
Submit Colleagues’ 
Applications in DRS



Start screen
We've made some improvements to the DRS service, and you can now work on, 
and submit colleagues' applications. This guide walks you through the changes. 
Go to the start screen in DRS and select Saved applications to begin.



Finding and viewing applications
You have two new options. You can:
• Find application
• Filter applications

'Filter applications' defaults to 'My applications' (the other filter options are 
explained below).



Finding applications
To find an application you can search using the:
• Title number
• Address



Filtering applications
You can use the filter function to filter applications to see:
• Your own applications
• All applications in your business unit
• A specific colleague’s applications



Working with applications

If you filter applications to 'All', you will see all the 
applications currently saved in your business unit .

You can open your colleagues’ applications.

You can open, transfer or delete your own applications.



Opening colleagues’ applications
When you open a colleague’s application, you will see these options:
• Transfer to me and open the application
• Transfer to me and return to saved applications

When you transfer the application, you become the ‘owner’ and you can 
open, complete and submit it. If you return the application to your saved 
applications, you will then be able to open, transfer or delete it.



Transferring applications
The transfer function allows you to transfer an application that you own to a 
colleague .

Once transferred, the application will move to that colleague’s ‘Saved applications’ 
list and they will become the owner of that application.



Deleting applications
The delete function allows you to delete an application you have created.

You can also delete an application that you have transferred to yourself 
or which another colleague has transferred to you.



Notifications

Only one person can work on an application at the same time. You will get an 
error message if you try to edit an application that someone else has transferred 
to themselves and is working on.

When you transfer or delete an application, you will see a screen confirming 
that this has been completed successfully.

You will also receive an email confirming that you have deleted an application.

The colleague you transfer an application to will receive an email confirming 
that they are the new owner.

If you transfer a colleague's application to a different colleague, an email will be 
sent to the original owner to tell them that they no longer own that application.


