
 

 

                                       

How to Find and Submit ‘in progress’ Forms in the 

Universal Care Plan 

 

Introduction 

The option to save information as ‘in progress’ for six forms in Universal Care Plan (UCP) 

will be removed to prepare for editable access for Londoners.  

Your Action: Please review and submit any ‘in progress’ forms before 14th April to 

avoid any information being removed. 

The six forms are:  

• Personal Information   

• Personal and Professional Contacts   

• Communication and Accessibility   

• What Matters to Them   

• Thinking Ahead  

• Daily Activities and Support Needs  

How to find and review ‘in progress’ forms 

The image below shows how forms that have been saved as ‘in progress’ appear within the 

UCP. Under the form name, a yellow box will display the ‘in progress’ status.  

 

 



  

   

 

  

To review and submit the form, select the form name in the list of content to display the 

entered information. Once you have reviewed and updated the information as needed, 

select submit in the bottom right-hand corner of the form (you may need to scroll down). 

Web Portal Users  

If you access the UCP via the web portal, you will see all forms you have saved ‘in 

progress’ on your dashboard when you first log in. You can select any item in this list to be 

taken directly to the form within the relevant care plan. You can apply for UCP web portal 

access here. 

 

https://ucp.onelondon.online/web-portal-access/
https://ucp.onelondon.online/web-portal-access/


  

   

 

Web portal users can also view which care plans contain ‘in progress’ forms using the 

Worklists feature.  

To find the Worklists feature in the Web Portal click the ‘H’ Icon and then select ‘Worklists’: 

 

If you are a GP practice, select your organisation’s name from the drop-down list at the top 

of the worklists page and a list of your registered residents with a UCP will automatically 

appear. Note: the first time you load Worklists it may take up to 15 minutes to populate. 

Each subsequent use should load more quickly. 

 

For non-GP Practice organisations you have to manually add UCPs to your organisation’s 

worklist. The steps to do this can be found in our full guidance for using Worklists here.  

 

https://ucp.onelondon.online/wp-content/uploads/2024/11/Shortened-Worklists-guide-V1.1.pdf


  

   

 

Next select the “Forms in progress” filter underneath your organisation’s name. All the 

UCPs for residents registered to your practice, or assigned to your organisation, with “in 

progress” forms will now display on the worklist: 

 

Note: you cannot export the worklist data from the UCP web portal. 

 


