How To Download Candidate's Data to

XML
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This guide provides a straightforward process for downloading candidate data in XML
format, making it essential for users who receive a GDPR request from a data subject
wanting to be sent the data held on them. By following the simple steps outlined,
users can quickly access and export relevant data, streamlining their workflow.
Whether for recruitment or record-keeping, this guide ensures that users can easily
navigate the platform and obtain the necessary information with minimal hassle.

1 Click the Our Ref of the application you wish to download data from

& matrix

security watchdog

Al

Awaiting
Candidate

To Action J

Dashboard  Applications Admin Reports

H s J

With Third Party

T ‘

Completed ‘

The list below provides an overview of the status of all current applications within the system.
Completed DBS applications over 180 days old and Disclosure Scotland applications over 90 days
old have been automatically archived.

[ Q Search for Name or Reference
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Date Created 3 Name & OurRef + Organisation + Application Ref + Status & Checks Required &
OrgRef:
NewCompanyltd Awaiting DBS
11 Aug 2025 asas asasa 4742439200 Grovm et Standard/Enhanced
NewCompanylLtd
e
OrgRef:
asasa NewCompanyLtd Awaiting DBS
1 Aug 2025 i 3375D5DB0985Y Group Re: Standard/Enhanced
NewCompanylLtd
OrgRef:
NewCompanyLtd Awaiting DBS
1 Aug 2025 ashk settyK 611TESTTAES6C Group Rt Standard/Enhanced
NewCompanylLtd
Org Ref:
asasa NewCompanyLtd Awaiting DBS
1 Aug 2025 s 511ASASSASE17 oo Fef Standard/Enhanced
NewCompanyLtd
Org Ref:
NewCompanyLtd Awaiting DBS
1 Aug 2025 sasa asasa 341PF33E38 o Rek Standard/Enhanced
NewCompanylLtd
Org Ref:
ash test NewCompanyLtd Awaiting DBS
NewCompanyLtd
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Click the Details tab
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Details

Created: 11 Aug 2025

Summary Notes Documents Histary
Summary
Candidate Details
Candidate Name asas asasa
Date Of Birth 01/08/2000
Reference 4742439200

Group Name
Organisation
Position Applied For

Consent Date

Click the Download Data button at the top of the page
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New Company Ltd (Default)
New Company Ltd
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11 Aug 2025 - 15:37:02
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Created: 11 Aug 2025

Summary Details Notes Documents History

Details E mj

Personal Information

Gender at Birth Female

Title Mr

How would you describe your gender? Female

Forename asas

Do you have any middle names? No

Surname asasa

Date of Birth 1 Aug 2000

Do you have a valid passport? No

Do you hold a valid UK driving licence? No

Do you have a valid National Insurance number? No
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4 Click the Yes, confirm button to confirm you wish to download the candidate's

data

Are you sure you wish to Download this
candidate's personal data?
In doing so you are legally responsible For
handling the individual's data securely after

downloading.

No, go back

5 The candidate's personal data will be downloaded in XML format and will appear
in your browser's downloads
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6 Anytime a user downloads a candidate's data, it will appear in the History tab of
their application
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Created: 11 Aug 2025

Summary Details Notes Documents History

Details | DownloadData <3?

Personal Information

Gender at Birth Female
Title Mr

How would you describe your gender? Fernale
Forename asas

Do you have any middle names? No
Surname asasa

Date of Birth 1Aug 2000
Do you have a valid passport? No

Do you hold a valid UK driving licence? No

Do you have a valid National Insurance number? No
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