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For any applicant who has submitted an application to register a care service using 
our online application form, there is the ability to ‘copy’ the application.  This means 
that if an applicant wishes to submit further applications, they do not have to enter all 
the required information into the form again. 

To begin this process, applicants should log in to the online portal and select 
‘Register a care service and manage my applications’. 

You will be presented with the Registrations page which will detail a list of 
applications previously submitted or that are in progress.  When you have located 
the application that you would like to copy, select ‘View application’. 

Please be aware the copy application function is only available where an 
application has been submitted under your account and is not showing as 
being ‘In Progress’. 
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The next screen will include 
an actions menu.  

You should select ‘Copy 
application’ 

A new application will be created and will open automatically.  This form will replicate 
the submitted information.  This also includes any attachments.  The new application 
will have its own case reference number.  

You will be required to visit each page of the application.  You should confirm 
the information before submitting the new application.  Please note you will 
need to update the information in the application to ensure the details relate to 
the new care service being proposed.  Failure to ensure the application is 
competent will require us to return the application to you and may result in 
delays in the registration process. 
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