[bookmark: _GoBack]EduLincs order process – Specialist Teaching Team Annual Hours
Please note that, whilst this guide is for the Specialist Teaching Team Annual Hours offer, the general EduLincs ordering process is broadly similar for the majority of offers.
Requesting information/placing an order
1. Access the EduLincs home page at https://www.lincolnshire.gov.uk/school-pupil-support/edulincs

[image: ]
2. To access the Specialist Teaching Team page, click on the School support and specialist services hyperlink.
The various categories of EduLincs offers can be found on the left hand side of the homepage.

[image: ]3. To access the Specialist Teaching Team offers, click on the Specialist teaching team hyperlink.




4. The Specialist Teaching Team page is shown below. It contains information about the Team and the services that they offer.
[image: ]

5. Scroll down to the bottom of the Specialist Teaching Team page and click on the yellow Apply now button to request information or place an order.
[image: ]Apply now button.


6. You will need to enter the EduLincs passphrase in order to progress with your request or order. The passphrase, which is case and space sensitive, is Educational Settings.

[image: ]7. Click on the Next button to proceed
Enter the EduLincs passphrase here



[image: ]8. Begin to enter your details here, scrolling down as you go.
You can read the EduLincs privacy notice and general terms and conditions here

[image: ]9. Click on Next to continue.
8 continued. This is the same screen as the one directly above. Carry on entering your details.


[image: ]11. To select the address of your school, enter the postcode and then click on the Lookup button.
See the screenshot immediately below for the next step.
10. Enter your school name.

[image: ]13. Enter your DfE number.
12. When you click on the Lookup button, a new Choose address box will appear. Select the address of your school.


[image: ]14. Enter the Phase of education of your school

[image: ]17. Click Next to proceed.
16. Select whether or not you require a purchase order for invoicing purposes.
Note – this applies specifically to non-maintained and prime account schools. A journal transaction will be used for all maintained settings.

15. Select the Status of your school


[image: ]18. Select the service you require. For this example, select Annual hours. When you select Annual hours, further options appear on the same screen, see the screenshot below.

[image: ]19. Select the year of request. 

[image: ]20. Have you ordered annual hours before? You can select either Yes or No, depending on the answer.
We will look at both options. Steps 21 and 22 below cover the 'Yes' option, step 23 addresses the 'No' option.
21. When you select 'Yes', the How many hours would you like to purchase? box appears. Enter the number of hours you would like to order.




[image: ]22. Select an option under Annual hours – select option.
If you select Place an order, you can then click Next to go to the next screen.
If you select Request information, the Specify what you would like to know box appears. Enter in here what it is you want to know.
Then click Next to proceed.

[image: ]23. Going back to step 20, if you answer No, the How many hours would you like to purchase? and Specify any other details boxes appear.
Complete these boxes as appropriate and click Next. Note: You will be contacted to discuss your requirements.


[image: ]25. Confirm that you have read them by clicking on the I confirm button and click on Next
24. Please read the Schedule 1 (terms and conditions specific to the Specialist Teaching Team) and the EduLincs general terms and conditions.



[image: ]26. You can review your order before submitting it. Read through your submission to make sure your order is correct. If you want to make any changes to your order you can click on the Previous button to revisit pages where a change needs to be made. 
Do not use the 'back button' at the top left of the screen – this will take you right back to the start of the process!
If you are happy with your order, click on the Submit Form button. 
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[image: cid:image002.png@01D773DD.31870D60]
[image: ]27. Once you have submitted your order or request for information, you will be sent an acknowledgement email like this one (if you have placed an order the wording will be '...and the status is now 'Order requested'). 
If you requested information go to step 28. 
 If you placed an order please go to step 34.






Response to information request  29. If you wish to continue with the order, click on the 'place an order' hyperlink.

[image: ]28. In response to your request for information, you will receive an email like the one shown here, with the information requested provided for you.
Please note we aim to respond to requests within 2 working days.


[image: ]30. Placing an order takes you to this screen. Enter the Case Reference and Access code from step 29 and click Next.

[image: ]31. Check your details, confirm that you wish to order the package (this is required) and click on Next to proceed.

[image: ]32. Click Submit Form to confirm your order

[image: ]33. This screen shows the confirmation that you will receive, together with your submission reference.

[image: ]34. Once you have submitted your order you will be sent an acknowledgement email like this one.

Signing the EduLincs order form

[image: ]35. Within 2 days of submitting your order, you will receive another email from EduLincs, this time requesting you to agree to and sign the EduLincs order form (the order cannot be completed without your agreement).
Click on our order form hyperlink to begin.


[image: ]These details are prefilled.
36a. It is important that you check the details on the form before signing and submitting the form.
Click Next to continue.

[image: ]36b. Continue checking your supplied details, clicking Next again to continue.

[image: ][image: ]36d. Continue checking the order details, clicking Next once more to continue. N.B. Please ignore the dates on this example as STT annual hours can only be purchased between 01/04 and 31/3 each year.
36c. Continue checking the order details, clicking Next again to continue.


37. At this stage of the process, you are asked to 'sign' the order form, read and agree to the Terms and Conditions, agree to LCC undertaking delivery of the service(s) ordered and accept the contract between your school and LCC.
[image: ]Date of declaration. This is prefilled.
Enter your details.
Click Next to proceed.
Tick the box to confirm the order.

[image: ]38. You have one final opportunity to check your details.
Click on Submit Form if you are happy that the details are correct.

[image: ]
[image: ]39. You will receive confirmation that the form has been completed and a submission reference.

40. EduLincs will sign your order and return it to you via email for your records.
[image: ]Attached signed order form for your records
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Overview

We provide specialist practical support to children and young people with SEN. This helps them achieve the best possible
educational outcomes and make successful transitions to adulthood.

The range of services we offer includes:

o direct specialist teaching

o assessments to identify dyslexia and/or specific learing difficulties in maths

In addition, we offer:

o assessments to identify dyslexia and/or specific learning difficulties in maths

@) ENe




image4.png
¥ Specialstteaching team —Linco! X+

o - x
<« C (Y & lincolnshire.gov.uk/directory-record/63946/specialist-teaching-team Tt » 2
€ Procontract [B] Contracts Finder Y] Open Datasets regi.. ¥ Edulines - Lincolns. Signin | Lincolnshir.. o Enter Usermame | L.. @) Jadu Control Cente. Homepage News ... » Readinglist
Feedback  Our Specialist Teacher helped us in our implementation of catch up intervention. She was a great 'sounding board' to
work out an approach, provided us with a baseline for those children and helped identify the best ways forward. She
contributes towards outcomes and raising the standards of SEND pupils’ achievement in our school without a doubt.
The help we receive from our ST is invaluable. She is very much part of our team and the support and advice we receive
from her is excellent. We really appreciate her knowledge and dedication.
We couldn't ask for a better service: our STT teacher goes above and beyond to support our school and we are very
grateful.
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Dear Dave Uphill
Thank you for your Specialist teaching team annual hours request.

Your case reference is TAH000260 and the status is now 'Information requested'
We will contact you to progress your request.

Kind regards,

Lincolnshire County Council Edulincs.
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Dear Dave Uphil,
In regard to your Specialist teaching team annual hours request for information, please see our response below:
The costis shown below.

If you have any further questions, please email edulincs@lincolnshire gov.uk

Please see your order details below:

Total number of annual hours:

15

Total cost: ££100

If you wish to proceed with the offer, place an order using the credentials below to gain access:

Reference: TAH000258

Access code: QU5-5bj-srC
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Home > Forms > Edulincs order offer

Edulincs order offer

Credentials check

Case reference Required

TAH000258

Access code Required

QUS-5bj-srC
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Edulincs order offer

Order edulincs offer

Your name: Dave Uphill
Establishment name: Dave U test school
DFE number: 9251111

Offer: Specialist teaching team annual hours

Confirm you wish to order this package on behalf of the establishment required

@ | confirm

O
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Edulincs order offer

Review your supplied details

Pressing “Submit Form" will send these details for processing.

Page: Credentials check

Case reference TAH000258

Access code QUS-5bj-srC

Page: Order edulincs offer

Confirm you wish to order Iconfirm
this package on behalf of the
establishment

| ¢ previos TN
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Edulincs order offer

Thanks for completing this form.

Your submission reference is 1267925
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Dear Dave Uphill
Thank you for your Specialist teaching team annual hours request.

Your case reference is TAH000259 and the status is now 'Order requested'
We will contact you to progress your request.

Kind regards,

Lincolnshire County Council Edulincs.
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Dear Dave Uphill

In regards to your Specialist teaching team annual hours order, we require you to agree
to our order form

Please check all the details throughout the form and make your declaration at the end.

We cannot complete the order without your declaration.

Kind regards,

Lincolnshire County Council Edulincs.
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Edulincs order form

Credentials

Reference Required

TAH000258

Access code Required

QUS-5bj-srC
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Edulincs order form

Order form - client details

Order reference number: TAH000258

DFE number: 9251111

Client name: Dave U test school

Contact name: Dave Uphill

Address: County Offices, Newland, Lincoln, LN1 1YL
Email: dave.uphill@lincolnshire. gov.uk

Telephone number: 01522 553110

Purchase order number Required

RRRRREE]
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Edulincs order form

Order form - LCC service area details

Service area name: Specialist teaching team
Contact name: Test 1
Contact emal address: dave.uphill@lincolnshire. gov.uk

Contact position: SEND Team Manager - Specialist Teaching Team

Contact telephone number: 01522 553110

-
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Edulincs order form

Order form - services ordered

Name of service: Specialist teaching team annual hours
Start date: 01/09/2021

End date: 31/07/2022

Cost of delivery (£): 100

Additonal charge type:

Additional charge price (£):

Total contract price (£): 100

-
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Edulincs order form

Order form - declaration

Full name Requies

Dave Uphill

ion Required

SEND Test

Declaration date Required

08/07/2021 a]

Confirm that you have read and agree to the terms and conditions on the LCC EduLincs.
‘webpage, agree for LCC to undertake the services ordered here and accept the total
contract Reguicd

Confirm and sign

-
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Edulincs order form

Review your supplied details

Pressing “Submit Form? will send these details for processing

Page: Credentials

Reference TAH000258

Access code QUs-Sbj-siC

Page: Order form - client details

Purchase order number RAREEED]

Page: Order form - declaration

Full name Dave Uphill
Position SEND Test

Declaration date Thu 8th Jul 2021
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Confirm that you have read  Confirm and sign
and agree to the terms and

conditions on the LCC

Edulincs webpage, agree for

LCC to undertake the

services ordered here and

accept the total contract
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Edulincs order form

Thanks for completing this form.

‘Your submission reference is 1268021
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ialist teaching team annual hours signed order form

Dear Dave Uphill,
For your records, please find attached the signed order form for your Specialist teaching team annual hours order.
Kind regards,

Lincolnshire County Council Edulincs

DU_Test_signed_Edulincs_order_form_080721.docx
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EduLincs

We offer a wide range of services for schools. This is provided by a single point of access, known
as EduLincs.

Our services offer high-quality, cost-effective support. They help your school meet legal
requirements and improve outcomes for pupils.

We offer a mix of chargeable and free of charge services.

@ Feedback

Select a category
* Finance and professional services
® Free of charge services

* Lincolnshire Fire and Rescue and Stay Safe Partnership
* Premises and facilities

* Pupil development services

School support and specialist services





