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How To Add a New Organisation

This guide provides a step-by-step process for adding a new organizsation in the
Matrix Screening system, making it essential for users who need to manage
organisational data efficiently. By following these instructions, users can ensure
accurate entry of vital information, streamline administrative tasks, and maintain
up-to-date records. It's a valuable resource for anyone involved in organisational
management or administration within the platform.

1 Click Admin in the toolbar

https://www.teammatrix.com
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2 Navigate to Organisations

3 Click Add new Organisation
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4 Enter the name of the Organisation in the Organisation Name field. If you know
the Organisation's CRN, entering this in the CRN field will pre-populate
information for you

5 Enter the legal name of the Organisation into the Legal Name field
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6 The Organisation Reference will be automatically created, but this can be
amended if required

7 Select the Organisation sector from the Sector field drop-down list
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8 Enter the Organisation address into the Address field

9 Click Add new contact to enter the primary contact for the Organisation
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10 Enter the name and email address of the primary contact
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11 Click Save

12 If you would like the primary contact to receive an automated email every time an
application is created under their Organisation, this field can be changed to 'Yes'
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13 The Admin Fees for this organisation will be automatically populated based on
default fees configured in your environment. If they need to be different for this
Organisation, these can be changed
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14 Click Save & Continue

15 You will now be redirected to the 'Personalisation' tab.

Click Edit to amend the values in this section
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16 From within the 'Personalisation' tab you can specify whether applications created
under this Organisation should use preset job roles or not, and whether Section Y
values should be defaulted
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17 If you process Basic, Standard and Enhanced DBS checks, you can specify which
types this Organisation can invite their candidates to submit by using these
toggles
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18 The automated emails that this Organisation's candidates and users receive, will
be automatically inherited from your default Comms Templates list.

If this Organisation requires bespoke templates specific to them, the default
templates can be amended by clicking the Settings icon
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19 From here, you can edit the template to contain bespoke wording that will just
apply to candidates and users of this Organisation

20 Specify how many chases to submit their application, candidates belonging to this
Organisation should receive by selecting a number in the Number of Invite
Chases field
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21 Now specify the frequency of those chases by selecting a value in the Invite
Chase Frequency field.

This will configure the time in days between each chase email that the candidate
will receive
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22 Click Save

23 The Organisation has now been saved as a draft status, ready to be activated
when required.

Please refer to our guide 'How to create Groups within an Organisation' to learn
how to split an Organisation into multiple departments/branches


