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Inbox 
1. Log in as either Registrant or Worker Screening Officer roles. Only these roles can view the 

inbox.  
• The Registrant role can view the inbox messages for the categories Provider registration 

and Worker Screening.  
• The Worker Screening Officer role can only view messages in the category Worker 

Screening 

2. To view the message, click Actions and select View. 
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3. Depending on the message type, there may be a button that allows you to navigate to the 
relevant page. You can also mark the message as unread if required. 

 

Inbox tips 

• You can search for a message by clicking Search 
• Messages can be filtered by read or unread by using the filter function at the top of the screen 
• Each column in the inbox can be sorted by clicking the column name 
• Depending on the message type, you can click Actions and select the option to navigate to the 

relevant page 
• A message status can be manually set to Read or back to Unread, with the following statuses set 

automatically by the system for worker messages: 
Completed - the task relating to this message has been done. 
Superseded - there is a more recent message about this topic. 
Expired - the message is no longer current or relevant. 

You will receive email notifications in your Inbox about your linked workers regarding:  

• New verification request 
• Worker's status has changed 
• Worker's application has been withdrawn or cancelled 

 
4. Process end.  


