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How to Identify Duplicate Applicants in Beam

1 Click "View details" under the program you are reviewing
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2 Click on a case ID

3 A pop-out icon in the top right corner will appear next to the applicant's name. if a
potential duplicate is detected.
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4 Search for potential duplicate users under the "Applicants" tab in the sidebar.

5 Type the applicant's name or email address in to the search bar to find potential
matches.
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6 Navigate to the "Applicants" section and search for the user in question.

7 Click on a potential duplicate user to see the status of their previous application.

In this case, they have a different application under a different user that is already
Approved and paid.
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8 Since this user has already been approved for funding, the duplicate application
can be archived.

Click the three-dot menu on the case page.

9 Click "Change status or assignee"
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10 Click "Archive"

11 Click "Update".

This will remove the duplicate application from the cases table.


