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Brokerage Overview 

 

A brokerage package comprises of the care requirements for an individual client  

who has been assessed to require a residential or nursing placement. The package 

details will be compared to information held on the Health & Care Portsmouth 

brokerage module about relevant providers. Providers that match the package’s 

brokerage requirements and specific selection criteria will be notified that the 

Council would like them to bid for the residential or nursing placement. 
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Activating your brokerage account 
 

Once you have been set up as a user on the brokerage module you will receive an 

email requesting you to activate your account.  The link within the email is only 

valid for 24 hours. You will not be able to access the brokerage module unless 

your account has been activated 

 
 

 
Click on the link to activate the account. You will 
now need to set a password and secret word for 
your account.   
 
 
 
Create and confirm your password 
 
 
 
 
Create and confirm a secret word 
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Before your account is activated you will also need to accept the terms and conditions.  
 
 
 
 
 
 
 
 

Click on the 'Create new login' button. 
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Logging in to Brokerage 

Link: https://portsmouth-live.occsites.co.uk/ 

When you access the website you will be able to view the home page for the Health 

& Care Portsmouth Brokerage. From this screen you are able to navigate to the 

News and the Contact pages. 

 

The homepage is where you will also find the Log in button - click on the Log in button.  
 

 
 

Enter your username and password and then click on the Log In button. 
 
 
You will then need to enter specific letters 
from your secret word, once entered click on 
the Log in Button 
 
 
 
 

 

 

 

https://portsmouth-live.occsites.co.uk/
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Manage your account 
 

Click on the ‘Manage your account’ link to open the Your Account screen where you 
can make changes to the core details of your account e.g. Address, phone and email 
details. 
 

 
 

You are also able to change your password and/or your secret word.  
 
You also have the option to configure your notification preferences however please 
ensure that you do not uncheck Receive emails about brokerage requests. 
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The Brokerage Dashboard 

 

Notifications 

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. 

 

Latest News  

Shows the Headline, Date and the first 150 characters of such news items the 

current user has permission to view. Click on the Read more link to show the news 

item in full. Click on the view all link to view all news items.  

 

Useful Links  

Hyperlinks to external websites can be found here 
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Managing Brokerage Responses 

Click on the Brokerage button using the menu on the left of the administration 

screen and you will be taken to the Manage Responses page. 

 

The page contains a number of tabs, each of which presents a different view of the 

responses within a grouping. Certain tabs have a number in brackets that denote 

how many packages are listed on that tab. 

Tab Description 

Awaiting Response responses that are outstanding and you 
have not accepted or rejected the 
package 

Response Complete responses that you have either accepted 
or rejected but are waiting for the package 
deadline to pass 

Awaiting Decision responses that you have accepted and 
where the local authority is making a 
decision on who to award the placement 
to 

Not Awarded responses listed on this page include:- 

• ones that you have declined 

• the placement was awarded to 
another provider 

• the placement request expired 
before you accepted it 
 

Awarded All placements that you have been 
awarded are listed on this tab 
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On each tab, you will find a list of all the packages that you have been asked to 

respond to. By default, the list will show the packages that are expiring soonest at 

the top.  

If you manage more than one service that have been selected to receive this 

package then each service will appear as a row in the responses table with the 

same Package Ref.  

Brokerage Response Filters 

The brokerage responses are presented in a standard tabular list. The list can be 

filtered by entering your search criteria in the Search input box (found above the 

table) and ordered by any column by clicking on the column name.  

Packages marked as high priority are shown on a row with a yellow background and 

with the Priority column containing “Yes”. The user can choose to only show priority 

packages by ticking the “Show only high priority packages?” checkbox under the list. 

Response Status filter 

On the All tab by default, all packages are displayed regardless of whether they 

have expired. The list can be filtered by any response status by selecting from the 

drop-down list that appears in the field labelled “Show only responses with status” 

below the table of packages. 

You could select any number of statuses, for example if you wanted to see all 

“Awaiting Response” or “Response in Progress” responses. 

There are 8 possible statuses for a response: 

Tab Description 

Awaiting Decision Set when the brokerage expiry time has 
been reached, or when all providers have 
marked their response as complete 

Awaiting Response Set when the request is sent to the 
provider 

Awarded Set when the local authority has made a 
decision and the placement was chosen 

Declined Set when the provider has chosen not to 
offer their service to this client or the 
provider has withdrawn 

Expired without 
response 

Set when the package has expired and 
the provider did not complete a response 
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Not Awarded Set when the local authority has made 
their decision and the provider was not 
chosen. 

Response Complete Set when the provider marks their 
response as complete 

Response in 
Progress 

Set when the provider first saves their 
response. This status will remain in this 
state if the provider has not completed or 
withdrawn their response up until a 
decision has been made 



ContrO    
 Residential & Nursing Brokerage Module 

 

11 
 

- Official - 

Review or Update a brokerage request 

To update or review a package click on the package reference and you will be taken 

to a Brokerage Response page and presented with three tabs that are described in 

the following sections. 

 

Package Details 

The Package details tab provides read only information of the placement request 

Field Description 

Package Reference Placement start date\clients nhs 
number\funding source\service category 

Client Reference Clients nhs number 

Service Level The level of service required for this 
client - Residential or Nursing 

Expected Start Date This is the start date that the council is 
working towards. This field may be 
blank 

Beds Required This is a system requirement and will 
show as 1 

Frequency This is a system requirement and will 
show as Weekly 

Location This field will be blank 

Response required by This is the date at which the package 
will expire, and providers must give a 
completed response by this date if they 
are able to offer a placement 

 



ContrO    
 Residential & Nursing Brokerage Module 

 

12 
 

- Official - 

Our Response 

The “Our Response” tab will detail the main package requirements together with 
supporting documentation and notes  

 
Referral Form 
To access the referral go to to Package Documents and select Download 

Requirements 

The referral question has now been marked as Essential and will be displayed first 

and all other sections of the response will be hidden.  

If you indicate that you cannot fulfil this requirement a popup will be displayed 

informing you that no further information is required and you can complete your 

response.  
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If you indicate that you can fulfil this requirement then the rest of the response 

section will be displayed including any other requirements  

For each of the Requirements you will need to select Yes or No from the dropdowns 
to indicate whether you are able to fulfil the placement request. 
 

 
 
If you answer "No" and the requirement has been deemed negotiable a note field 

will be displayed. You can enter a brief message that describes changes to the 

package that would allow you to fulfil the requirement or if you feel there are 

mitigating factors why you cannot satisfy this particular requirement. 

Placement Response 

When you have completed your response you are able to accept or reject the 

placement request from the Placement response drop down list. 

If you accept the package you will be asked to accept the Council's Brokerage terms 

& conditions 

If you reject the package, then you will be asked to provide an outline reason for the 

rejection and some text for further explanation.  
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Offer pricing  
 

 

 

Field Details 

Frequency This will default to weekly please do not 
change 

Beds Required This will default to 1 please do not 
change 

Unit Price Enter the weekly core cost 
 

Supplementary units Enter the number of hours that you 
calculate you will need to supply over 
and above the core costs  

Supplementary units price Enter the unit price for delivering the 
supplementary service (eg additional 
support) 

Supplementary costs explanation Please enter information as to why you 
have included supplementary costs 

Response Price The response price is not editable but 
calculated by the system as the sum of 



ContrO    
 Residential & Nursing Brokerage Module 

 

15 
 

- Official - 

the Core Price and the Supplementary 
Price 

Expiry Date Please enter the date your offer expires 
 

 

Once all selections have been completed scroll to the top of your screen and select 

Mark response complete 

 

Once your response has been completed, then the “Mark Response Complete” 

button will be replaced by a “Withdraw Response” button that will allow you to alter 

your decision in the case where circumstances change. 

 

Metadata tab 

This tab displays details of when a package was created and by whom and also 

when it was last updated and by whom.   
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Provider responses received 

Provider responses evaluated 

Care purchasing to request the chosen provider to complete their assessment 

Provider to complete their assessment  

Provider to contact care purchasing - accept/decline the client 

Email notification sent to successful/unsuccessful providers notifying them of the decision 

Care purchasing to update the practitioner  

Practitioner to confirm placement accepted and funding approved  

Care purchasing to award the placement on the brokerage system  


