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1. General Users 
 
1.1 Who can register for a BASYS account? 
 
Other than the Accountant in Bankruptcy, only Money Adviser and Trustee users can 
currently access the BASYS system. However, creditor and debtor users will be able 
to access the BASYS system in the future once further development work has been 
completed. 
 
1.2 How do I register for a BASYS account? 
 
There are a couple of ways this can be done. It can either be done by your 
organisation’s Super User or by registering from the BASYS login page. 
 
Every organisation has a BASYS Super User appointed and they will be able to set 
up new users for their organisation. Once the Super User has created a new BASYS 
account, they should tell you what your username is. BASYS will also send you an 
email to create a password for the account and once this has been done you will be 
able to access BASYS. 
 
Alternatively, you can register at the BASYS login page by: 
 
i) selecting the ‘register’ button, 
ii) completing the form (including a username and password), and 
iii) selecting the ‘register’ button again to send the request.  
 
The request is sent to an authorisation queue which can be authorised by your 
organisation’s Super User. 
 
If you are having trouble registering for BASYS or your Super User is not available 
you can contact a member of the Efficiencies & Technology Team on 0300 200 
2660. 
 
1.3 I don’t know who our Super User is? 
 
There should be a Super User appointed in your organisation if you don’t know who 
this is then you should ask your manager. 
 
If your manager is unsure who this is or believes there is no Super User appointed 
within the organisation then your manager can contact a member of the Efficiencies 
& Technology Team on 0300 200 2600. 
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1.4 I cannot login in to the system? 
 
If you are certain you have used the correct login details then it is likely that you are 
locked out of your account. Your BASYS user account locks after 3 unsuccessful 
password attempts.  
 
Resetting your password will not unlock your account. However, we recommend that 
users reset their password once their account has been unlocked unless they have 
just done this in which case the new password will be valid once the account is 
unlocked. 
 
To unlock your account you should contact the BASYS Super User within your 
organisation and they can unlock your account.  If your Super User is not available 
you can contact a member of the Efficiencies & Technology Team on 0300 200 2660 
for assistance. 
 
1.5 How do I reset my password? 
 
A user can reset their password from the BASYS login page by selecting the 
‘Forgotten Password’ link. The user must enter their username, email and then click 
on the ‘Request Password Reset’ button to confirm the details. The user should then 
close any open BASYS browsers. 
 
A password reset email will be sent to the email address registered to your user 
account. Click on the password reset link in the email, enter your new password 
twice and select the ‘Reset Password’ button. 
 
You should now be able to login to BASYS with your new password. If you are still 
having trouble logging in see 1.4. 
 
1.6 What are the BASYS password requirements? 
 
Your BASYS password must be: 
 
i) At least 10 characters in length 
ii) Contain an upper and lower case letter 
iii) Contain a number, and 
iv) Contain a character e.g. a full stop or dash. 
 
1.7 I have not received my password reset email? 
 
In most cases password reset emails should be received within seconds, however, 
sometimes it can take a few minutes if, for example, networks are running slower 
than usual. You should also check your junk folder. If you have not received the 
password reset email after a few minutes please try again. 
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If you still have not received the password reset email it may be that the correct 
email is not registered to your account. Normally users can update their own details 
but in this instance your Super User can check and update it for you if necessary. If 
your Super User is not available you can contact a member of the Efficiencies & 
Technology Team on 0300 200 2660 for assistance. 
 
1.8 How do I update my details on BASYS? 
 
Users are able to update their own contact details on BASYS. Login to BASYS and 
click on the top right where it tells you that you are ‘Signed in as…’ and a menu will 
appear. Select the first option ‘My Details’ which allows you to view your user details. 
From this screen, you can click on either the ‘Change Password’ link or ‘Update User 
Details’ link which will allow you to update your name, telephone numbers, email and 
email preferences. You must always select the Update button again to save the 
changes.  
 
1.9 How do I change my password before it expires? 
 
You can change your password at any time not just when BASYS prompts you to. 
For example, you may wish to do this if you think someone has learned your 
password. To do this you just need to follow the steps at 1.8. 
 
1.10 Should I allow my browser to save my password? 
 
Some browsers, e.g. eDGE or Internet Explorer, offer you an option to save your 
BASYS password so that it auto-fills your password when you type in your 
username. We recommend that you do not do this as it means you are less likely to 
forget your password and makes changing your password simpler. 
 
If, however, you do allow your browser to save your password you need to ensure 
you update it again whenever you change your password. Each browser works 
differently so you should refer to them for full instructions but generally you can do 
this the first time you log in after changing your password by overtyping the auto-
filled password and saving these changes. 
 
1.11 How do I update my organisations address? 
 
The Super User in your organisation is able to update your organisation’s address. If 
you are not sure who the Super User in your organisation is see 1.3 above. 
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1.12 How do I register for the CFT? 
 
To access the CFT you simply use the same username and password that you use 
for BASYS. If you do not have a BASYS user account then see 1.2 above to learn 
how you can get set up with one.  
 
If you do have a BASYS account but cannot access the CFT try logging into BASYS 
first. If you are also unable to log in to BASYS it may be that your password is 
incorrect and you should try resetting your password, see 1.5 above for details on 
how to do this.  
 
If you are able to log in to BASYS but cannot log in to the CFT then please contact a 
member of the Efficiencies & Technology Team on 0300 200 2660 for assistance. 
 
1.13 Can I get access to the BASYS training site? 
 
Yes, you can access the BASYS training site via the following link: 
 
https://basys.aib.gov.uk/Training/Security/Session/Login?reason=NewSession 
 
A new account can be set up much in the same way as the live BASYS system 
account is set up. Your Super User can create a new BASYS account for you and 
they should tell you what your username is once they have done this. BASYS 
training will send you an email to create a password for the account and once this 
has been done you will be able to access BASYS training. 
 
If you are having trouble registering for BASYS or your Super User is not available 
you can contact a member of the Efficiencies & Technology Team on 0300 200 2660 
for assistance. 
 
1.14 How do I get a draft application deleted from BASYS? 
 
To get a draft application deleted from the system you must request this in an email 
to the Efficiencies & Technology Team at basysenquiries@aib.gov.uk. Alternatively, 
you can contact a member of the Efficiencies & Technology Team on 0300 200 2660 
for assistance. 
 
1.15 How do I get a copy of my discharge certificate? 
 
Eventually debtor users will be given access to BASYS to view their discharge 
certificate but until then you should contact your Trustee to obtain a copy of this. 
 
 
 
 

https://basys.aib.gov.uk/Training/Security/Session/Login?reason=NewSession
mailto:basysenquiries@aib.gov.uk
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2. Super Users 
 
2.1 How do I become a Super User? 
 
Only one person within an organisation can be appointed as a Super User for 
security reasons. You can register to be a Super User for your organisation by 
contacting a member of the Efficiencies & Technology Team on 0300 200 2660. 
 
Also, if your current Super User is going to be unavailable for an extended period of 
time e.g. long-term absence then you may nominate a replacement for that period of 
time. The existing Super User can update this permission for the nominated user but 
then the newly nominated Super User must immediately remove this permission 
from the Super User they are replacing. If the existing Super User is not available to 
do this then you can contact a member of the Efficiencies & Technology Team on 
0300 200 2660 for assistance. 
 
2.2 How do I register a user for BASYS? 
 
Once you have logged into to BASYS, on the top tab select Maintenance then Users. 
This directs you to a Maintain Users screen which has a search facility at the top and 
then a list of all users in your organisation registered on BASYS. At the bottom of this 
screen (below the list of users) select the link for Add New User, then: 
i) Fill out the new users details, 
ii) Assign the correct role for that user, 
iii) Create a username for them, and 
iv) Select create to create the new user account. 
 
You should tell the new user what their username is and advise that they will receive 
an email to create a password for their new account and once they’ve done this 
they’ll be able to access BASYS. 
 
If you are having trouble registering users for BASYS then you can contact a 
member of the Efficiencies & Technology Team on 0300 200 2660 for assistance. 
 
2.3 How do I authorise a user account request? 
 
When you login to BASYS you will see a link on the homepage for User Account 
Request Search, select this and it will take you to a search page. You can either 
search by entering some criteria, e.g. a name, or you can do a blank search which 
will show you all outstanding requests for your organisation. 
 
When you select an individual user request for authorisation it will give you an option 
to refuse or approve the request as you deem appropriate. Once a request has been 
authorised, the user will be able to log in with the username and password they 
created when they completed the user account registration. 
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2.4 How do I unlock a user account? 
 
Once you have logged into to BASYS, on the top tab select ‘Maintenance’ then 
‘Users’. This directs you to a ‘Maintain Users’ screen which has a search facility at 
the top followed by a list of all users in your organisation registered on BASYS. You 
can search for the user account you wish to unlock if you have numerous BASYS 
users in your organisation. Select the relevant username and then select the 
‘Update’ link at the bottom of the screen you are directed to. Near the bottom of the 
next screen you will see an ‘Account Locked’ field and this will be set to Yes if the 
user account is locked. You simply change this to No and select the ‘Update’ button 
to unlock the user account. 
 
You should recommend that the user resets their password if they have not already 
done so. If they have already reset their password after locking their account then 
this is the password they should use to access BASYS. If they have another failed 
login attempt after this you will need to unlock their account again and instruct them 
to reset their password again. 
 
 
2.5 How do I update user account details? 
 
You can update a user’s account details e.g. an email address by logging in to 
BASYS and, on the top tab, selecting ‘Maintenance’ then ‘Users’. This directs you to 
a Maintain Users screen which has a search facility at the top followed by a list of all 
users in your organisation that are registered on BASYS. You can search for the 
user account you wish to update if you have numerous BASYS users in your 
organisation. Select the relevant username and then select the ‘Update’ link at the 
bottom of the next screen. You will now be able to update the users details as 
required after which you must select the Update button to save those changes. 
 
If you are having trouble updating a  BASYS user account then you can contact a 
member of the Efficiencies & Technology Team on 0300 200 2660 for assistance. 
 
2.6 How do I delete a BASYS user account? 
 
The onus on maintaining users sits with the organisation’s Super User because they 
are mostly likely to be aware of the current staffing situation within their organisation. 
If a user leaves your organisation you must ensure that they are deleted from the 
BASYS system on the date which they leave the organisation for security purposes. 
 
You can delete a user account by logging in to BASYS and, on the top tab, selecting 
Maintenance then Users. This directs you to a Maintain Users screen which has a 
search facility at the top followed by a list of all users in your organisation registered 
on BASYS. You can search for the user account you wish to update if you have 
numerous BASYS users in your organisation.  
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Once you have located the user, select the relevant username and then select the 
Delete link at the bottom of the next screen. BASYS will ask if you ‘are sure you want 
to delete the user’ in case this was selected in error so you must select the Delete 
button again to complete this action. 
 
If you are having trouble deleting a  BASYS user account then you can contact a 
member of the Efficiencies & Technology Team on 0300 200 2660 for assistance. 
 


