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1.1. Completing the Update Document task 

This user guide will show you how to complete the “Update Document” task. 
 
Click onto “Home” which is located on the top right-hand side of LCS and this will 
automatically take you to your LCS work tray. Within your work tray, you will see the 
“Please do the FGC Plan” task – please click on it. 
 

 

 
 
 
This will take you to the FGC Plan which is located within the FGC Pathway. Please click 
onto the “FGC Plan” 
 

 
 
 
 
 

[Grab your 
reader’s 
attention with a 
great quote from 
the document or 
use this space to 
emphasize a key 
point. To place 
this text box 
anywhere on the 
page, just drag 
it.] 

[Grab your reader’s attention with a great quote from the document 
or use this space to emphasize a key point. To place this text box 
anywhere on the page, just drag it.] 
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Now that you’re in the form, you will need to ensure that the family have agreed to work 
with the plan you have written. Once this has been done, you can “Export Document”.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Once you’ve clicked onto “Export Document” you will see the page below. Please add the 
date, select the category, the type, add any notes and “Create”. 
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After you’ve completed the above, there will be an “Update Document” task in your work 
tray – please click into it. 
 

 
If the family don’t agree with the plan after you’ve completed it, you do have the option to 
amend this. 
 
Firstly, “Download Document” and open on Word, you will then be able to update the plan 
and save to your laptop. “Delete Draft Document” to remove the previous version “Upload 
Document: Browse” and attach the revised plan. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once the above has been completed, please “Complete Document” 
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