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How To Approve an Application

This guide provides a straightforward process for approving applications in Matrix
Screening, ensuring that users can efficiently navigate the approval workflow. It
highlights essential steps, such as filtering applications and verifying critical sections,
which are crucial for maintaining accuracy and compliance. By following this guide,
users can streamline their approval tasks and ensure timely processing, ultimately
enhancing productivity and reducing errors in application management.

1 Click To Action from the Dashboard
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2 If required, you can filter by applications awaiting approval by clicking Filters

3 Select 'Awaiting Approval' as the 'Application Status' filter
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4 Click Search

5 Click on the 'Name' or 'Our Ref' of the application you require
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6 Review the details of the application before approving. The main details can be
found on the 'Summary' and 'Details' tabs

7 Once you are happy to approve the application, click Approve
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8 A confirmation message will be displayed and the application status will change to
'Awaiting Authorisation'.

This means the application is now with the Registered Body for submission to the
DBS


