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How To Edit an Application

This guide provides a straightforward process for editing application details, ensuring
accuracy in candidate information. It outlines each step clearly, from accessing the
application to saving changes, making it easy for users to follow. By using this guide,
you can efficiently correct errors and track modifications, enhancing the overall
management of applications. It's an essential resource for anyone involved in
application processing.

1 Click To Action from the Dashboard

https://www.teammatrix.com
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2 Click on the 'Name' or 'Our Ref' of the application you require

3 Click the 'Details' tab to view all the information supplied by the candidate



Made with Scribe - https://scribehow.com 3

4 Click Edit against the section of the application you wish to amend

5 Amend the field that you require to change



Made with Scribe - https://scribehow.com 4

6 Click Save to confirm your changes

7 Any changes made to an application will appear in the 'History' tab
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8 Here you will be able to see who edited the application, the date and time they
did, and what field(s) they amended


