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Copying Steps from One Sibling to Another 
 

 
Complete the first step for the first child as 
normal.  
 
For the sibling click on your Incoming Work 
(or Future Work folder for Reviews) folder. 

Click on the icon next to the step and 
select Start Work  
 
 
 
 
 
 
The step can also be started from the Current 
Work section on the Person Summary screen 
by clicking on Start 
 
NB If you started the step from the Start, New 
option on the Person Summary screen then 
start the step for the sibling this way as well 
 

 
 
 

 
 

 

 

 
 
Once the workflow step has been started, click 
on the Copy From Icon  

 to start the copying process  

Select the sibling from Relations and 
Coinhabitants that you have already 
completed the step for 
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A list of steps that have already been 
completed on the selected sibling will appear, 
the most recent step will be at the top of the 
list.  
 
To copy the workflow step, click the Copy 
From icon  

 
 
 

 
 
 

When you receive the following prompt, click 
OK 

  
 

 

 
 

All of the information will have copied across 
from the siblings form.  
 
After copying, mandatory requests will have to 
be sent and completed by clicking on the 
Requests icon  

 
 
And further action taken will have to be added 
under Actions Taken 

 
 

 
The process can be repeated for further 
siblings. 

 
 

  

 


