LCC Care Provider Portal Demonstration
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Supplier Authentication

BT Lancashire Services ~ E-Business Suite - ERPD cloned from PRD on 04-MAY-2014 12:00

B Favorites ¥ Logout Preferences Help
Enterprise Search | all s | Go Search Results Display Preference | Standard

Logged In As ANDREW®A.COM
Oracle Applications Home Page

Main Menu Worklist

m Note: For all your notifications, including the Saved For Later transactions, click on the
(X[ ce Care Proviier Porial | Full List button then choose All Notifications from the View drop-down list
- N Full List

Type Subject Sent Due

5

T LcC Sourcing Supplier From

There are no notifications in this view.
¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
¥ TIP Worklist Access - Specify which users can view and act upon your notifications.

Logout Preferences Help

Copyright {c) 2008, Crade. All rights reserved.

< | >
W Local intranet ¥5 ~| ®|ioow -

http://hrtechapp0l.lancsce. gow. uk: B016/0A_HTML/OA. jspPOAFUNc=0AHOMEP AGE#

Only Care Providers will have a link to the LCC Care Provider Portal.

Click the LCC Care Provider Portal link.
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Supplier Authentication

Symantec VIP Authentication

0] /]
Token Codel | Login

Each time you log into the LCC Care Provider Portal you must provide your PIN number and the
token code.

Enter your four digit PIN number you previously selected into the PIN field. Press [Tab].
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Supplier Authentication

Symantec VIP Authentication

PIN | [ |

Token Codal| | [Login

Enter the token number from the Symantic VIP Authentication into the Token Code field.

Please note: this is the 6 digit security code on the soft token, not the credential ID. A new code is
generated every 30 seconds. The most recent code must be used.

Click the Login link
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Portal Home Page

Feedback | Logout

Message

Welcome to the Care Services Portal. Please select an action from the Menu List.
There are no additional messages today

Menu List

o Enter Actual
o Service Capacity
o Bulk Load Actuals

When you access the LCC Care Provider Portal you are taken to the home page.

The message section will be used by the authority where necessary e.g. this will be used
to notify you of hospitals on red alert.

Click the Enter Actual link.
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Search for a Service User

Feedback | Logout

Menu List Search Service User

o Supplier TESTING CARE LIMITED

o Service Capacity ) iz ) -

o Buk Load Actugls *Period Start Date from I:I Period Start Date to l:l

Senvice | |P0|:-u|:- Calendar; Period Start Date From|
Service User N0| |
Surname | | Search
Care Package Details

no data found

You must always specify the date range for the search.

Dates are sorted by weekly cycles starting on a Monday, so if you are looking for a Service User
who started services on Wednesday 11th June 2014, the date range searched for would need to
contain 09-Jun-2014.

Click the Popup Calendar: Period Start Date from button.
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Search for a Service User

Feadback | Logout

Menu List Search Service User
o Supplier TESTING CARE LIMITED

o Service Capacity

o Bulk Load Actuzls “Period Start Date from l:l EE1* Period Start Date to l:l

Service || ) February 2014 0

Service UserNo | o mMg Tu We Th Fr Sa

Surname 1 Search

e : 2@45678
ol 10/ 11| 12][ 13| 14] 15

15 17 1= 19 20 21 =22
23 29 23 26 27 28

no data found

ANDREW@A.COM

Use the calendar to enter the date you wish to search from.
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Search for a Service User

Feedback | Logout

Menu List Search Service User
Supplier TESTING CARE LIMITED

o
o Service Capacity i =
0 *Period Start Date from |03-Feb-2014 [E&* Pperiod Start Date to |

Bulk Load Actuals
| |Po|:-up Calendar; &nbsp;&nbsp; Period Start Date ko

Service |

Service User No | |

Surname | | Search

Care Package Details
no data found

ANDREW®@A,.COM

Click the Popup Calendar: Period Start Date to button.
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Search for a Service User

Feedback | Logout

Menu List Search Service User

o _ Supplier TESTING CARE LIMITED

o Service Capacity int in
o Buk Load Actusls  “Period Start Date from [03-Feb-2014 | EBl* period StartDateto [ |

Service | | (] February 2014 0

Service User No | |

Su Mo Tu We Th Fr Sa

Surname | |

C e Detail 3| =g 5| || | B

tata found 5] w 11 213 14 15
no da oun
16/ 17| 18] 19][ 20][ 21] 22

23] 24| =25 26| |-27| =28

ANDREW@A.COM

Use the calendar to find the date up to which you wish to search.
Click the date you want to select.

You may click on the Search button now, to return all service users within the date
range specified.
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Search for a Service User

Feedback | Logout

Menu List Search Service User
lFnter Actua Supplier TESTING CARE LIMITED

o Service Capacity i o
o Bulk Load Actuals  *Period Start Date from |03-Feb-2014 [ Period Start Date to |09-Feb-2014

Service | |

Service User Mo | |

Surnamel | Search

Care Package Details
no data found

To narrow your search you may enter

*the Service to search for all service users with the same care package, eg. domiciliary or residential
care.

«the Unique Service User number if known in the Service User No field.

«the Surname of the service user in the Surname field.

Note: the service user number will always relate to one person. If you search by surname, this may
return more than one person.

Click the Search link.
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Search for a Service User

Feedback | Logout

Reguery Caollection S
Menu List Search Service User
o Supplier TESTING CARE LIMITED
o Service i oo

Capacity *Period Start Date from |02-Jun-2014 E=*  Period Start Date to |08-Jun-2014
o Bulk Load ) | |

Actiak Service

Service User No |A1284403 |
Surname | | Search

Care Package Details

CPLI Ref(~] | Period Start Service Provider SSREF Service User | From Date | To Date | Quantity | Unit Price | Status
Domiciliary

TESTING ;
Care Mrs Service 02-DEC-
2 | 47108 02-JUN-2014 Single CARE A1284493 Userl 2013 - 81.0 3.9900 | -
carer LTD

Domiciliary TESTING

Care Mrs Service 02-DEC-
& | 47107 02-JUN-2014 Single E_.‘:_.SE A1284493 Userl 3013 - B87.0 0.0000 | -
carer

ANDREW@A.COM

The care package details for the service user and the dates requested will now be displayed.
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Confirm Details of Care Provided

Feedback | Logout

Reguery Collection X
Menu List Search Service User
o Supplier TESTING CARE LIMITED
o Senvice i -

Capacity *Period Start Date from [02-Jun-2014 EE* Period start Date to |08-lun-2014
o Bulk Load ] | |

FEhE Service

Service User No |A1284493 |
Surname | | Search

Care Package Details

CPLI Ref(~] | Period Start Service Provider SSREF Service User | From Date | To Date | Quantity | Unit Price | Status

Domiciliary
TESTING .
Care Mrs Service 02-DEC-
Z 47108 02-JuUnN-2014 Single E_?SE A1284493 Userl 2013 - 81.0 3.9900 | -
carer
Domiciliary
TESTING )
Care Mrs Service 02-DEC-
Z 47107 02-JuUnN-2014 Single E_T_.SE A1284403 Userl 2013 - 87.0 0.0000 | -
carer

Click on the Edit (Pencil) button to the left of the line summary to enter details of the care provided.
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Confirm Details of Care Provided

Feedback | Logout

Menu List Care Plan

o
o0 Service Capacity View Documents Send Message Emergency Contact Cancel

o Bulk L oad Actuals Organisation : TESTING CARE LIMITED
Service : Domiciliary Care Single carer
Client 1d : A1284493  Mame : Mrs Service Userl
Date From : 02-DEC-2013 To

Actuals

[ Create |
CPLI Ref 47108
Period Start 02-JUN-2014 To Status
Quantity 81.0
Unit Price 3.9900

aca ]
Frustrated I:I
wesed| |
o
veis[ ]
Total 0
Tot Value 0

Comments

ANDREW@A.COM

Basic details about the supplier, service and service user are displayed.

This includes the hours of care due in the week.

The hours of care actually provided can now be entered.
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Confirm Details of Care Provided

Feedback | Logout

Menu List Care Plan

o
o Service Capacity View Documents Send Message Emergency Contact Cancel

o Bulk Load Actuals Organisation : TESTING CARE LIMITED
Service : Domiciliary Care Single carer
Client Id : A1284493 Mame : Mrs Service Userl
Date From : 02-DEC-2013 To

Actuals

Create
CPLI Ref 47108
Period Start 02-JUN-2014 To Status

Quantity 81.0

Unit Price 2.9900

e
Frustrated |:|
wesed ||
N

Total 0
Tot Value 0

Comments

A

ANDREW®@A.COM

The Quantity is equal to the number of hours commissioned.

Actual: enter the actual hours of care provided to the service user. All hours entered should be to a
maximum of 4 decimal places. Enter the hours into the Actual field.

Please note; the Actual hours cannot exceed the Quantity, which is the number of hours

commissioned.
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Confirm Details of Care Provided

Feedback | Logout

Menu List Care Plan

[slEnter Actua
o Service Capacity

o Bulk Load Actuals Organisation

Client Id :
Date From

Actuals

View Documents Send Message Emergency Contact Cancel

: TESTING CARE LIMITED
Service :

Domiciiary Care Single carer
A1284493 Mame : Mrs Service Userl

: 02-DEC-2013 To

Create

CPLI Ref 47108
Period Start 02-JUN-2014 To Status
Quantity 81.0
Unit Price 3.9900

e
Frustrated :
s |

Total 0
Tot Value 0

Comments

Click in the Frustrated field.
Frustrated: enter the number of hours where the carer(s) attended but were unable to gain

www.lancashire.gov.uk

If applicable, enter the relevant hours into the Frustrated field.

access or where the service user cancelled the appointment without sufficient notice.
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Confirm Details of Care Provided

Feedback | Logout

Menu List Care Plan
ElEnter Actual

o Service Capacity
o Bulk Load Actuals

Service
Client Id

Actuals

Organisation :

View Documents | Send Message | Emergency Contact | Cancel |

TESTING CARE LIMITED

: Domiciliary Care Single carer
: Al284493 Name : Mrs Service Userl
Date From :

02-DEC-2013 To

Create

CPLI Ref 47108
Period Start 02-JUN-2014 To Status
Quantity 81.0
Unit Price 3.9900

Actual
Frustrated |:|
mesed 1]
== I
vets| |
Total 70
Tot Value 279.3

Comments

ANDREW@A.COM

| h

Click in the Missed field.
Missed: enter the number of hours where the care provider did not attend a scheduled appointment or

www.lancashire.gov.uk

If applicable, enter the relevant number of hours into the Missed field.

where the appointment was cancelled with sufficient notice.
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Enter Domiciliary Care Single or Dual Carer

Feadback | Logout

Menu List Care Plan
slFnter Actua
o Service Capacity View Documents Send Message Emergency Contact Cancel

o Bulk Load Actuals Organisation : TESTING CARE LIMITED

Service : Domiciliary Care Single carer
Client Id : A1284493 MName : Mrs Service Userl
Date From : 02-DEC-2013 To

Actuals

Create

CPLI Ref 47108
Period Stark 02-JUN-2014 To Status

Quantity 81.0

Unit Price 3.9900

Actual
Frustrated |:I
Mssed| 5
S

Tot Value 323.19

Comments

A

ANDREW@A,.COM

Please note: the total of the Actual, Frustrated and Missed fields is displayed in 'Total' and must equal
the Quantity (i.e. the total amount of care commissioned for the service user in the relevant period).

You will not be able to submit the claim unless the total matches the quantity.
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Feedback | Logout

Menu List Care Plan

[s@Fnter Actua

o Service Capacity View Documents Send Message Emergency Contact Cancel
© Bukload Actusle  grganisation : TESTING CARE LIMITED
Service : Domiciliary Care Single carer
Client Id : A1284493 Name : Mrs Service Userl
Date From : 02-DEC-2013 To
Actuals
Create

CPLI Ref 47108

Period Start 02-JUN-2014 To
Quantity 81.0
Unit Price 3.9900

Actual
Frustrated I:l
Missed
O —
Total 81
Tot value 323.19

Status

Comments

=

ANDREW@A.COM

Click in the Extra field. Extra: if applicable, enter the total number of hours provided over and above the
commissioned total (the Quantity). This refers to unexpected extra hours such as remaining on site while
a GP is called for the service user, or to reflect an agreed initial visit charge.

‘Extra’ should not be used where the package of care has been increased by agreement with the Social
Worker in advance. This type of increase should already be reflected in the Quantity by an amendment
to the Service User's care package that will be shown on the portal through a revised CPLI. If the current

agreed care package is not reflected in the quantity you must contact the Social Worker accordingly to
request that the care package is updated.

The number of visits will be calculated by the system. Please leave the Visits field blank.
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Add Supporting Comments

Feedback | Logout

Menu List Care Plan

acity View D ] [ Send Message | Contact | [ Cancel |
als

o b
P Organisation : TESTING CARE LIMITED
Service : Domiciiary Care Single carer

Client Id : A1284493 MName : Mrs Service Userl
Date From : 02-DEC-2013 To

Actuals

[ Create |
CPLI Ref 47108
Period Start 02-JUN-2014 To Status
Quantity 81.0
Unit Price 3.9900

Actual
Fustated| 6
e
vets[ ]

Total 81
Tot Value 323.19

Comments;|

ANDREW@A..COM

Done % Local intranet dn - Hipowm v

If you have entered any hours into the Frustrated, Missed and / or Extra fields, you must provide full
details for each in the comments field. Click in the Comments field to add supporting comments.

You may not be able to submit your claim if you do not include a comment and the Authority may reject

the claim if a clear reason is not given. .
Lancashire

County ‘Jt“?’%'

: . o)
www.lancashire.gov.uk Council %\’.‘.’}:
.&‘.")‘.)



Confirm Details of Care Provided

Feedback | Logout
ElEnter Actual

View D ] [ Send Message | Contact | [ Cancel |

nisation : TESTING CARE LIMITED
ervice : Domiciliary Care Single carer
Client Id : A1284493 HName : Mrs Service Userl
Date From : 02-DEC-2013 To

Actuals

CPLI Ref 47108
Period Start 02-JUN-2014 To Status
Quantity 81.0
Unit Price 3.9900

Actual
Fustrated| 6
fue
vets[ ]

Total 81
Tot Value 323.19
Enter detais if Frustrated, Missed or Extra fields completed

Comments

ANDREW@A..COM

Done % Local intranet dn - Hipowm v

Check the details and amend if necessary.

Once the details are correct, click the Create link.
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Confirm Details of Care Provided

Feedback | Logout

Menu List Care Plan

[slFnter Actua
o Service Capacity View Documents Send Message Emergency Contact | Canoeu
o Bulk Load Actuals Organisation : TESTING CARE LIMITED
Service : Domiciiary Care Single carer
Client Id : A1284493 MName : Mrs Service Userl
Date From : 02-DEC-2012 To

Actuals

Save | [ Submit Actuals |

CPLI Ref 47108

Period Start 02-JUM-2014  To
Quantity 81.0
Unit Price 3.9900

Actual

Frustrated
exera
vses| |
Total 81

Tot Value 323.19

Enter details if Frustrated, Missed or Extra fields completed

Status Valid - Requires Authorisation

Comments

i

ANDREW@A.COM

For this example, the status is 'Valid - Requires Authorisation' because extra charges are included.

If no extra hours are being claimed, the Status should appear as Valid.

You will need to correct the details if the status is invalid. This may be if the Total and Quantity fields
do not match, or if a comment has not been entered where required.
Lancashire
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Submit Actuals

Feedback | Logout

Menu List Care Plan

o
o Service Capacity View Documents Send Message Emergency Contact Cancel

o Bulkload Actusk  grganisation : TESTING CARE LIMITED
Service : Domiciliary Care Single carer
Client Id : A1284493 Name : Mrs Service Userl
Date From : 02-DEC-2013 To

Actuals

Save Submit Actuals
CPLI Ref 47108

Period Start 02-JUN-2014 To Status Valid - Reguires Authorisation
Quantity 81.0
Unit Price 3.9900

Actual
Frustrated
Missed
Extra
Total 81
Tot Value 323.19

Enter details if Frustrated, Missed or Extra fields completed

Comments

ANDREW@A.COM

The details should now be saved or submitted. Please note: you cannot make changes once the
details have been submitted, unless your submission is rejected by the Authority.

If you are not ready to submit the details yet, click the Save button.

To submit, click the Submit Actuals link.
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Review Status of Submission

Feedback | Logout

Menu List Care Plan

o
o Service Capacity View Documents Send Message Emergency Contact

o Bukload Actuals  organisation : TESTING CARE LIMITED
Service : Domiciliary Care Single carer
Client Id : A1284493 Mame : Mrs Service Userl
Date From : 02-DEC-2013 To

Actuals

CPLI Ref 47108
Period Start 02-JUN-2014 To Status Submitted - Requires Authorisation
Quantity 81.0
Unit Price 3.9900
Actual 70.0000
Frustrated 6.0000
Missed 5.0000
Extra 2.0000
Visits
Total 81
Tot Value 323.19
Comments Enter details if Frustrated, Missed or Extra fields completed

ANDREW@A.COM

Done % Local intranet Yu v Haiow -

The status is now 'Submitted - Requires Authorisation'.
The Authority will now check and either authorise or reject the claim.

Click the Cancel link to return to the summary screen.
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Review Status of Submission

Feedback | Logout

Menu List  Search Service User

o Supplier TESTING CARE LIMITED
A CTUE -y [
o Senvice *Period Start Date from [02-Jun-2014 EEl: period Start Date to |08-Jun-2014
CEEEC-EE .
o Bulk Service | |
= Service User No [A1284493 |
Surname | | Search

Care Package Details

CPLI Ref(~] | Period Start Sarvice Provider SSREF Service User | From Date | To Date

Quantity | Unit Price Status

Domiciliary TESTING

Care Mrs Service 02-DEC-
Z 47108 02-JUN-2014 Single E_.T_\[R}E A1284493 Userl 2013 -
carer
Domiciliary
TESTING .
Care Mrs Service 02-DEC-
Z 47107 02-JUN-2014 Single E_.T_\[R}E A1284493 Userl 2013 -

carer

81.0

87.0

Subrmitted -
3.9900 | Reguires
Authorisation
0.0000 | -
1-2

The status is also displayed on the Care Package Details summary.

Please email invoicecare@lancashire.gov.uk if you need to update details which have been

submitted.

www.lancashire.gov.uk
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1fe4c784-88fb-4f5d-a4c5-722c22310bfe/index.html

Bulk Upload - Download Template

Feedback | Logout

Message

Welcome to the Care Services Portal. Please select an action from the Menu List.
There are no additional messages today

Menu List

o Enter Actual
o Senvice j

[ g3 [y
o Bulk Load Actualg

ANDREW@A.COM

An alternative to submitting actuals by service user is to use the Bulk Load Actuals functionality.

From the LCC Care Provider Portal portal home page, click the Bulk Load Actuals link.
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Bulk Upload - Download Template

Feedback | Logout

Menu List Supplier Details

o Enter Actual Supplier TESTING CARE LIMITED
Service Capacity
o Service Capad Mum

o Bulk Load Actuals
Cancel
Upload Data via Excel file | [ Upload Data - via CSV fiI1 |[ Download Template | I
*Filename | |
*File | |(Browse] [ Load File |
Data to Upload
Validate Clear

Show Valid Invalid & vALID O INVALID
no data found

ANDREW@A.COM

Click the Download Template tab.
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Download Template

Feedback | Logout

Menu List Supplier Details

o EntE_r—Alc:tual ) Supplier TESTING CARE LIMITED
Service Capacity ro—
o envice Lapac Bulk U

o Bulk Load Actuals
[ upload Data via Excel file || Upload Data - via CSV file || Download Template

Period Start Date from I:I Period Start Date to I:I Show Download

[Popup Calendar: Period Start Date from]

Download_Region
no data found

ANDREW@A.COM

Use the calendar to enter the date you wish to search from. Dates are sorted by weekly cycles
starting on a Monday, so if you are looking for a Service User who started services on Wednesday

11th June 2014, the date range searched for would need to contain 09-Jun-2014.

Click the Popup Calendar: Period Start Date from button.
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Bulk Upload - Download Template

Feedback | Logout

Menu List Supplier Details

o Enter Acctua\ Supplier TESTING CARE LIMITED
© Service Capacity
o BulkLoad Actuais WBullclipload

['upload Data via Excel file | [ Upload Data - via CSV file || Download Template

Period Start Date from| | B8 period Start Date to Show

Download_Region o May 2014 o
no data found Su Mo Tu we Th Fr Sa
1 2 3

4 S & 7 a8 o 10
11 12 13 14 15 16 17
pi= 19 20 21 zZ2 23 z4

25 27 28 z9 30 31

ANDREW@A..COM

http:ftoraapp02. lancsce, gov, uk 899 fords{FPp=310:32: 9962924903046 N0+ 13 % Local intranet 4a - Biow -

Click on the calendar to select the relevant date.
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Bulk Upload - Download Template

Feedback | Logout

Menu List Supplier Details

o Ente_r AEtual } Supplier TESTING CARE LIMITED
o Service Capacity Bulk
o Bulk Load Actuals Upload

| Upload Data via Excel file || Upload Data - via CSV file || Download Template

Period Start Date from 26-May-2014 Period StartDateto | ||| Show Download

|Popup Calendar: &nbsp;&nbsp; Period Start Date to

Download_Region

no data found

Use the calendar to enter the date you wish to search to.

Click the Popup Calendar: Period Start Date to button.
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Bulk Upload - Download Template

Feedback | Logout

Menu List Supplier Details

o Enter Actual Supplier TESTING CARE LIMITED

o Service Capacity
o Bulk Load Actuals Bulk Upload

| Upload Data via Excel file || Upload Data - via CSV file | Download Template

Period Start Date from [26-May-2014 Period Start Date to || EE1[ Show Download

load 5 [«] June 2014 [ ]

no data found Su Mo Tu We Th Fr B5a
1 2 3 4 5 A 7

8] o/ w0 11/12 13 14

15 16| 17| 18 19| 20| 21
22| |23 s 24 |25 =26 |2 2F | =28

29 30

ANDREW@A.COM

Click on the calendar to select the relevant date.
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Bulk Upload - Download Template

Feedback | Logout

Menu List Supplier Details

0 Enterihgtual Supplier TESTING CARE LIMITED
O Semnice EQECD{ Bulk Upk i

o Bulk Load Actuals
[ Upload Data via Excel file H Upload Data - via CSV file ] Download Template

Period Start Date from |26-May-2014 Period Start Date to |08-Jun-2014 | B[ Show Download |

Download_Region
no data found

ANDREW@A.COM

Click the Show Download link.

Lancashire
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Bulk Upload - Download Template

Actual 78
o Service Bulk Upload St
= _L_g?”kacltv I Upload Data via Excel file ” Upload Data - via CSV file ] Download Template

Load

Actuals

Period Start Date from |26-May-2014 Pariod Start Date to |08-Jun-2014 Show Download |
Download_Region
LCC Ref Period Start | Org Name Service Level CPLI Ref Ssref Client Fullname Unit Cost | Quantity Start Date End Date | Act
TESTING Domiciliary Mr Test
122732 26/05/2014 CARE Care (ISF) - 71835 A196358 i 708.1800 1.0 07/04/2014 | - B
LTD Ve ekty ervicellser
TESTING Domiciliary Mr Test
122731 02/06/2014 CARE Care (ISF)} - 71835 A196358 ServiceUser2 708.1800 1.0 O7/04/2014 = =
LTD WWeeakhy
Domiciliary
TESTING Miss Test
68270 26/05/2014 E-'T}SE CG?::FSII‘IQE 33718 A335460 ServiceUser3 4.9400 1.0 02/12/2013 - -
TESTING Domiciliary Miss Test
68268 26/05/2014 CARE Care Single 33717 A335460 s icel 3 4. 7700 167.0 02/12/2013 - -
LTD carer ensicelser:
TESTING Domiciliary Miss Test
68269 0z2/06/2014 CARE Care Single 23717 AZ23460 s U = 4.7700 167.0 02/12/2012 = =
LTD carer ernsicelser:
TESTING Domicilizry Miss Test
68272 02/06/2014 CARE Care Single 33718 A335460 s icall 3 4.9400 1.0 02/12/2013 - -
LTD carer ernvicellser:
Domiciliary .
TESTING
20251 26/05/2014 == Care Single 47107 Alzgqaos | |5 Serviee 0.0000 87.0 02/12/2013 | - -
LTD carer
TESTING TrTEEn Mrs Service
20253 26/05/2014 CARE Care Single 47108 Al1284493 Userl 3.9900 81.0 02/12/2013 = =
LTD carer
TESTING Domiciliary Mrs Service
Q0256 0Z2/06/2014 CARE Care Single 47108 Al1Z284493 Userl 3.9900 81.0 0Z2/12/2013 - -
LTD carer
TESTING EHERCE A Mrs Service
Q0250 02/06/2014 CARE Care Single 47107 Al1284493 Userl o.o0o00 87.0 02/12/2013 = =
LTD carer
Cove fo Coh]
AMNDREW@A..COM . |
~-
< | >
% Local intranet #a | ®|i1o0wm o~

A summary of the care package details for the dates requested will now be displayed.
This information can now be exported into a spreadsheet.

Scroll down until you see the Save to CSV link on the bottom left of the screen.
Click the Save to CSV link.
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Bulk Upload - Download Template

Actual

o Service Bulk Upload -~
a _p__g?”kacﬂ:\e [ Upload Data wvia Fxcel file ” Upload Data - via CSV file ] Download Template

Load

Actuals

Perind Start Date from [26-May-2014 Period Start Date to |08-lun-2014 Show Download

Download_Region

LCC Ref | Period Start ©Org Name Service Level CPLI Ref Ssref Client Fullname @ Unit Cost Quantity Start Date End Date | Act
Domiciliary
TESTING Mr Test
122732 26/05/2014 CARE LTD Care (ISF) - 71835 Al196358 Servicellser? J08.1800 1.0 07/04/2014 - -
Weekly
Domiciliary
TESTING _ - Mr Test _ _
122731 02/06/2014 CARE LTO — 200 1.0 07/04/2014

File Download

TESTIMNC
LEE 26/05/2014 CARE LTC] Do you want to open or save this file? g 1.0 02/12/2013 | - B
658268 26/05/2014 TESTIMNC [,;‘ j Mame: download_region.csw 5 167.0 02/12/2013 B _
CARE LTH a, Twpe: Microsaft Office Excel Comma Separated Yalues Fil. ..
TESTING From: toraapp02.lancscc.gov.uk
68269 02/06/2014 CARE LTO u 167.0 02/12/2013 | - -
[ Open ] I Save I I Cancel ]
TESTINC
568272 02/06/2014 CARE LTO i 1.0 02/12/2013 | - =
TESTINC I - whhile files from the [nternet can be useful, some files can potentially
Q0251 26/05/2014 CARE LTO @ harm wour computer. |F you do nat trust the source, do not open ar 1 87.0 02/12/2013 | - -
= save this file. WWhat's the risk?
TESTINC = e Er =
90253 26/05/2014 CARE LTD glr:rSmgle 47108 A12844093 Userl 3.9900 B81.0 02/12/2013 | - -
Domiciliary .
TESTING
00256 02/06/2014 Care Single 47108 Al1284403 | Mrs Service 3.0000 81.0 02/12/2013 | - -
CARE LTD — Uszerl
Dormiciliary .
TESTING N Mrs Service
90250 02/06/2014 CARE LTD glr:rSmgIe 47107 A1284493 | o 0.0000 87.0 02/12/2013 | - =
Save to CSV

AMDREW@A.COM |

s
< | >
i, Downloading From site: http:fftoraapp0z.lancsce. gow . uk: 5899 ords/FPp=310: 32:9962924903046: FLOW _EXCEL_QUT ‘:ﬁ Local intranet v’;. - L 100% T

You now need to save the file before entering the relevant details of care provided.

Click the Save button.
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Bulk Upload - Download Template

o Sonice Bulk Upload >
= %‘ﬁf—d}* [ Upload Data via Excel file ” Upload Data - via CSV file ] Download Template
Load
Actuals
Period Start Date from | 26-May-2014 Period Start Date to |08-Jun-2014 Show Download
Download_Region
LCC Ref Period Start Org Name | Service Level CPLI Ref Ssref Client Fullname Unit Cost | Quantity  Start Date End Date | Acht
Domicilia
TESTIN
122732 26/05/2014 G 014 | - -
Y CARE LTRSS IUES L
3 . 5 y . -
EErEn | cmmeEmS TESTIN Savein: | [ Care Services Portal ¥ o @ b || < .
CARE LT|
68270 26/05/2014 JLESIETS u‘é 20132
CARE LT My Recent
D ocuments
TESTIS -
68268 26/05/2014 CARE LT [rl_% P01z | - -
Desktop
TESTIE
68269 02/06/2014 CARE LT P01z | - -
TESTIN ___j
68272 02/06/2014 2013 | - -
CARE LT My Documents
TESTI -
90251 26/05/2014 CARE LT %ﬂ 2013 | - -
Ay Computer
TESTIB
90253 26/05/2014 CARE LT 2013 | - -
. File name: | | [ Save l
TESTIN e,
90256 02/06/2014 CARE LTI d 2013 | - =
by Metwark, Save as lype tdicrozoft Office Excel Comma Separated Walus | [ Cancel ]
rESTIN T -
20250 02/06/2014 ke Care single 47107 Al284493 | Mrs Service 0.0000 87.0 02/12/2013 | - -
CARE LTD = Userl
Save to CSW
ANDREW@A.COM L
My
< | >
Done %J Local intranet Faow W00 <

Save the spreadsheet file to a convenient location. Use the 'Save in' section to search for and
select your preferred file location.

Rename the file, by double-clicking in the File name field. Enter the name into the File name field.
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Bulk Upload - Download Template

Actual 7
% Teooer Bulk Upload ]
7 %ﬁf—c"}“ [ Upload Data via Excel file ” Upload Data - wvia CSV file ] Download Template
Load
Actuals
Period Start Date from | 26-May-2014 Period Start Date to |08-Jun-2014 Show Download
Download_Region
LCC Ref Period Start Org Name Service Level CPLI Ref Ssref Client Fullname Unit Cost | Quantity @ Start Date | End Date Acti
Domicilia
TESTIR
122732 26/05/2014 £ 2014 | - -
/051 CARE LTy TS
TESTIN Sawvein: | IC3 Care Services Portal
122731 02/06/2014 CARE L | 2014 = =
68270 26/05/2014 EESER L&é 2013
CARE LTy ty Fecent
Drocuments
TESTIN -
68268 26/05/2014 care Ul rl_-. 2013 | - -
Dezktop
TESTIR
68269 02/06/2014 care L 2013 = =
TESTIS i
68272 02/06/2014 2013 | - -
CARE LTy My Documents
TESTIN B
90251 26/05/2014 care Ul -—.}}E 2013 | - -
ky Computer
TESTIR
Q0253 26/05/2014 care L 2013 = =
— e File name: [26 May 2014 1o 8 June 2014 « | sae |
90256 02/06/2014 CARE LJ - 2013 | - -
by Network Save as type: | Microzoft Office Excel Comma Separated Walue » | [ Cancel ]
TESTI; A Mrs Service
90250 02/06/2014 CARE LTD CarerSmgIe 47107 Al1284493 Userl 0.0000 87.0 02/12{2013 | - -
Save to CSV
ANDREW@A.COM Lt
-
< | >
Dane ®J Lacal intranet Foov E100% -

Click the Save button.
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Bulk Upload - Download Template

= -~
o Service Bulk Upload L
o %ﬁ(a_cﬂr\;_ [ Upload Data wia Excel file H Upload Data - via CSV file l Download Template
Load
Actuals
Period Start Date from |26-May-2014 Period Start Date to |08-Jun-2014 Show Download
Download_Region
LCC Ref Period Start  Org Name Service Level CPLI Ref Ssref Client Fullname | Unit Cost Quantity Start Date | End Date Actu
TESTING Domiciliary Mr Test
122732 26/05/2014 CARE Care (ISF) - 71835 A196358 S ervi 708.1800 1.0 07/04/2014 | - -
LTD ervicellser2
s Download complete E]l_
122731 | 02/06/2014 rE S 1.0 07/04/2014 | - =
Vi 4
TESTIN| == Download Complete
68270 26/05/2014 TrE 1.0 02/12/2013 | - =
TESTIE F from toraapp0Z2.lancsce.goy.uk.
68268 26/05/2014 CARE LTI = ] ] ] ] CLLT] 167.0 02/12/2013 | - =
Downloaded: 1.77KB in 1 sec
TESTIE Download to: Yeorpd.. \26 May 2014 tao 8 June 2014.csw
68269 02/06/2014 CARE LTl Transfer rate: 1.77KB/Sec 167.0 02/12/2013 | - -
[[] Close this dislog box when download completes
TESTIN
68272 02/06/2014 1.0 02/12/2013 | - -
CARE LT|
l Open I [ Open Folder ] I Cloze I
TESTINR
Q0251 26/05/2014 CARE LT — Te=rT 87.0 02/12/2013 | - =
TESTING Domiciliary Mrs Service
Q0253 26/05/2014 CARE Care Single 47108 A1284403 Userl 3.9900 81.0 02/12/2013 | - -
LTD carer
TESTING Domiciliary Mrs Service
20256 02/06/2014 CARE Care Single 47108 A1284403 Usarl 3.9900 81.0 02/12/2013 | - -
LTD carer
TESTING Dormiciliary Mrs Service
90250 02/06/2014 CARE Care Single 47107 A1284493 Userl 0.0000 87.0 02/12/2013 | - =
LTD carer
Save to CSV
ANDREW@A.COM L
s
< | >
Done . J Lacal intranet $h v | ®100% -

The spreadsheet has now been saved. You may complete the spreadsheet when you are ready.

Click the Open button.
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Bulk Upload - Download Template

ﬁ:!g DS HEE &EREII G- = @)+ 26 May 2014 to 8 June 2014 - Microsoft Excel - =7 x
~ Home Insert Page Layout Formulas Data Review @ - = x
& * Arial General e % % j‘ﬂlnsertv = %

—j Er T ij _l% j* Delete ~ @' [ﬁ
- - £l 1 iti e i
U o || 53m % 2 [ B g - o Tate - Styies - || [Z1Format = | 2~ Piter~ Setect -
Clipboard ™ Font P Alignment P MNumber P Styles Cells Editing 1
| Al - S| LCC Ref
A B C D E F G H | J K i
1 |LCC Ref_lF'eriod Start Org Name Senice Level CPLI Ref Ssref Client Fullname Unit Cost Quantity Start Date End Date 4
2 | 122732 26/05/2014 TESTING CARE LTD Domiciliary Care (ISF) - Weekly 71835 A196358 Mr Test SenicelUser2 708.18 1 07/04/2014
3 | 122731 02/06/2014 TESTIMG CARE LTD Domiciliary Care (1SF) - Weekly 71835 A196358 Mr Test SenicelUser2 708.18 1 07/04/2014
4 68270 26/05/2014 TESTIMG CARE LTD Domiciliary Care Single carer 33718 A335460 Miss Test Senvicelser3 4.94 1 02/12/2013
5 68268 26/05/2014 TESTING CARE LTD Domiciliary Care Single carer 33717 A335460 Miss Test Senvicelser3 4.77 167 02/12/2013
6 68269 02/06/2014 TESTIMG CARE LTD Domiciliary Care Single carer 33717 A335460 Miss Test SenvicelUser3 4.77 167 02/12/2013
7 68272 02/06/2014 TESTING CARE LTD Domiciliary Care Single carer 33718 A335460 Miss Test SenvicelUser3 4.94 1 02/12/2013
8 90251 26/05/2014 TESTIMG CARE LTD Domiciliary Care Single carer 47107 A1284493 Mrs Senvice Userl 0 87 02122013
9 90253 26/05/2014 TESTING CARE LTD Domiciliary Care Single carer 47108 A1284493 Mrs Service Usert 3.99 81 02/12/2013

10 90256 02/06/2014 TESTING CARE LTD Domiciliary Care Single carer 47108 A1284493 Mrs Service Usert 3.99 81 02/12/2013
11 90250 02/06/2014 TESTING CARE LTD Domiciliary Care Single carer 47107 A1284493 Mrs Semvice User! 0 87 02M12/2013
12
13
14
15 =
16
17
18
19

20

21

22

23

24

25

26

27

28

29

30

3

32

4 4 » M| 26 May 2014 to 8 June 2014 < ¥ [ m
Ready E==|{m1 2] 00—

The information previously viewed on the portal is now displayed in your spreadsheet.
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Complete Actuals in Spreadsheet

|'/|-:!=:u DE H& S $ 2@ F9-¢- =z @)+ 26 May 2014 to 8 June 2014 - Microsoft Excel - @ X
[+ |
. Home Insert Page Layout Farmulas Data Review Wiew e - = X
= & ; - - = __ - =- 7 A S=Insert ~ z - :
Arial -10 - | A A | == =" General - = : :
B W (=] = S~ R R N = 4
Paste B J U - - - - = E === = - - =.0 .00 Conditional Format Cell h—— Sort & Find &
- F l U - | B | | S | A A e |E§ % v ||%6 & Formatting ~ as Table ~ Styles = LZjFormat' <2 ™ Filter~ Select~
Clipboard ™ Font = Alignment = MNumber = Styles Cells Editing 1
[ Al -~ (2 Jf=| LCC Ref
A B C D E F G H I J K i
1 |LCC ReflPeriod Start Org Name Sermvice Level CPLI Ref Ssref Client Fullname Unit Cost Quantity Start Date End Date
2 122732 26/05/2014 TESTING CARE LTD Domiciliary Care (ISF) - Weekly 71835 A196358 Mr Test Semrvicelser2 708.18 1 07/04/2014
3 122731 02/06/2014 TESTIMG CARE LTD Domiciliary Care (1SF) - Weekly 71835 A196358 Mr Test Semvicelser2 708.18 1 07/04/2014
4 BB270 26/05/2014 TESTING CARE LTD Domiciliary Care Single carer 33718 A335460 Miss Test Senvicellser3 4.94 1 021272013
5 68268 26/05/2014 TESTING CARE LTD Domiciliary Care Single carer 33717 A335460 Miss Test Sernvicellser3 477 167 02/12/2013
B 68269 02/06/2014 TESTING CARE LTD Domiciliary Care Single carer 33717 A335460 Miss Test Servicellser3 477 167 02/12/2013
7 68272 02/06/2014 TESTING CARE LTD Domiciliary Care Single carer 33718 A335460 Miss Test Senvicellser3 4.94 1 02/12/2013
8 90251 26/05/2014 TESTING CARE LTD Domiciliary Care Single carer 47107 A1284493 Mrs Service Userl 0 87 02/M12/2013
9 90253 26/05/2014 TESTING CARE LTD Domiciliary Care Single carer 47108 A1284493 Mrs Service Userl 3.99 81 02/M12/2013
10 90256 02/06/2014 TESTING CARE LTD Domiciliary Care Single carer 47108 A1284493 Mrs Service Userl 3.99 81 021272013
11 90250 02/06/2014 TESTIMNG CARE LTD Domiciliary Care Single carer 47107 A1284493 Mrs Service Userl 0 87 02/12/2013
12
13
14
15 =

Enter the details onto the spreadsheet as you would enter them online.
Delete any lines for which you are not ready to enter the details.

Please do not change the format of the spreadsheet or this may mean it cannot be uploaded
successfully once completed.
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Complete Actuals in Spreadsheet

l-’ifgg JEHEQ B F9-0- 2@ s 26 May 2014 to 8 June 2014 - Microsoft Excel - 80X
- Home | Insert Page layout  Formulas Data Review  View @ - = x
oy i — — | m| g * - L
Nl R L AR T
o =S = =3 3 Delete - @ v
Faste B I U-|ii-Md-A-=E=E=EE |- @ 9 9|40 ,0  Condtional Format Cell || .. Sort & Find &
- 7 | I | = | EE |E§ o 54 Formatting = as Table ~ Styles~ L:-:jFormat' 27 Filter~ Select~
Clipboard M Font ] Alignment ] Humber [ Styles Calls Editing |
— o0 0 A v
D E F G H | 7 K L M N 0 P Q
1 |Semice Level CPLI Ref Ssref Client Fullname Unit Cost Quantity Start Date End Date Actual Fstd Missed Extra Visits Comments

2 |Domiciliary Care Single carer 33717 A335460 Miss Test SenviceUser3 477 167 02112/2013
3 |Domiciliary Care Single carer 33717 A335460 Miss Test SenviceUser3 477 167 02112/2013
4

5
6

Click the relevant cell in the spreadsheet in which you want to enter information.

Enter the hours into the Actual field.
Actual: enter the actual hours or proportion of care provided to each service user.

Please note: hours and proportion of weeks should always be entered to a maximum of 4 decimal
places.

For more information about entering details of care provided, please refer to the LCC Care Provider
Portal FAQs, portal scenarios and useful information (view the links to the right of the LCC Care

Provider Portal FAQs page). .
Lancashire
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Complete Actuals in Spreadsheet

e

e &S 6 FD -0 5 @)+ 26 May 2014 to & June 2014 - Microsoft Excel - = X

Home Insert Page Layout Formulas Data Review View @ - =3 X

1 5= Insert z - A [ﬁ
By - x|l 2
S yi =g Al

§ T Delete ﬂ

CrF) g, .0 .00 Conditional Format Cell e Sort & Find &
| ; Yo o || 8 Formatting = as Table = Styles LEjFo"ﬂﬁt' &2~ Filter~ Select ~

Clipboard ™= Font F] Alignment Number Styles Cells Editing
[ L2 v (0 % o fe] 140

D E F G H | J K L M M o] B Q

1 |Semnice Level CPLI Ref Ssref Client Fullname Unit Cost Quantity Start Date End Date Actual Fstd Missed Extra Visits Comments

2 | Domiciliary Care Single carer 33717 A335460 Miss Test SeniceUser3 477 167 02/12/2013 [a]

3 |Domiciliary Care Single carer 33717 A335460 Miss Test SenviceUser3 477 167 02/12/2013

L A -l10 -[|A° A7

I =<1

32
4 4 » W] 26 May 2014 to 8 June 2014 ~¥J [ m

Emter | B EI e

Press [Tab] to move between cells or click on the cell you want to populate.
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Complete Actuals in Spreadsheet

;.’f% NEHdEQ 4 2B F9-0- Z @@ - 26 May 2014 to 8 June 2014 - Microsoft Excel -8 X
~ Home | Insert  Pagelayout  Formulas  Data  Review  View @ - = x
oy i — = 1 Za - -
B * Arial Y AN [E==®] T | cenera . *é ﬁ _l;ﬂ § Inseit = || X ? lﬁ
- e A = 5 0 .00 G d"; I F t Cell 5 Lt @' Sort & Find &
Paste B 7 U - - ||| = = == = - - 0 onditional Forma 2 o Q in
s 3l U-L-o-A [EEEEEE 8% WY Formatting * as Table * Styles = || (2dFomat ™ | 2 Fiterv Select~
Clipboard ™ Font Fi Alignment P Humber {F Styles Cells Editing |
T —
D E E G H I J K L M| N 0| P Q i
1 |Semice Level CPLI Ref Ssref Client Fullname Unit Cost Quantity Start Date End Date Actual Fstd Missed Extra Visits Comments
2 \Domiciliary Care Single carer 33717 A335460 Miss Test SeniceUserd 477 167 0212/2013 14[]:!

3 |Domiciliary Care Single carer 33717 A335460 Miss Test SeniceUserd 477 167 02/112/2013

=R =R R R R

Frustrated: Only required for services where hours are input.

Enter the number of hours where the care provider attended but was not able to gain access to the
premises or when the service user cancelled the appointment without sufficient notice.

If applicable, enter the number of relevant hours into the Fstd cell.
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Complete Actuals in Spreadsheet

I-’@ DEH& A % 2@ F9-0- % @@+ 26 May 2014 to 8 June 2014 - Microsoft Excel - =7 x
- Home Insert Page Layout Formulas Drata Review View l@ - B X
oy . - - ] m = - - -
= ® | -l ~|A & [E = =[#-] S | cenem - i_i‘l ﬁ;ﬁ- lﬂ 5 Insert z % ﬁ
- 23 — = E 5 Delete - || @]

Paste J (B I g,”ﬁ,”&-ﬁq =

||2= =E| | =3~ |||&3 - 9% s ||%3 ;9| Conditional Format  Cell Sort & Find &
e Q @ L Formatting = as Table = Styles ~ LZjFO”'"Et' 27 Filter~ Select~

Clipboard ™ Font (F] Alignment (F] Mumber (F] Styles Cells Editing 1
R -
D E F G H | J K L M I ] P Q i

1 | Semnice Level CPLI Ref Ssref Client Fullname Unit Cost Quantity Start Date End Date Actual Fstd Missed Extra Visits Comments

2 |Domiciliary Care Single carer 33717 A335460 Miss Test Senvicelser3 477 167 02/12/2013 140 7|

3 |Domiciliary Care Single carer 33717 A335460 Miss Test Senvicelser3 477 167 02/12/2013

4

5

6

T

8

9

10

11

12

Missed: If applicable, enter the relevant missed hours or proportion into the Missed cell.

Domiciliary Care, Single or Dual Carer: enter the hours where the care provider failed to attend
the appointment or the appointment was cancelled with sufficient notice.

Domiciliary Care (ISF) Weekly / Residential Care: enter the proportion of care not provided to the
service user, irrespective of the reason.

\
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Complete Actuals in Spreadsheet

fﬁn JS 2 B S -0 @) 26 May 2014 to 8 June 2014 - Microsoft Excel - o
b |
Home Insert Page Layout Formulas Data Review View @ - 9 X
= ¥ i . el == - = L ) || 3=Insert - A
_] 2 Arial 10 |A a7 = El\il = Bl o -4 =X Delete ﬂ il [ﬁ
Paste B 7 U - & My A== =||2E 25| & G .| o €0 .00\ Conditional Format  Cell Sort & Find &
- ¥ | | U & SIS S - | ; | 2 || %0 ol Formatting ~ as Table = Styles LEanrmat' 27 Filter - Select~
Clipboard Font P Alignment Mumber Styles Cells Editing |
| N2 (0 X K20
D E F G H I J K L {1 I 0] F Q 'i
1 |Semvice Level CPLI Ref Ssref Client Fullname Unit Cost Quantity Start Date End Date Actual Fstd Missed Extra Visits Comments
2 | Domiciliary Care Single carer 33717 A335460 Miss Test SeniceUser3 4.7702;12;2013 1407
3 |Domiciliary Care Single carer 33717 A335460 Miss Test Senvicellser3 4.7 167 02M12/2013
4
5
G
7
]
9
10

Please note: the total of the Actual, Frustrated and Missed cells must equal the value shown in the
Quantity cell.

The spreadsheet can be uploaded but will be invalid (and cannot be submitted) if the quantity and
the total values do not match.
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N0 S S ¥ BRETY - E @+ 26 May 2014 to 8 June 2014 - Microsoft Excel - =

Uy
H | .
—) Home Insert Page Layout Formulas Data Review View e - = X
=] & ! - = _ = g=Insert = T -
Arial 10 <A A== = General - *:J i[j ?
_)I =23 - | : | =3 ‘ﬂ jﬂ 5% Delete ~ ﬂ, \ﬁ
aste B I U - ::; - - - = = =|| == = | by - l o, .0 .00 Conditional Format Cell Sort & Find &
7 l IIE I ||| == E=es [ 52 % s %8 Formatting = as Table = Styles ~ i Format ~ || &2~ Fitter~ select -
Clipboard = Fant ] Alignment ] Mumber = Styles Cells Editing 1
| 02 - £] ¥
D E F G H I J K L M M 9] B Q
1 Senice Level CPLI Ref Ssref Client Fullname Unit Cost Quantity Start Date End Date Actual Fstd Missed Extra Visits Comments
2 Domiciliary Care Single carer 33717 A335460 Miss Test Servicelldser3 477 167 02M12/2013 140 7 20 1
3 Domiciliary Care Single carer 33717 A335460 Miss Test Serviceldser3 477 167 02M2/2013
4
5
6
=

If applicable, enter the additional hours into the Extra cell. Extra is only required for Domiciliary
Care, Single or Dual Carer, ie. services where hours are input.

Enter the total number of 'Extra’ hours provided over and above the commissioned total (the
Quantity). Note: the term 'Extra’ refers to unexpected extra hours such as remaining on site while
an ambulance is called for the service user, or to reflect an agreed initial visit charge.

‘Extra’ should not be used where the package of care has been increased by agreement with the
Social Worker in advance. This type of increase should already be reflected in the Quantity by an
amendment to the Service User's care package that will be shown on the portal through a revised
CPLI. If the current agreed care package is not reflected in the quantity you must contact the Social
Worker accordingly to request that the care package is updated.

The number of visits will be automatically calculated by the system. Please leave Visits cell blank.
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Complete Actuals in Spreadsheet

N =R L AN RN N e R 1 = D 26 May 2014 to 8 June 2014 - Microsoft Excel - 5 x
[t | -
. Home Insert Page Layout Formulas Data Review View & - = X
= M ; T A== - = ) 1 g=Insert - x -
Arial -l A AT = =l8 = General - *:' %
L 53 e I—I £ _% 2% Delete - || (@]~ [?a
Paste B 7 U -~ - - = = =||2= 2= - - .0 .00 Conditional Format Cell o Sort & Find &
- 7 l L | BB C NS s @ |E§ % 2 ||%0 ) Formatting = as Table ~ Styles - LZjFormat" 27 Filter~ Select~
Clipboard = Font Fi Alignment ] Number F] Styles Cells Editing 1
@ o &l
E F G H | J K L M M o} B Q R S T i
1 |CPLI Ref Ssref Client Fullname Unit Cost Quantity Start Date End Date Actual Fstd Missed Extra Visits Comments
2 33717 A335460 Miss Test Semnvicelser3 477 167 02/12/2013 140 7 20 3 1
3 33717 A335460 Miss Test Servicelser3 477 167 02/12/2013
4
5
b
7
8
9
10

If you have entered any hours into the Frustrated, Missed and / or Extra cells, you must provide full
details for each in the Comments cell of the spreadsheet.

You may not be able to submit your claim if you do not include a comment and the Authority may
reject the claim if a clear reason is not given.
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Complete Actuals in Spreadsheet

[N N RN RN A R 1= D 26 May 2014 to 8 June 2014 - Microsoft Excel - = x
Cia =
Home Insert Page Layout Formulas Data Review View @ - = x
=] X == = ) ) | E=Inset- X -
Arial -l -A AT [E =f | General - =) %
By | Ji|l ij ey 2 Delete ~ || [g]~ ﬁ

- (@3- 9 o (% 2| Conditional Format el || Sort & Find &
e | |8 =28 Formatting ~ as Table - Styles - || [ Format = | 2~ Filter~ Select ~

Clipboard ™ Font 1 Alignment a Number F] Styles Cells Editing
| R2 -Q £
E F G H | J K L M N (o] P Q R s T
1 CPLI Ref Ssref Client Fullname Unit Cost Quantity Start Date End Date Actual Fstd Missed Extra Visits Comments
2 33717 A335460 Miss Test SenviceUser3 477 167 02/12/2013 140 7 20 3 entercnmrrﬂems relau;v!g to frustrated, misse]
33717 A335460 Miss Test SenviceUser3 477 167 02/12/2013

Paste - A
e I e

3
4
5
6
7
8
9

@
]

4« » | 26 May 2014 to 8 June 2014 <0 [ i
= 00

Ready |

Repeat this process for each line that you wish to submit.

ancashire
County (' ’?)
3

www_lancashire.gov.uk Council %\’-
2

)



Complete Actuals in Spreadsheet

l@ R &@@ & & @I F @) 26 May 2014 to & June 2014 - Microsoft Excel - = x
Ciad =
- Home Insert Page Layout Formulas Drata Review View @ - =7 X
== % ) = x| [= = - =" *j ) m S=1Insert - E -
Arial -0 | A AT == =" General - %
(B Ee e I—, £ _l% % Delete ~ || (8]~ [ﬁ
Paste B J U -~ - - == = || == = - - =.0 .00 Conditional Format Zell e Sort & Find &
e 7 ||l U -fje= | a-|E = =FEFEE 8% 0|8 Formatting ~ as Table = Styles ~ || B2 Format = (| <2~ Filter~ Select ~
Clipboard M= Font U Alignment U Mumber F] Styles Cells Editing 1
! M3 -2 P E3|
E F G H | J K L Il M O B Q R S T 'i
1 CPLI Ref Ssref Client Fullname Unit Cost Quantity Start Date End Date Actual Fstd Missed Extra Visits Comments
2 33717 A335460 Miss Test Senvicellser3 497 167 021272013 140 7 20 3 enter comments relating to frustrated, misse
3 33717 A335460 |Miss Test ServiceUser3 4.77 167 021272013 167 1
4
5
6
7
8
9

Once the details have been entered onto the spreadsheet, click the Save button (floppy disk icon).

Lancashire
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Complete Actuals in Spreadsheet

1
1
¥
1

[ﬁg Jljtg@.j.,a&ﬁf&f'?'?‘ Z@@j 26 May 2014 to 8 June 2014 - Microsoft Exce - 2 X

Home Insert Page Layout Formulas Crata Review Wiew = 4

@ —
General T i_é" ﬁ g ;ﬂlnsert' 5: ? [ﬁ

j 3& Arial ~l10 - ||A a7l -
; Delete ~

|E8 - ey g || %58 508(|| Conditional Format Cell Sort & Find &
o % — Formatting ~ as Table ~ Styles ~ LEjFormat' <27 Filter~ Select -

Clipboard ™ Font = Alignment F] Mumber F] Styles Cells Editing

Paste

I <]

E F G | J K L M N Q B Q R S L
CPLI Ref Ssref Client Fullname Unit Cost Quantity Start Date End Date Actual Fstd Missed Extra Visits Comments

33717 A335460 Miss Test ServiceUser3 477 167 02/12/2013 140 7 20 3 enter comments relating to frustrated, misse

33717 A335460 Miss Test Senicelser3 477 167 02/12/2013 16?' 1

i

10 Microsoft Office Excel

12 26 May 2014 to & June 2014.csv may contain Features that are not compatible with C5% {Comma delimited). Do you
13 want ko keep the warkboak in this Farmat?

14 \.]j) + To keep this Format, which leaves out any incompatible Features, click Yes.
15 + To preserve the Features, click Mo, Then save a copy in the latest Excel Format,
16 + To see what might be lost, click Help.

1 g Yes Mo Help

M 4 » ¥ 26 May 2014 to 8 June 2014 ¥ [ I i
Ready R [ ] —G—

Click the Yes button to save your file in CSV format, ready to upload.
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Upload a Spreadsheet into the LCC Care Provider Portal

Feedback | Logout [had

Requery Collection

Menu List  Supplier Details

o Enter Supplier TESTING CARE LIMITED
T Bulk Upload

. 1
Lapacity I Upload Data via Excel fiI1 H Upload Data - via CSV file ] Download Template
Loa

o

o Bulk
Actuals
Period Start Date from |26-May-2014 Period Start Date to |08-Jun-2014 Show Download
Download Region

LCC Ref Period Start | Org Name = Service Level | CPLI Ref Ssref Client Fullname | Unit Cost Quantity @ Start Date End Date Acti
TESTING | Domicilary Mr Test

122732 | 26/05/2014 CARE Care It(:rIfSF) - 71835 A196358 | oonicelicard 708.1800 | 1.0 07/04/2014 | - -
LTD Weel
TESTING Domiciliary Mr Test

122731 02/06/2014 CARE Care 'ErIySF) = 71835 A196358 SarviceUsar2 708.1800 i.¢ 07/04/2014 | - =
LTD Weel
TESTING Domiciliary Miss Test

68270 26/05/2014 CARE Care Single 33718 A335460 Sanvicollserd 4.9400 1.0 02/12/2013 | - =
LTD carer enviceuser.
TESTING Domiciliary Miss Test

68268 26/05/2014 CARE Care Single 33717 A335460 ) 4.7700 167.0 02/12/2013 | - -
o Carar Servicelser3
TESTING Domiciliary Miss Tast

68269 02/06/2014 CARE Care Single 33717 A335460 ServiceUsar3 4.7700 167.0 02/12/2013 | - =
LTD carer
TESTING Domiciliary Miss Test

68272 02/06/2014 CARE Care Single 33718 A335460 Sanvicellserd 4.9400 1.0 02/12/2013 | - =
LTD carer enviceuser.
TESTING Domiciliary Mrs Service

0251 26/05/2014 CARE Care Single 47107 A1284403 Userl 0.0000 87.0 02/12/2013 | - =
LTD carer
TESTING | Domiciiary Mrs Service

Q0253 26/05/2014 CARE Care Single 47108 A1284493 Userl 3.9900 81.0 02/12/2013 | - =
LTD carer

Domiciliary 5

TESTING

00256  02/06/2014 | caRe Care Sngle 47108 A1284493 ["J;Zie”'ce 3.9900 81.0 02/12/2013 | - - =

< | >
Done 4 Local intranet 45 ~| ®|ioow -

Once your spreadsheet is successfully saved, return to the portal.
The spreadsheet defaults to save as a CSV file, so click the Upload Data - via CSV file link.

If your spreadsheet has been saved as an Excel spreadsheet (not CSV), please use the
Upload Data via Excel File tab.
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Upload a Spreadsheet into the LCC Care Provider Portal

Feedback | Logout

Menu List Supplier Details
o EntE_r—Alc:tual ) Supplier TESTING CARE LIMITED
o Service Capacity
o Bulk Load Actuzls - Bulk Upload
[ Upload Data via Excel file | Upload Data - via CSV file | Download Template

Data Load Source
Cancel Next >

Imm. Ji oa! ﬁe, cornma separated (*.cov) or tab delimited

® Copy and Paste

*Separator
Optionally Enclosed By l:l

First Row has Column Mames Yes
*Copy and Paste Delimited Data

A

Data to Upload

Validate || Clear

Show Vald Invalid (& vALID O INVALID

no data found

Click the Upload file, comma separated (*.csv) or tab delimited option.

Lancashire

County ‘Ji‘:”?'

Council &<%2,
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Upload a Spreadsheet into the LCC Care Provider Portal

Feedback | Logout

Menu List Supplier Details

o Enter AEtu_al Supplier TESTING CARE LIMITED
= )
ek Bulk Upload

o Bulk Load Actuals
[ Upload Data via Excel file | Upload Data - via CSV file | Download Template

Data Load Source
Cancel || Next >

Import Fom @ yplgad file, comma separated (*.csv) or tab delimited
(@] Copy and Paste

*File Name |

*Separator
Optionally Enclosed By EI

First Row has Column Names [7] Yes
Data to Upload

I Browse.. ||

Validate | | Clear

Show Valid Invalid @ vALID O INVALID
no data found

ANDREW@A.COM

Click the Browse button to navigate to your completed spreadsheet file.

Lancashire
County ‘Ji‘:”?'
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Upload a Spreadsheet into the LCC Care Provider Portal

Choose File to Upload |1||£| Feedback | Logout
Lok i |E} Care Services Portal j Q2 e o
- -.2_ 2] 26 May 2014 to & June 2014 l
Iy Recent
Documnents
@ ad Template
Deskiop
. cel | | Next >
' b delimited

My Documents

by Computer

My Network  File name: M -
yPlai:lsor le name: | J \&l
Files of type: |1 Files 7] = Cancel Itil Clear

Show Valid Invalid & vALID O INVALID
no data found

ANDREW@A.COM

Search for and select your completed spreadsheet.

\
Lancastire

www.lancashire.gov.uk Council %g:;};:)
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Upload a Spreadsheet into the LCC Care Provider Portal

Choose File to Upload Feedback | Logout

Lok, in: I |- Care Services Portal
_ 2 26 May 2014 to & June 2014
My Recent
Diocuments
@ lad Template
Dieskiop
- cel | | Next >
& S
tdy Documents b delimited
tdy Computer
Fedy M etwark File: name: 26 May 2014 to 8 June 2014 v Open
File of type: |A|| Files 7.7 j Cancel te | [ Clear

Show Valid Invald & valLD O INVALID
no data found

ANDREW@A.COM

Click the Open button.

Lancashire

: County ‘61%?.
www.lancashire.gov.uk Council (}g{)




Upload a Spreadsheet into the LCC Care Provider Portal

Feedback | Logout

Menu List Supplier Details
o Enter Actual Supplier TESTING CARE LIMITED

o Service Capacity
o Bulk Load Actuals Bulk Upload
[ upload Data via Excel file

Data Load Source
Cancel

Upload Data - via CSV file | Download Template

Import FIom (&) jpioad file, comma separated (*.csv) or tab delimited

O copy and Paste
*File Name |\\c0rpdale\Iccuser53$\asimpl Browse...

*Separator
Optionally Enclosed By |:|

First Row has Column Mames Yes
Data to Upload

Validate || Clear

Show Vald Invalid & vALID O INVALID

no data found

ANDREW@A.COM

The location of the spreadsheet is now displayed in the File Name field and is ready to be uploaded.

Click the Next > link.

Lancashire
County ‘@”%’
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Upload a Spreadsheet into the LCC Care Provider Portal

Feedback | Logout

Menu List Supplier Details

0 Enter A_Etual Supplier TESTING CARE LIMITED
9 senice Leosc) gy ypload

0 Bulk Load Actuals
[ Upload Data via Excel file | Upload Data - via CSV file | Download Template

Data Load Source

Cancel | [ Next >

Import From @) ploa e, comma separated (*.csv) or tab delimited
O copy and Paste

“File_ Name | | Browse...

*Separator
Optionally Enclosed By D

First Row has Column Mames [v] Yas
Data to Upload

Submit | | Clear

Show Valid Invalid & vALID O INVALID
no data found

Once the Next button has been clicked, the file name will then disappear from the ‘File

Name field’. Click the Validate link to complete the process.
Lancashire
County ‘6{%’3}.
Council §<%2)

www.lancashire.gov.uk <
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Feedback | Logout

Menu List Supplier Details

o %I Supplier TESTING CARE LIMITED
tua
o Service Bulk Upload
. %ﬁf—cm" [ Upload Data wia Excel file Upload Data - via CSV file Download Template
Load
Actuals Data Load Source

Import From @ ypioad file, cornma separated (*.csv) or tab delimited
P Copy and Paste
=File Name | |[(Browse... ]

*Separator
Optionally Enclosed By l:l
First Row has Colurnn Mames Yes
Data to Upload

Show Valid Invalid [ vALID | O mvALID

Edit | Org Name Service Level Period Start Cpli Ref Ssref Client Fullname Start Date End Date STATUS Actual Fstd |

TESTING | Domiciiary Miss Test vAaLD

71 CARE Care Single 26/05/2014 33717 A335460 02/12/2013 | - reguires 140 7
LTD carer e Authorisation
TESTING Domiciliary Miss Test

Z CARE Care Single 02/06/2014 33717 A335460 ServiceUser3 02/12/2013 | - WALID 167

LTD carer
Download data

AMDREW@A.COM

< | >
Done 4 Lacal intranet S5 ov m00w -

The data is now displayed. The Status for each row should be Valid or Valid Requires Authorisation.
Do not navigate away from this page without either submitting or clearing the data.

If you navigate away from this screen without doing so, the data will not be fully uploaded and
submitted, meaning that you will not be able to upload the same lines by spreadsheet again later. You

will however be able to upload the lines manually, if required. 2
Lancashire
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Upload a Spreadsheet into the LCC Care Provider Portal

Feedback | Logout

Menu List  Supplier Details

z E';fe' : Supplier TESTING CARE LIMITED
tua
o Service Bulk Upload
o _L_gf”kacﬂ:\ Upload Data via Excel file | Upload Data - via CSV file | Download Template
Load
Actuals Data Load Source

Import From (&) yplgad file, comma separated (*.csv) or tab delimited
O Copy and Paste
*File Narne | |[(Browse ]

*Separator I:l

Optionally Enclosed By I:l

First Row has Columin Mames Yes
Data to Upload

Show Valid Invalid [ VALID | © INVALID

Edit = Org Name | Service Level Period Start = Cpli Ref Ssref Client Fullname | Start Date End Date STATUS Actual Fstd | |

TESTING Domiciliary VALID

# | cARE Care Single 26/05/2014 | 33717 | A335460 | M= Test 02/12/2013 | - requires 140 7
ServicelUser3
LTD carer Authorisation
TESTING Domiciliary
# | care Care Single 02/06/2014 | 33717 | A335460 | oSS Test 02/12/2013 | - VALDD 167

LTD = Servicellser3
Download data

ANDREW®@A.COM

| >
Done & Lacal intranet Gh v Emw v

Invalid Rows

If the Status of any row is invalid, the details have been transferred into the portal but you will not
be able to submit them. You must then either:

saccess, amend and submit the details of the invalid lines via the Enter Actual link, or

«click the clear button, amend or delete the invalid lines from the spreadsheet and upload again. If
you clear and delete the invalid lines you will be able to upload these lines separately later once

amended and validated. .
Lancashire

County ‘Ji‘:e:‘@.

Council @&'zg

www.lancashire.gov.uk



Upload a Spreadsheet into the LCC Care Provider Portal

Feedback | Logout

Csv file | Download Template

Cancel Next >
arated (*.csv) or tab delimited
T (B
Validate Clear
Cpli Ref Ssref Client Fullname Start Date | End Date STATUS Actual  Fstd Missed | Extra Visits Quantity Unit Cost Comments
enter
comments
3 VALID =
Miss Test . relating to
33717 A335460 Servicellser3 02/12/2013 | - ,I;?uc#;wruerfsatiun 140 7 20 3 = 167 4.77 frustrated,
missed or
extra hours
Miss Test
33717 A335460 Servicallzar3 02/12/2013 | - VALID 167 - - - - 167 4.77
1-2

|i=
Done 2 Lacal inkranet G v E00% -

Scroll to the right hand side of the screen, then Click the Submit link.

\
Lancashite

www.lancashire.gov.uk
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Upload a Spreadsheet into the LCC Care Provider Portal

Feadback | Logout
b4

| 2 valid rows were loaded |

Menu List Supplier Details

o El'lte_riﬁglm - Supplier TESTING CARE LIMITED
lll _.
o Service Capac Bulk Unload

o Bulk Load Actuals
[ Upload Data via Excel file || Upload Data - via CSV file | Download Template ]

Data Load Source
Cancel | [ Next > |

IMport Fom () jpioad file, comma separated (*.csv) or tab delimited
O Copy and Paste

*“File Narme | |[Browse.. |

* egamtnr
Cptionally Enclosed By III

First Row has Column Mames Yes
Data to Upload

validate | | Submit | [ Clear |

Show Valid Invalid = vALID O INVALID
no data found

ANDREW®@A.COM

The data will disappear from the screen.

You will receive confirmation of the number of valid rows uploaded at the top of the screen, and a
confirmation email will be sent to your registered email address.. P
Lancashire
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Upload a Spreadsheet into the LCC Care Provider Portal

Feedback | Logout

2 valid rows were loaded x

Menu List Supplier Details
0 Supplier TESTING CARE LIMITED

0 Service Capacity
o Bulk Load Actuals Bulk Upload

| Upload Data via Excel file || Upload Data - via CSV file || Download Template |

Data Load Source

[ cancel | [ Next > |

Impart From (&) Upload file, comma separated (*.csv) or tab delimited
O Copy and Paste
*Eile Name | |[(Browse... ]
*Separator |:|
Optionally Enclosed By EI
First Row has Colurmn Names Yes
Data to Upload

Validate | Submit | Clear |

Show Valid Invalid &) vaLID O INVALID
no data found

ANDREW@A.COM

To review the data which has been uploaded, click the Enter Actual link.

You will also be able to amend and submit any data which has an invalid status from this screen.

Lancashire
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Upload a Spreadsheet into the LCC Care Provider Portal

Feedback | Logout

Menu List Search Service User

o Supplier TESTING CARE LIMITED

o Service Capacity _ = _ -
Service | [Popup Calendar: Period Start Date From|

Service User No | |

Surname | | Search

Care Package Details
no data found

ANDREW@A.COM

Search for the relevant period.

Click the Popup Calendar: Period Start Date from button.

Lancashire
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Upload a Spreadsheet into the LCC Care Provider Portal

Feedback | Logout

Menu List Search Service User

o _ Supplier TESTING CARE LIMITED
o Service Capacity

o Bulk Load Actuals  TPeriod Start Date from|:| B+ Period Start Date to l:l

Service || @ May 2014 0

service UserNo| g, Mg Tu wWe Th Fr Sa

Surname 1 20 3 M
C Pach Detaik 4 S o 7 a 9 10
11 12|} 13| 14 15 16 17
no data found
13 19 20 21 22 23 24
25 27|| 28| 28| 30/ 31

ANDREW®@A.COM

Select the correct date from the calendar.

Lancashire
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Upload a Spreadsheet into the LCC Care Provider Portal

Feedback | Logout

Menu List Search Service User
o Supplier TESTING CARE LIMITED

o Service Capacity i e
“Period Start Date from [26-May-2014 | BBl perod StartDateto | |

o Bulk Load Actuals

Service | |

Service User Mo |

Search

Surname| |

Care Package Details
no data found

ANDREW@A.COM

Click the Popup Calendar: Period Start Date to button.

Lancashire
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Council & '.'a{

www.lancashire.gov.uk <
&2




Upload a Spreadsheet into the LCC Care Provider Portal

Feedback | Logout

Menu List Search Service User
o Supplier TESTING CARE LIMITED

o Service Capacity

o Buk Load Actugls “Period Start Date from [26-May-2014  |E#l* Period StartDateto | ]

Service | | (4] June 2014 0
Service User Mo | |

Su Mo Tu We Th Fr S5a

Surname| | 1 2 3 e e

Care Package Details 9 10 11 12 13 14
15| 16| 17 18 19| 20 21
22 23 24 25 26 27 28
29 30

no data found

Select the correct date from the calendar.

Lancashire
County ‘6;:@"-‘3).

www.lancashire.gov.uk
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Upload a Spreadsheet into the LCC Care Provider Portal

Feaedback | Logout

Menu List Search Service User
slFnter Actua Supplier TESTING CARE LIMITED

o Service Capacity o -
*Period Start Date from | 26-May-2014 ES* period Start Date to |08-Jun-2014

0 Bulk Load Actuals

Service |

Service User Mo |

Surname|

Care Package Details
no data found

ANDREW@A.COM

Click the Search link.

Lancashire
County ‘Ji‘:éf‘?.
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Council \&¢
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Upload a Spreadsheet into the LCC Care Provider Portal

Feedback | Logout

Reguery Collection

Menu List Search Service User

[slFnter
Actua
o Service

Supplier TESTING CARE LIMITED

*Period Start Date from |P6-May-2014 * Period Start Date to (08-Jun-2014

Capacity

o Bulk Load Service |

Actuals Service User No | A335460

Surname | | Search
Care Package Details
CPLI Ref(~] | Period Start Searvice Provider SSREF Service User | From Date | To Date | Quantity | Unit Price Status
Domiciliary
TESTING "
Care Miss Test 02-DEC-
z 33718 26-MAY-2014 Single E-?SE A333460 Servicellser3 2013 - 1.0 4.9400 | -
carer
Domiciliary
TESTING .
Care Miss Test 02-DEC-
Z 33718 02-JUN-2014 Single E‘?EEE A335460 Servicelserd 2013 = 1. 4.9400 | -
carer
Domiciliary )
TESTING - Subrnitted -
Z | 33717 26-MAY-2014 | SO CARE A335460 | paoTes | DS OFC - 167.0 47700 | Requires
pbeh LTD Authorisation
Domiciliary TESTING
Care Miss Test 02-DEC- §
Z | 33717 02JUN-2014 | g CARE A335460 | ¢ . oo | 2013 - 167.0 4.7700 | Submitted
carer LTD
1-4

ANDREW@A.COM

The status of each line is displayed in the summary.

If a line has an Invalid status, you can amend (using the pencil icon) and then submit the

corrected details.

www.lancashire.gov.uk
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Upload a Spreadsheet into the LCC Care Provider Portal

Feedback | Logout

Requery Collection x
Menu List Search Service User
o EFCIEEF Supplier TESTING CARE LIMITED
Actua - -
o Senvice *Period Start Date from |26-May-2014 B~ Period Start Date to |08-Jun-2014
Capacity )
o Bulk Load SEI"."ICE| |
Actuly Service User No [A335460 |
Surname| | Search
Care Package Details
CPLI Ref(~] | Period Start | Service | Provider | SSREF | Service User | From Date | To Date | Quantity | Unit Price Status
Domiciliary
TESTING ;
Care Miss Test 02-DEC-
z 33718 20-MAY-2014 Single CARE A335460 Servicelserd | 2013 - 1.0 4.9400 | -
LTD
carer
Domiciliary
TESTING .
Care Miss Test 02-DEC-
z 33718 02-JUN-2014 Single E‘AI'SE A335460 Servicallserd | 2013 - 1.0 4.9400 | -
carer
Domiciliary ;
i TESTING ) SR Submitted -
A | 33717 26-MAY-2014 | 28 CARE | A335460 | MisTest | 02DEC- | 167.0 | 47700 | Reguires
Single Servicelserd | 2013 Autharisati
carer LTD utharisation
Domiciliary T
Care Miss Test 02-DEC- .
| 33717 02-JUN-2014 | gl CARE A335460 | cor iicon | 2013 167.0 47700 | Submitted
carer LTD
1-4

ANDREW@A.COM

View the details of each line you have uploaded by clicking on the pencil icon.

Lancashire
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Upload a Spreadsheet into the LCC Care Provider Portal

Feedback | Logout

Menu List Care Plan
g c'rtv View Documents | Send Message | Emergency Contact |
© Bulklosd Actuals  grganisation : TESTING CARE LIMITED
Service : Domiciiary Care Single carer
Client Id : A335460 Mame : Miss Test Servicelser3
Date From : 02-DEC-2013 To

Actuals

CPLI Ref 33717
Period Start 26-MAY-2014 To Status Submitted - Requires Authorisation
Quantity 167.0
Unit Price 4.7700
Actual 140.0000
Frustrated 7.0000
Missed 20.0000
Extra 3.0000
Visits
Total 167
Tot Value 796.59
Comments enter comments relating to frustrated, missed or extra hours

ANDREW@A.COM

The status for this example is 'Submitted - Requires Authorisation'. The data can only be
amended now if your claim is rejected by the Authority. Please email
iInvoicecare@lancashire.gov.uk if you realise that there is an error in your submitted claim and
you need to update details which have been submitted.

Click Cancel to return to the summary screen.

Lancashire
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