
How to use the Application dashboard 
and Draft dashboard



Dashboard

The application dashboard is broken down into 3 main columns:

• Submitted applications – All application submitted and yet to be authorised
• Approved applications – Authorised applications
• Expired applications – Applications that have past its end date.

As long as the number is greater than 0, you can click on a respective number to 
show more details (refer to next page).

The pending payment tab shows all applications that 
require payment to be made before it can be submitted.

The Draft dashboard shows all applications that are still in a draft state and 
yet to be submitted. Click on the arrow button under ‘Actions’ column to 
edit or delete these applications.



Application Dashboard -
Submitted

The status of applications will be displayed in the Status 
column. The current statuses for an application is: Submitted, 
In review, Waiting for details, On hold or PO Review required.
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Clicking on the Application reference number will show you all the related 
documents for that application. These can be:
Submitted PDF, Tax Invoice (if payment is made), Authorised PDF and all the 
documents attached as part of the application submission.
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