizard

Service Requirements -

Choose how to find suitable services &\;'{

S
(@] 3.53} Specific Service

Create one o mote care package line items for a
specific service

® u% Search for Services

Search For all praviders of a suitable service based on
service level requirements

< Back “ Mext = ][ Cancel
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Care Package Line Item

Add

Click on ADD button to start Care

package Line Item Wizard

10. Add the following information

Client Group — Budget for S/User
Team - SW’s Own Team

Click Next

11. Click on

Search for Services

Click Next



Care Package Line ltem Wizard

Service Requirements

.
what kind of service does the Client need? ‘y

Service Group Class | Direct Payments-Momines b |

12. Click on

Service Group

Service Level

Service Group Class = Direct Payments — Nominee

Service Group = Direct Payments-Nominee
Direct Payments-Nominee Start Up

< Back “ Mext > ][ Cancel

Care Package Line Item Wizard

Service Requirements

‘hat kind of service does the Client need? Sﬁ

13. Click on

Service Group Class |Dire:t Payments-Nomines v |
Service Group Direct Payments-hominee i - - -
cervice Lovel T v' Service Level = Direct Payments -Nominee

r’t Pents-NDm\nee-Annual (Payme Var I 0 us O ptl O nS

Direct Payments-Mominee-One OFF (Payment)

Select applicable option

Click Next

« Bark H et = ][ Cancel

14. Click on

Service Requirements

ecify the details of the requirement -
e 8’ Quantity = Always 1
S

Delivered PRSI < Dleasc select a date E‘ Start Date
%= o
el G S Click on-=to view Calendar and

Bz @ o112

. 153 BT 2 highlight the start date of the Direct

Finance Starts :E Payment
T O

Click Select

[ <o [ neez ) [ el ]

Click Next
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Care Package Line Item Wizard

Select Service Level

>
Select & Service Level from the list of requirements matches &j

Sart by | BlockjSpot | Client Group | Auth. Status | Price |

Type Provider Service Unit Cosk

rough Council Direct Payments

Motes | Service: Basic Authatisation, Staffed
Mo Pricing Agreement

< Back, ” hext = ][ Cancel

Care Package Line ltem Wizard

Pricing and Expenditure Budget 2
Review and Edit automatically generated prices and budgetary information 8;'{
Unit Cost £ A dlient-specific Pricing Agreement will be
created.

Cost Centre | 17154 (Mertal Health) ~[+]
Subjective |4303 (Expenditure - Direct Payments) e |
Sub Detal |[Nune] i |

Restore

Diefaulks

< Back “ Mext = 1 [ Cancel

15. Click Next

16. Unit Cost = Cost of Applicable Package.
The package is a 4 weekly Direct payment so
the example is showing the unit cost as a
weekly amount .

Cost Centre = This is self populated

Subjective = This is self populated

Click Next
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Care Package Line Item Wizard

Income Budget
Reeview and Edit the automatically generated budgetary information

e Direct Payments-4 Weekly [Papment]

Cost Centre

17154 {Menkal Health)

Subjective |71?E (Income - From User) v ‘

Sub Detail |[None]

< Back ” et = ][ Cancel

Care Package Line Item Wizard

Miscellaneous Details -

Erter all remaining fields, and click Finish ko create the Care Package Line Item @

Care Manager ‘Weegram, Isabel

Authoriser wihite, Kirsten

white, Micala
‘widdowfield, Gillian
‘williams, Brian
‘willingham, Albert
‘willis, Jeanette —
‘Windram, Anne

Comments {wil
appear on PO)

{For matching with Fubure imparts)

[ < Back “ Firish ][ Cancel

Care Package Line Item Wizard

Miscellaneous Details

Authoriser Bailey, Micola

v
Appleton, Lovise ~
Armatage, Elaine =
Armnstrong, Sue

Ashcroft, Wendy

Ayre, Brian

Ayre, Brian

Bailei Gill
v

Comments {will
appear on POY)

Care Manager |Weegram, Isabel b |

-

({For matching with Future imports)

Enter all remaining fields, and click Finish to create the Care Package Line Ttem 8j

[ < Back “ Finish ][ Canicel

]

17. Cost Centre = This is self populated
Subjective = This is self populated

Click Next

18. Add Care Manager

Care Manager = Select SW’s Name

19. Add Authoriser

If over £100 always Select Jill Harrison

If under £100 select applicable Team Manager

Click Finish
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M M, "Edmund  (J8 )

Client

Detais | Contacts | Atiibutes| CPLIs | POs | Documents | Assessment Status | Frapery | Matifications | Invoicing Dietails | Income | Budgets | Wweb Access | Exceptions |

Care Package Line ltems

Duration
Edmund . M

07 H02/2017 orweards

Pricing

1 x Payment at £37.60 [Spat]

Cost Service

#37.60Weekly  Diect Payments-4 Weskly [Payment] from Direct Payments

Care Pka. Ref | Aut

Add
Edit
Suspend
End
Delete
Undmport
Authorise

Auditing

20. The unauthorised CPLI has now
been created on CONTROCC

Please Ensure That the Payment Reference Number Has Been Added To CONTROCC
Before It Is Sent For Authorisation to the DP Authorisation In Box.
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