How To Flag a Query on an Application r-nmatnx

Comtecting peaple To work

This guide provides a step-by-step process for flagging and resolving queries within
an application, ensuring users can efficiently manage and document issues. By
following these instructions, users can enhance their workflow, maintain clear
communication, and ensure that queries are properly tracked and resolved. It's an
essential resource for anyone looking to streamline their application management
tasks and improve overall productivity.
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2 Click To Action from the Dashboard
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3 Click the 'Our Ref' of the application you wish to flag a query on

& matrix Dashboard Applications Admin Reports

Dashboard > Applications

< Back to Dashboard
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This list contains all applications that have been submitted by the organisation and are awaiting
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Date Approved + Name % Oyrilef + Organisation % Status * Checks Required

) Org Ref: Photoltd
10 Sep 2025 Ellis Reeves 205REEVCEFA10 = Awaiting Authorisation DBS Standard/Enhanced
Group Ref: Photoltd
. Org Ref: Photoltd
08 5ep 2025 Tessa Hoke 700HCHE36D0F0 h Awaiting Authorisation DBS Standard/Enhanced
Group Ref: Photoltd
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4  Click the 'Notes' tab

@mgt[lx Dashboard Applications Admin Reports
Tecurity wakhdog

Dashboard » Applications > Ellis Reeves

¢ Back to Applications

The application is new ready to be authorised by a Countersignatory

g £lls Keeves E=

Created: 18 Aug 2025
Identity Check: 10 Sep 2025
Section Y: 10 Sep 2025
Approved: 10 Sep 2025

Summary Details | Notes 1 Documents History

Summary

Candidate Details

Candidate Name Ellis Reeves

Date Of Birth 13/08/1990
Reference 205REEVCEFAIO
Group Name Photo Ltd (Default)
Organisation Photo Ltd
Organisation Reference Photoltd
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5 Click Add Note

& matrix
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hboard > ications > Ellis R

< Back to Applications

o Ellis Reeves

Dashboard Applications Admin Reports

The application is now ready to be authorised by a Countersignatory

eitibene

Created: 18 Aug 2025
Identity Check: 10 Sep 2025
Section Y: 10 Sep 2025
Approved: 10 Sep 2025

Summary Details Decuments. History
Application Notes
No notes have been added to this S
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6  Enter the title of the query in the Title' field
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7 Enter the Note Type as 'Query'
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8  Enter the description of the query in the 'Note Content' section

9 Click Save
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10 The application will now display a Query icon

@Ifljgt[l)} Dashboard Applications Admin Reports
Tecurity wakhdog

Dashboard » Applications > Ellis Reeves

¢ Back to Applications

The application is new ready to be authorised by a Countersignatory

g £lls Keeves E=

Created: 18 Aug 2025
Identity Check: 10 Sep 2025
Section Y: 10 Sep 2025
Approved: 10 Sep 2025

Summary Details Notes Documents History

Application Notes

‘ Date Title Note Created By Query ‘
24 0ct 2025 - g cae
e Application Query This Is a query Demo Rb L w ‘
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11 A query flag will also be displayed in the application list view

& matrix Dashboard Applications Admin Reports
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Dashboard » Applications

< Back to Dashboard
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Search for Name or Reference
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12 Toremove a query, click the 'Notes' tab again

& matrix Duslibonrd  Applicetions: Adein Roports

o
Dashboard > Applications > Ellis Reeves
¢ Back to Applications

The application is now ready to be authorised by a Countersignatory

g Ells Keeves YT

Summary Details Notes Documents.

Created: 18 Aug 2025
Identity Check: 10 Sep 2025
Section Y: 10 Sep 2025
Approved: 10 Sep 2025

History

Summary

Candidate Details

Candidate Name Ellis Reeves

Date Of Birth 13/081990
Reference ‘205REEVCEFAIO
Group Name Photo Ltd (Default)
Organisation Photo Ltd
Organisation Reference Photoltd
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13 Click Add Note to add a new note

@mgt[|§ Dashboard Applications Admin Reports
Tecurity wetehadeg

Dashboard » Applications > Ellis Reeves

¢ Back to Applications

The application is new ready to be authorised by a Countersignatory
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Identity Check: 10 Sep 2025
Section Y: 10 Sep 2025
Approved: 10 Sep 2025
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Application Notes | Add Note +
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14 Add atitle
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15 Enter the note content
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16 Click Save & remove query
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