The Homepage
1. System Updates 
When you first login to the Portal and are taken to the homepage one of the main features to pay attention to is the Provider Notices section.
This will advise you when the system will be offline and you will not be able to login or when updates are happening and the system shouldn’t be used otherwise any changes made, i.e. invoices you submit, may not be saved once the update is complete. 
Therefore, if you use the system during Downtime, you may think you have submitted an invoice but once the update is complete its still waiting to be submitted again. 
Also, if you try to login during downtime, it may say your system is blocked, it says this for everyone that’s because we are not allowed to be logging on during that notified time. 
Take note of downtime and only try to login after the estimated completion time. 
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2. Contact Details 
Below Provider Notices is a table, on the left is every team you may need to contact, their contact details and a brief reason as to why you may need to contact them so you can ensure your query is being sent to the right team.
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On the right-hand side of the table are links to any extra information you require, i.e. the invoicing period schedule with the start and end dates of each period, the system manuals for further guidance and instruction. Please see next page. 
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3. Navigation
The homepage is also where you can access all other pages and features of the Portal. Below is a list of where you can go, what information is held there and how to find that page:
· Service Orders – List of all contracts ongoing and closed, for every service user. 
· Payment Schedules – Where all the contracts are held, where the invoices are submitted from.
· Payment Enquiry – Online remittance, list of every invoice processed, those that are paid, retracted, and suspended. 
· House Icon – This takes you back to the main page.
· Arrow – This is how you log out of the system.
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Provider Notices

HE PROVIDER PORTAL WILL BE CHANGING.
HESE CHANGES ARE PLANNED FOR THE WEEKEND OF THE 27TH - 29TH SEPTEMBER 2024.
FURTHER INFORMATION WILL BE SHARED OVER THE COMING WEEKS.

jon Residential Payment Information: 4-weekly payment schedules will be available to you for verification of payments during Monday after the end of the invoicing cycle.
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Contact Details

Queries regarding logging in to the System 03330 139937

Dispute over uplifted rates on PO’s — Procurement.Adults@essex.gov.uk

Residential Payment / Remittance queries residentialpanels@essex.gov.uk
Non-Residential Payment / Training queries NRPayments@essex.gov.uk

PO has incorrect date/hours/rates Service.Placementteam@essex.gov.uk

PO has ended, should be on-going - Service.Placementteam@essex.gov.uk

PO is not showing on Service Orders Tab — Panel. Team@essex.gov.uk

Contract Issues /Changes i.e. novation/name change — Procurement.Adults@essex.gov.uk
When will an invoice be paid — AP.Servicecentre@essex.gov.uk
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Manuals / Guidance / Other info

Provider manuals can be located at the following link for both Residential and Non-Residential accesses along with the published
4 weekly timetable for 2024/2025 for Non-Residential Providers:

Payment system manuals for Residential and Non-Residential Providers | Provider Hub | Essex

(essexproviderhub.org)
Guidance on viewing Remittances / Service User Statements can be found at:
https://www.essexproviderhub.org/media/ksqj00ns/provider-portal-guide.pdf

Uplift criteria can be viewed at:

https://www.essexproviderhub.org/older-people-accommodation-services-hub /residential-and-nursing-care/rate-

uplifts,





