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How to Countersign an Application

This guide provides a step-by-step process for countersigning an application,
ensuring that users can efficiently navigate the necessary platform. By following
these instructions, individuals can streamline their workflow and ensure compliance
with application protocols. It is particularly useful for those unfamiliar with the
system, as it simplifies a potentially complex task into manageable steps. Viewing this
guide will enhance your understanding and ability to complete the countersigning
process effectively.

1 Click To Action from the Dashboard
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2 Click the 'Our Ref' of the application you wish to countersign

3 If you wish to edit the details provided in Section Y, click Edit
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4 If you wish to view or edit the ID Check information, click Edit

5 Click the reference at the top of the screen to return to the application summary
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6 Click the 'Details' tab to view the information provided by the candidate
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7 Click Countersign when you are ready to countersign the application

8 The status of the application will now change to 'Queued for e-Transfer'
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9 Click Retract Countersign if you wish to retract the countersignatory
authorisation


