How To Amend Default Admin Fees for

Organisations
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This guide provides a straightforward process for Registered Bodies to amend default
admin fees, ensuring that users can easily adjust their default service costs if needed.
By following the simple steps outlined, users can efficiently navigate the system and
implement changes without confusion. This resource is essential for maintaining
accurate financial management within the organization.

1 Click Admin in the toolbar

Bmati
vaﬁhboan{ (M) Matrix RB TST
Categories
539 e 76 e 271 e 78 e 5 e
All Awaiting With Org With Third Party In Progress Completed
Candidate

Copyright © 2025 Matrix

Made with Scribe - https://scribehow.com



https://www.teammatrix.com

2  Navigate to Services

& matrix

security watchdog

< Back

Adniin f'{qé (M) Matrix RB TST

Dashboard  Applications

Reports e Jordan Barton v

Registered body details

{ g Brand Settings

l [ @ Application Templates l

Comms Templates l

Integrations

{ @ Job Rales

‘ E’ Services

‘ g User Directory ‘

@ Organisations

Copyright @ 2025 Matrix Application Consent Form of Offend id DBS Code of Practice
1 ' . .
3  Inthe 'Our Fees' tab, click Edit
Admin Hub > Services
£ Back to Admin Hub
Lervices
Qur Fees Third Party Fees
u Disclosure & Barring Service (DBS) | | Edit & ||
Organisation DBS Basic Admin fee £5.00
Organisation DBS Standard Admin fee £10.00
Organisation DBS Enhanced Admin fee £10.00
Organisation DBS Enhanced Adult First Admin fee £2.00
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4 Amend the default admin fee required. These are the default admin fees applied
to new Organisations created

Our Fees Third Party Fees

: Disclosure & Barring Service (DBS)

® Why do we need this ...

Setting these fees allows all
organisations created to receive these
fees by default, so that these charges
can be passed to organisations for the
services they receive.

Organisation DBS Basic Admin fee *

| £ 500 | ]

Organisation DBS Standard Admin fee { £ 1000 ]

Organisation DBS Enhanced Admin fee * { £ 1000 ]

Organisation DBS Enhanced Adult First Admin fee [ £ 200 ]
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5 Click Save to confirm your changes
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Our Fees.

n Disclosure & Barring Service (DBS) Cancel ] E

Third Party Fees

() Why doweneed this...

Setting these fees allows all
organisations created to receive these
fees by default, so that these charges
can be passed to organisations for the
services they receive.

Organisation DBS Basic Admin fee * [

Organisation DBS Standard Admin fee * ‘

£ 1000 |
Organisation DBS Enhanced Admin fee ‘ — |
Organisation DBS Enhanced Adult First Admin fee * ‘
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6 Any existing Organisations created before this change, will not have their admin
fees changed. But any new Organisations created after this change, will inherit
these default fees, but can be amended if required
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i ® Service fees saved successfully

Admin Hub > Services

< Back to Admin Hub

Lervices

QOur Fees Third Party Fees

o Disclosure & Barring Service (DBS)

Organisation DBS Basic Admin fee £6.00
Organisation DBS Standard Admin fee £10.00
Organisation DBS Enhanced Admin fee £10.00
Organisation DBS Enhanced Adult First Admin fee £200
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