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1. Prefix 

Intended Audience  

This guide is for Local Authority staff responsible for managing PAMMS Quality Assurance 
Assessments and scheduling Provider Returns self-assessments.  

 

About This Guide  

This guide describes the process of: 

 Adding and updating Regulated and Non-Regulated Provider details 

 Launching a Provider Returns Campaign 

 
Glossary of Abbreviations 

Abbreviation Term 

PAMMS Provider Assessment & Market Management Solution 

Provider Agency, Care Provider, Service Provider 

CQC  Care Quality Commission 

 

Conventions 

Convention Explanation 

  
Highlight activity on the screen 

 

Highlight linked functionality on the screen 

 

 
 

Important Information 

 
 Procedural Steps highlighted on screen 

Commands or 

Options  

 

Commands, Labels or Options  
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Link 

Visited Link 

 

Link to a cross reference within the 
document, an external website or email 
address. 
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2. Accessing the Provider Register 
Login to MyApps and select the Provider Register icon. 

 

 

Search 

A list of Providers which have already been added to the Provider Register will be displayed. 
Key information about the Provider is displayed in the summary tile. Providers are ordered 
according to their status: 

1. Active Providers are displayed at the top of the list with a green status 

2. Temporarily Suspended Providers are listed next showing an amber status 

3. Finally, Disabled Providers are displayed with a red status 
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The secondary sort order is based on the more common Custom Name that the Provider is 
known by. For example, if an Active Provider had the name The Wonder Care Company, but 
were known and referred to as Wonder Care, they would be listed before Suspended and 
Disabled Providers, but alphabetically listed in the W section of the Active Providers. If the 
Provider does not have a Custom Name entered, they will be displayed at the end of the 
Active Providers on the list. See Custom Name for further information. 

You can filter the list of Providers displayed by entering Search terms. You can combine 
search terms to improve the filtering of the information displayed. 

You can search on all or part of: 

1. Status – Active, Suspended or Disabled 

2. Name as displayed on the summary tile 

3. CQC Location Id – this is unique for every registered Provider location, Non-
available is shown if they are a Non-Regulated Provider  

4. Service Type as displayed on the summary tile 

You can also view the number of Notes that have been added to the Provider record.

 

 

Provider Details 

Select a Provider to view detailed information. Three tabs of information can be viewed: 

1. Provider Info – displays information about the Provider 

2. PAMMS – contains the contact details for the person responsible for completing 
Provider Returns and responding to PAMMS Quality Assessments 

3. Notes – additional information entered about the Provider 

Select Providers to return to the home screen. 
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3. Add a New Provider 
Before adding a new Provider ensure that they have not already been added to the Provider 

Register. Enter their Name or paste their CQC Location Id in the Search box. If no results 

are displayed select Add a new Provider.  

 

 

Adding a Regulated Provider 

Enter the CQC Location ID in the box and select the Search icon. The Provider location 
details will automatically be populated from the CQC Provider Database. These fields are 
greyed out and can’t be modified.  

 

 

 

 

 

Some additional fields are included for you to complete. You can see which fields are editable 
as they are displayed with a white background rather than being greyed out. 

 



Provider Register - Add a New Provider 

 

Version 1.00 | 09/10/2019      Page 9 of 22 

Provider Info 

1. Custom Name – enter any name that the Provider is more commonly known as. This 
acts as a secondary sort order, after Status, for listing the Providers on the home page. 
Although this is an optional field, we would recommend that you paste the Provider 
Location Name into this field if they do not have a Custom Name 

2. Status – this option defaults to Active. This may be changed to Suspended or 

Disabled if the Provider is not currently Active 

3. This is a Priority Provider – tick this checkbox if they are a trusted or favoured 

Provider. A star * will be shown before their Name on the summary tile 

 

4. Service Type – select each of the services delivered by the Provider: 

 Bed Based 

 Homecare 

 Nursing Service 

 Residential Service 

 Supported Living 

 Children’s Services 

Although entering a Service Type is optional, we recommend that these are entered as 
you can assign Provider Returns templates by filtering on Service Type. Including 
Service Types also offers additional reporting options if you use Risk Profiler. The 
Service Types selected are displayed 

5. Primary Support Reason – select the main support service offered by the 
Provider: 

 Learning Disability Support 

 Mental Health Support 

 Physical Support 

 Sensory Support 

 Support with Memory and Cognition 

 Social Support 

 Other 

6. References – enter any internal references that you may want to report on. These are 
optional: 

 Internal ID – an internal reference used within your organisation to identify the 
Provider location 

 Financial ID – a budgetary or invoicing reference used in relation to the Provider 
location 
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 Case Management ID – any reference used in your Case Management system to 
identify the Provider  

Select Save Changes. 

 

 

 

 

Provider Returns 

Select the PAMMS tab and enter details of the Primary Contact responsible for 
completing Provider Returns and responding to PAMMS QA Assessments at the location: 

1. First Name 

2. Last Name 

3. Email Address 

Select Save Changes. 
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You can add up to three Other Contacts. PAMMS QA Assessments will be shared with 

these Other Contacts. Select Add new Contact. 

 

 

Enter the Contact details. You will need to select Save Changes after adding each contact. 
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You can return to the Provider’s PAMMS tab to Edit or Delete Contact details. You should 
always ensure that there is a Primary Contact assigned to the Provider. 

 

 

Notes 

Add any additional information about the Provider via the Notes tab. Select Add Note and 

enter the information. Select Save Changes. 
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When Notes are saved, they are annotated with Added by information displaying the Name 
of the person creating the note and the Time and Date the note was added. Once saved, 
notes cannot be modified. 

 

 

Notes are Internal and can only be viewed within your Local Authority. 

 

Incorrect CQC Location Identity 

If you select to Add a new Provider and enter an incorrect CQC Id, an error message will 

be displayed informing you that the CQC Location ID is invalid. 
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Changes to CQC Location Identities 

If a Provider changes location, they will receive a new Location Id from the CQC. Provider 
Register will automatically update the Provider record with the new Location ID and Address 
details at midnight on the day the CQC update the location.  

If you try to add a new Provider using a CQC Location ID which has been updated, a message 

will be displayed showing the Latest CQC Location ID for the new Provider Location. 

 

 

Adding a Non-Regulated Provider 

You can add a non-regulated Provider to the Provider Register. Before adding the new 
Provider ensure that they have not already been added to the Provider Register. Enter their 

Name in the Search box. If no results are displayed select Add a new Provider.  

Tick the This Provider is non-regulated check box. Only the CQC Location ID and 

Parent Provider’s CQC Location fields will be greyed out, displaying the text Non-

available. Text can be entered in all other fields. 
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You will need to enter: 

1. Provider Location Name  

2. Custom Name – enter any name that the Provider is more commonly known as. This 
acts as a secondary sort order, after status, for listing the Providers on the home page. 
Although this is an optional field, we would recommend that you paste the Provider 
Location Name into this field if they do not have a Custom Name 

3. Address  

4. Postcode  

5. Parent Provider’s Name – if the Provider does not have a Parent Organisation, paste 
the Provider Location Name 

6. Companies House Reference for the Parent Provider or the Provider 

 

 

Complete the remaining Provider Info and complete the PAMMS and Notes tabs, see 
Adding a Regulated Provider. 

 

Deleting a Provider 

To delete a Provider (as opposed to Suspending or Disabling), select it and scroll down to the 

bottom of the record. Select Delete Provider. A dialogue will be displayed informing you 
that the deletion will be permanent (you will not get the option to discard this action). Select 

Yes, Delete to delete the record permanently. 
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4. Provider Returns Campaign 
 

Adding a Campaign 

Select Assign Returns Form to start a Provider Returns campaign. Use the Search box 

to filter the list of Providers. Enter the Service Type into the Search box to filter Providers 
offering services in the area of your campaign. 

 

 

 

 

 

 

 

 

Tick the Providers that you want to add to the Provider Return campaign or choose Select 

All if you wish to add all displayed Providers. Select Continue. 
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Select the Form Name for your campaign from the menu. When the form is selected you 
will see: 

1. Frequency – the frequency that the Form will be issued during the campaign, One Off, 
Weekly, Monthly, Quarterly, etc 

2. Start Date – the date the Form is valid from – this is the earliest date that it can be 
sent to a Provider 

3. End Date – the date the Form is valid to – this is the latest date that it can be sent to a 
Provider 

4. Deadline – the length of time in which the Provider must complete the Self-
Assessment  

Select Assign Form.  

 

 

 

 

 

 

 

 

 

 

 

You will receive notification that the Return Form has been successfully assigned. 

 

 

An email notification will be sent to each Provider’s primary contact email address (usually just 
after midnight on the start date) informing them that they have a Self-Assessment to complete. 

This process will be repeated at the defined Frequency until the End Date of the campaign is 
reached. 
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If you add the form to a Provider after the Start Date, the Provider will be added to the 
distribution list for that Return form. The form will then be sent at the next scheduled 
Frequency Date. 

You can only assign a form to a Provider once. If you attempt to assign the same form to a 
Provider for a second time, Provider Register will confirm the assignment but will not send out 
an additional email notification as the Form has already been assigned to that Provider. 

 

Removing a Provider From a Campaign 

To remove a Provider from a campaign, open the Provider and select the PAMMS tab. Select 

the Delete icon next to the campaign Form Name. 

 

 

Select Save Changes. Any previous Provider Returns submissions made before the 
Provider was removed from the campaign can still be viewed on the Provider Portal. 
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5. Summary 
 

 

 Filter the Provider listing by searching on all or part of their Name, CQC 

Location Id, Service Type or Status 

 Select Add a new Provider and enter their CQC Location Id to add 
a new Regulated Provider. The Provider location details will automatically 
be populated from the CQC Provider Database 

 Select Add a new Provider and click the This provider is non-

regulated tick box to add a Non-Regulated Provider. Add their location 
details 

 Select whether the Provider is a Priority Provider and add details 

regarding their Custom Name, Service Type, Primary Support 

Reason and any internal References 

 Enter the Primary Contact information on the PAMMS tab 

 Select Assign Returns Form to start a Provider Returns campaign. 

Tick the Providers you want to add to the campaign. Select and Assign 

Form. The form will be emailed to the Primary Contact at the next 
scheduled Frequency Date 
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