
Oracle Amendment System  

Log in to LCC Care Provider Portal as normal.  

 

There are 3 sections under change requests, these are Manual request, Bulk requests and Manage existing Requests. Bulk request has the sub headings of 'Download 

Existing CPLIs', 'Request New CPLIs – Download Template' and 'Upload Bulk Request'. 

 

 

  



Manual requests 

This is where you do individual requests for amendments. If the CPLI is already on the system but incorrect you can search for it here. If the CPLI is not on the system you 

can use the button on the right hand side 'new CPLI request' to send us information on a new CPLI.  

Click 'Manual request' 

 

 

 

 

 

 

 

Manual Request Page 
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Editing an existing CPLI 

Using the search functions to find the CPLI you wish to amend. 

 

Click the 'Pencil icon' next to the CPLI you wish to amend.  
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On the right hand side, are the details of the CPLI currently on the system; these are in blue and cannot be amended. You are able to amend the left hand side which is 

coloured in white.  

Amend the necessary details and fill in the blank fields.  

 

Add Details into the comment section.         Once complete, click 'Submit request' 

This will then be sent to us and we will be able to investigate your request.  
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Creating a New CPLI 

Click 'create request for a new CPLI' 

 

This is for services you provide but are not on the care portal.  
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Fill in each field and add details in the comments section.    One complete, Click 'Submit Request' 

 

 

This will then be sent to us and we will be able to investigate your request.  
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Bulk download templates.  

This is where you do bulk requests for amendments. If the CPLI is already on the system but incorrect you can use 'Download existing CPLIs' to download the CPLIS you wish 

to change. If the CPLI is not on the system you can use 'Request New CPLIs – Download Template' to download a blank template to fill in with the new CPLIs. You can then 

upload them using the 'Upload Bulk Request'. 

 

 

  



Download Existing CPLIs 

Click 'Download existing CPLIs' 

 

 

 

 

 

 

 

Download existing CPLI page 
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Select the rows you need to amend by clicking the radio button.   You can use the search function to find CPLIs 

 

 

Once all the rows are selected, click 'Add selected rows to download' 
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As you can see the CPLIs selected are now listed at the top of the page. If you need to select more CPLIs you can do this again.  

                If you need to remove them please click 'clear'. 

 

Once all the CPLIs you need to amend are listed at the top of the page, Click 'Download'. 

You will download a file called: cpli_data_to_download.csv 

 

Amend the necessary details and save the file. You will then need to upload this using the 'upload Bulk request' page (guidance below). 
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Request New CPLIs – Download Template  

Click 'Request New CPLIs – Download Template' 

 

 

 

 

 

 

 

 

 

Request New CPLIs – Download template page 

  



Click the most appropriate Template for your service.  

 

You will download a file. 

 

Fill in the necessary details and save the file. You will then need to upload this using the 'upload Bulk request' page (guidance below). 

 

  



Upload Bulk Request 

Click 'Upload Bulk request'  

 

 

 

 

 

 

 

 

Upload bulk request page 

 



Click browse and select the file you need to upload 

 

Click 'Load file' 

 

 

 



Click 'Validate' 

 

Click the 'Valid radio button' 
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Click 'Submit'  

 

You will see how many valid requests have been uploaded.  

 

This will then be sent to us and we will be able to investigate your request.  
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Manage requests 

This section will have all of the requests for amendments you have sent to LCC through the care portal. You can check the status of these amendments here and if we need 

to contact you it will be through here.  

Click 'Manage existing Requests' 

 

 

 

 

 

 

 

Manage existing request page  
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Here you can receive updates on were your request is at. For more details, click the pencil icon.  
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To see our comments, click 'comments history' 
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