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Welcome to this handy mini guide! We're excited to help you navigate the process of 
editing an approved batch. Editing is necessary if there are significant changes since 
approval, such as the removal or addition of measures, changes in item costs, or a 
home dropping out of the batch. Note that you cannot add additional homes to an 
already approved batch; additional homes must be submitted in a new batch. //Let’s 
get started! 

1. Disclaimer 

All the screenshots in this user guide are taken from the DESNZ training 
environment. Since the system is still in development, there may be some 
differences to the screens you see in the live environment, and the data used is 
purely for demonstration purposes. 

https://app.guidde.com/playbooks/tWWvrWeSHJsoQnf5pPPdDP
https://app.guidde.com/playbooks/tWWvrWeSHJsoQnf5pPPdDP
https://app.guidde.com/share/playbooks/tWWvrWeSHJsoQnf5pPPdDP


 

2. Approved batches 

A reminder that to find approved batches, navigate to the batches tab, then 
approved. 

 

3. Click here 

Here is the record we are discussing. 



 

4. Click "Edit" 

Select it and Initiate the editing process. 

 

5. Click "Next" 

This action will create an entirely new version of the batch 



 

6. Click "Next" 

Continue to the following step. 

 

7. Click "Local Authority Batch Reference" 

Though the new version will be displayed on screen 



 

8. Update ref 

You have the option to update the reference to reflect this new version if you choose 
to do so. 

 

9. New Version Overview 

You'll see all the same pages and before pre- filled with the same data as before. 
The only new page is the one shown on screen called "New Version Overview", 
whereby you will need to provide a summary of changes made to this new version. 



 

10. Submit 

Fill in your reason, and submit for approval once more (if you are a Grant Recipient 
Lead), otherwise you'll submit for review. 

 

11. Approved batch 

Once approved, you'll find the new version replacing the old one in the approved list. 
// 



 

This concise mini guide is designed to assist you in navigating the process of editing 
an approved batch. Thank you for watching! 
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