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This guide only applies for the whipped soap CPSRs as supplied by Stansfield’s 

. It is not appropriate for other products/product types.

Before you start make sure that you have:

• Formulation breakdown

• the name and details of a contact person for the National Poisons

Information Service, or Trading Standards, to get in touch with 

• who the ‘responsible person’ is

• An image of the product

 

PART 1 - SETUP 

1. Create an account  

Click on the link below: 

https://submit.cosmetic-product-notifications.service.gov.uk/ 

Click the white box on the blue bar.  
 

 

 

 

 

 

 

 

 

 

 

 

 

2. Fill in your full name and email address 

 

 

 

 

Click here 

https://submit.cosmetic-product-notifications.service.gov.uk/


 

Click on the link in your email 
 

3.  Fill in your mobile number and password 
 

 
 

 

4. Enter the code that has been sent to you.  

Press “I confirm”. Then click “Continue” on the next page.   

 



 
 

5. Do you have a current UK Cosmetic portal account? 

Click “No, I need to create an account”.  

 
 

 

6. Select the correct option for your business.  
 

 
 

 

 

 

 

 

 

 



 

7. Fill in the Responsible Person details.  

This must be a physical address that you can accept correspondence from. 

 

8. Fill in the Contact details for the Poison Centre. 

 

 

9. Your business is now on the portal. Please proceed to PART 2.  

  



PART 2 – UPLOADING A PRODUCT 

1. Click the “Add Cosmetics products” button. 

 
 

 

2. Click the correct selection for your business.  

 
 

  

Click here 



 

3. Click the correct selection for your business.  

 

 

4. Enter your product name as it is sold.  

If you update the product name, make sure that you update the portal.  

 

 

  



 

5. Enter the formulation/internal reference. 

This is useful if you need to search for your products at a later date.  

 
 

 

6. Is the product intended to be used on children under 3 years old?  

Select “No”. Bath bombs are not appropriate for children under the age of 3 

years old.  

 
 

  



 

7. Multi-item kits 

Select “No”. 

 
 

 

 

 

8. Upload your image of your product label.  

Upload an image/photo of the product label. This needs to be in the file format 

of PNG, JPG or PDF and will have to be 30MB or less in size.  



  
9. Is the product available in different shades? 

Click yes or no.  

 

 

 

 

 



10. If yes, list the shades the product are available in.  

 
 

11. What is the physical form of the product? 

Select “LiquidΗ.

  



12. What is the product contained in?  

Select, “A typical non-pressurised bottle, jar, sachet or other package.” 

 
13. Carcinogenic, mutagenic or reprotoxic substances 

Select “No”. 

 

  



14. Nano materials 

Select “No”.  

 

 

15. Product category 

Choose “Skin products”.  

 

  



Then choose “Skin cleansing products” 

 
Then select “Bath shower products” 

 



16. Choose how you want to upload the formulation. 

We have provided a list of ingredients and their concentration ranges to 

save you time. To use this select “List ingredients and their concentration 

range”. 

 
17. What is the pH range

You can select “The minimum pH is 3 or higher, and a maximum pH of 10 or 

lower”. The pH will be ~5.5.

 

 

  



 

18. Summary 

You will see a summary of your submission and when you scroll down you 

will see a green button, if everything is correct click accept and submit. 

You can save for uploading later, or upload now. You may also press 

“back” to go back through the process and correct your submission if you 

need to.  

 

 


