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Client Guide: Viewing and Managing Applications




Applicant List

To view an application, you must first locate the application you wish to access.
Navigate to the Applicant List to view a live list of all applications available to you.
Applications that have been recently accessed or created will appear towards the
top of the list, as applications are displayed in date and time order.
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Searching for an Appliction:
The easiest way to find a specific application is to use the search bar. Search using:
e Applicant name
e Email address
o E-reference number
You can also use the available search and filter options to narrow down the list of
applications. For example, you can filter applications based on their status or tag.
Using these options can help you quickly identify the applications needing review.

Viewing an Application:
Once you have located the application you wish to view, click on the application.
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This allows you to review the applicant's information and track the progress of their
application from one place.
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Viewing an Application

Viewing and Tracking DBS Information:
Where a DBS check has been requested, you can view and track the DBS directly from
the applicant's application. The DBS section allows you to see the current stage of
the check and the date on which the application moved to that stage. Information
relating to the DBS can also be viewed within the Applicant Status Information,
including:

e DBS E-reference number

e DBSresult

e DBS status
This provides a clear overview of the progress and outcome of the applicant's DBS

check.
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Viewing the Audit Log:
At the bottom of the application page, you will find the Audit Log.
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The audit log provides a record of updates and activity relating to the application,
allowing you to track changes and follow the application's history.

You can also add your own comments to the audit log where required. This can be useful
for recording additional information, notes, or actions taken in relation to the
application.
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