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Brokerage Dashboard 
 
Once logged in to Brokerage you will be taken to the Dashboard 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
From the Brokerage dashboard you are able to view your notifications, the Latest News which has 
been published by PCC and access any Useful Links which have been added to Brokerage by PCC. 
 
The three most recent read or unread notifications are shown. The display shows a snippet of the 
notification text; click on the 'Read more' link to reveal the text in full on the 'View a notification' page. 
Click on the view all notifications link to open the 'Notifications Inbox' page listing all notifications. 
 

 
 

Providers do not need to navigate to these 
areas. 

This is where you will be able to view all 

packages of care requests. You will use this 

page to respond to packages. 

New user access requests can be created 

from here - for more info see page 5 
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Commissioning of a package 
 
When Care Purchasing have a package which needs to be commissioned, they will enter the details 
into the Brokerage system and providers will be notified via email of the package request. Providers 
will need to view the requirements of the package and submit a response to Care Purchasing.  
 
There will be a 2 hour window in which you will need to respond. After 2 hours of creating the 
package, it will expire and no more responses can be submitted. Care Purchasing will view the 
responses and evaluate the answers based on the award criteria. 
 
When a package is sent to you for a response you will receive the following email: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To view the package in more detail, click on the link in the email or log in to your account on 
Brokerage.  
 
You will be taken to the following page: 
 

 

 
To view further details click on the 'Service Response' tab  
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Each care package requirement will be listed.  

 
If you can fulfil the requirement answer "Yes". If you answer "No" and the requirement is negotiable, 
a comment box will be shown so that you can enter a message explaining whether you could fulfil 
the requirement with minor changes or if there are mitigating factors.  
 
For example, if you cannot meet the preferred start date, we would expect you to respond with a no, 
whereby a negotiation comments box will appear, you should then enter the date when you would 
be able to start the package of care. 
 
We are going to be specifying an exact time for all care calls, you will need to respond based on the 
time you are scheduling in your rostering system for your carer to attend. We understand that an 
exact time may not always be met, however we are looking for a time as close as possible to the 
client's request. 
 
To give your yes or no response you will need to click on the drop down arrows next to each 
question. 
 
Beneath all of the requirements you will see an Additional Information section: 
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There is also a Notes Section which Care Purchasing will use to record any extra information: 
 
 
 
 
 
 
 
 
 
 
You are able to add your own notes if you need to by clicking on the 'Add a new note' button. 
 
Once you have answered all of the requirements and read any additional information, you will need 
to give your final response to the package. Click on the drop down list of values and select whether 
you can or cannot provide the service. 
 
 
 
 
 
 
 
 
 
 
 

TIP: If you cannot provide the service you can skip the requirements and go straight to the 

Placement Response and select 'No - We are unable to provide this service'.  
 
Once you have completed your response, you will need to go to 
the top of the page and click on the 'Save and mark response 
complete' button. You are also able to start the response and 
save it for completion later by clicking on the 'Save your changes' button  
 
 

Awarded a package of care 
 
If you are awarded a package of care you will receive an email advising you of this: 
 

 
 
You will then be contacted by Care Purchasing and supporting information will be sent to you via 
email. 
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Package Rejection 
 
If you have not been successful in being awarded the package of care, you will receive an email 
advising you and the reasons why you were unsuccessful. 
 

 
 
 


