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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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Your applications
Showing 3 of 3 record(s). Show 25, 50
Application number Date started Service name Type Application status
RA001881 10 November 2020 Example name In Progress View application
RAD01880 09 November 2020 Example name In Progress View application
RA001472 28 September 2020 Example name Assessing View application
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The next screen will include

an actions menu. Actions
You should select ‘Copy View application
application’

Copy_application

Add or amend manager's details

Withdraw 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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Headquarters
Care Inspectorate
Compass House
11 Riverside Drive
Dundee

DD1 4NY

web: www.careinspectorate.com
email: enquiries@careinspectorate.com
telephone: 0345 600 9527

y @careinspect

Other languages and formats

This publication is available in other formats and other languages on request.
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Na zyczenie niniejsza publikacja dostepna jest takze w innych
formatach oraz jezykach.

Corporate member of
Plain English Campaign 420
Committed to clearer communication
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