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How To Flag a Query on an Application

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.

1 Navigate to https://matrixscmlimited-tst2.outsystemsenterprise.com/MatrixScr
eening/Dashboard

https://www.teammatrix.com
https://matrixscmlimited-tst2.outsystemsenterprise.com/MatrixScreening/Dashboard
https://matrixscmlimited-tst2.outsystemsenterprise.com/MatrixScreening/Dashboard
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2 Click To Action from the Dashboard

3 Click the 'Our Ref' of the application you wish to flag a query on
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4 Click the 'Notes' tab
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5 Click Add Note

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
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11 A query flag will also be displayed in the application list view

12 To remove a query, click the 'Notes' tab again
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13 Click Add Note to add a new note
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14 Add a title

15 Enter the note content
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16 Click Save & remove query


