Once you are logged in on Spocc.net:
Click on Manage Service.

Choose the service from the drop down list, click manage.
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Clients will then appear.

To add a client:

Click on request new schedule above the current clients. 
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(A Request New Schedule

Use this form to request a new client schedule. Mandatory fields appear in bold.

Service: Coburg Court Flats & Bungalows

Service Level: Please select a value, E
Property: fone) =

Title:

Forename:

Surname:

Address 1:
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Click on service level at £15 on the property drop down list.
Ensure all fields are completed.

The ‘Estimated units per week tab’, equates to hours support per week. Please ensure this is filled in otherwise the system will only pay 1 hour a week.
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Tenancy Reference No:

Start Date: =
End Date: =
Reason For End Date: Please select a value

Estimated Units Per Week: [10p

o Request Comment:
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Amending Client hours:

As you will be paid for the hours of support delivered you will need to ensure you total up the hours for the month and then divide the hours over the 4 weeks in the period. Choose the client you want to update, and click
Enter the amended hours in the request comments box with the correct period you are reporting on. I.E (Change support hours to 3hours per week from 15/07/10 – 11/08/10) Click on ‘Save’.
[image: image4.png]Amendments to Spocc.net - Microsoft Word

Ele Edt Vew Iwet Fomat ook Table Window Help

DEHa8 SRV BRI o o QHRODEB| R T 0w - 0.

Update Schedule

osoft Internet Explorer provided by IoW Counci

=181x]

Type a question or help ) X,

svseheare] 4] X | [t seaeh

0 C Fe Edt Vew Favortes Took e

N T—, || -

e v s Page -+ (O Toolks ~

B Property:

5 Caburg Court, Victoria Grove.

B Tenancy Reference No:

Z Start Date: [1 July = 2010

= End Date: =

Reason For End Date: Please select a value

- Estimated Units Per Week: 5 0q]

Request Comment: [Please change support hours to 2 hours per week, ]

exom 15/07/10 - 11/08/10
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SP will then update the payment system accordingly. 
