
Debt Arrangement Scheme Hub – DASH 

System User Guide – Public Money Advisers 

Separate Guides Available for: 

 New Cases

 Variations and Revocations

All other areas are covered by this guide. 

https://www.aib.gov.uk/public-money-adviser-new-cases-decision-guide
https://www.aib.gov.uk/public-money-adviser-variations-and-revocations-guide
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1. Introduction 

 

DAS is a government-run debt management tool which allows debtors to repay their 
debts through a Debt Payment Programme (DPP).  The DPP allows debtors to pay 
off their debts over an extended period of time while giving them protection from 
creditors taking action against them to recover the debt in the DPP.  The DPP can 
last for any reasonable length of time.  If approved, a DPP will freeze all interest, 
fees and charges on the debt included.  
 
The parties in the DPP are: 

 The debtor 

 The creditor(s) 

 The Money Adviser (called Continuing Money Adviser if administering the 
case throughout the programme) 

 The Payments Distributor 

 The DAS Administrator. 
 
Business DAS relates to a legal person, a trust; or an unincorporated body of 
persons.  A legal person is defined as; a partnership, a limited partnership or a 
corporate body (other than a company registered under the Companies Act 2006). 
 
Business DAS will be a clerical process only (unless otherwise advised).  All 

correspondence must be by sent by postal service or email where applicable. (Separate 

Guidance available for Business DAS processes). 

This User Guide is aimed at Money Advisers in the public sector.  Each Money 
Advice organisation should have one or two users who are Managers, who have 
responsibility for giving their colleagues General User or Read Only User rights in 
DASH.  This guidance is aimed at General Users and Managers.   
 
This User Guide is a manual for DASH, not a comprehensive guide to all 
responsibilities of DAS Money Advisers. This guide should be read in conjunction 
with the DAS Guidance for Money Advisers which can be downloaded here: 
https://www.aib.gov.uk/guidance-das-money-advisers 

 
  

https://www.aib.gov.uk/guidance-das-money-advisers
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2. Access to DASH 
 
Access to the DASH portal can be found at: https://www.aib.gov.uk/: 
 

 
 
2.1 Logging In 
 
Once you select login, the DASH portal will open up: 
 

 
 
Enter your user name and password which your manager has given to you.  
The first time you log in, you will be asked to change your password. 
 
For security reasons, the password you choose must be ‘strong’ – that is, it must be 
between 10 and 32 characters in length and must contain at least three of the 
following four types of character:- 
 

 English lowercase characters (a-z) 

 English uppercase characters (A-Z) 

 numerals (0-9) 

 non-alphanumeric characters (character other than a-z, A-Z, 0-9) 
 
Do not give your login details to anyone else. If any of your colleagues need to 
use DASH, ask your Manager to give them their own login details. 
 
2.2. Data Protection screen: 
 

 After logging in you will be met with the data protection screen: 
 

https://www.aib.gov.uk/
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 If you are logging in for the first time, please ensure that you have read and are 

fully aware of the data protection policy. 
 

 In future, please ensure that you tick the agree button as above and continue. 

 You will not be logged in if you do not agree to the terms. 
 
2.3. Automatic Log Off 
 
You will automatically be logged out in the following situations: 
 

 When there has been a period of inactivity.  This period will be set by the 
system manager/administrator. 

 After three unsuccessful login attempts.  If this happens, your Manager can 
unlock your account.  

 
2.4. For Managers 
 
As a Manager, you are the responsible account holder for DASH in your 
organisation.  You are responsible for managing the accounts of your colleagues 
who use DASH.  You should use DASH regularly and this should ensure that you 
remain familiar with your username and password.  However if you do forget your 
login details, you will have to contact the DAS Administrator to unlock your account. 
 
 

3. Managing User accounts – For Managers 
 
As a Manager you are responsible for giving user names and passwords to your 
colleagues, and giving them the relevant permission levels: 
 

 General User – can edit cases.  For Money Advisers who set up Debt 
Payment Programmes on behalf of debtors. 

 Read Only user – can only view cases, not edit them.  For colleagues who 
are only required to look up information, not amend it. 

 
You will also be responsible for unlocking accounts if any of your colleagues forget 
their login details.  If you forget your own login details you need to contact the DAS 
Administrator.  
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Do not allow your users to share login details. This is a security risk, and it 
also makes it difficult for the other parties in a case to know who has carried 
out a particular action on the case.  
 
3.1. Adding Users 
 

 Log into DASH 

 Select Admin from the Menu on the left hand side 

 Click on Your Users: 
 

 
 

 Any user in your organisation will be listed here: 

 
 

 To add a new user, click Add New: 

 
 



DASH                                                                    System User Guide – Public Money Advisers 

 
 

Page | 8  
 

The following fields require to be completed: 

 
 

 Select the arrow in User Group field so see all categories of users: 
 

 
 
Each group has different permissions.  If your user is required to edit cases, add 
them as a General User.   
 

 Complete all mandatory fields (marked with an asterisk). 

 The password expiry date should be set to the same date you set up the user.  
Leave this as it is, so that the system will force the new user to change their 
password the first time that they log in. 

 Ensure that the Unsuccessful Logon Attempts is showing ‘0’. 

 Ensure the Locked and Inactive boxes are both unchecked, or your user will 
be unable to log in to DASH. 

 Once all details are completed, click Save: 

 
 
3.2. Workload Summary Configuration 
 
Any Manager User can change the work lists available to all of their users in the 
Workload Summary. 
 

 To configure this, the manager should select Admin from the menu and then 
select Your Users: 
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 Then select the user you wish to make changes to by selecting Edit beside 
their name, this will open the user details, where a ‘Dashboard’ tab is visible: 

 

 
 
In the Dashboard tab, click Add New, the Dashboard list contain all the work lists 
available to users: 
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 Select the work list you want to add or remove then tick to either ‘Append To 
Dashboard’ or ‘Remove From Dashboard’  and save. 

 
Repeat until the user has only the specific queues they require on their dashboard 
homepage. 
 
 
3.3. Making Users Inactive 
 
If a user is going to be away on extended leave, make their account inactive so it 
cannot be accessed.  
 
To do this: 

 Log in to DASH 

 Click on Admin then Your Users: 

 
 

 Click on Edit beside the user that you wish to make inactive. 

 Check the box marked ‘Inactive’ 
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 Then Save. 
 
The user will no longer be able to access this account until you uncheck the ‘Inactive’ 
box and save again. 
 
 
3.4. Deleting User Accounts 
 
If a user has left your organisation altogether, and has not ever made any changes 
to cases on DASH then delete their user account from DASH. 
 

 Log in to DASH 

 Click on Admin then Your Users: 

 
 

 Click on Delete beside the user you are wanting to remove from your user list. 

 Click Confirm Delete (or Cancel Delete if you do not wish to delete the user) 
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When you have clicked Confirm Delete, DASH will display the message ‘Record 
deleted’.   
 
The user will no longer appear in your user list.  
 
However, sometimes when a user is associated with open cases, DASH will not 
allow for the user to be deleted, an error message will appear to advise you of this.  
If this happens, make the user inactive by selecting the appropriate boxes and then 
save: 

 
 
3.5. Unlocking User Accounts 
 
If one of your colleagues makes three unsuccessful logon attempts, they will be 
locked out of their account.  To unlock their account:  
 

 Log in to DASH 

 Click on Admin then Your Users: 
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 Click on Edit beside the user you are wanting to unlock. 
 
 

 
 

 The number in the ‘Unsuccessful Logon Attempts’ would be showing as 3. 
Change this  to 0 (zero). 

 Uncheck the ‘Locked’ check box. 

 Save 
 
 
3.6. Resetting usernames and passwords 
 
Usernames are initially generated by DASH.  Manager users can amend these if 
they wish.  If a user has forgotten their username, you can view these by going to 
Admin>Your Users.  You will not be able to view your users’ passwords, only their 
usernames.  If a user has forgotten their password, you can reset it for them as 
follows: 

 Log in to DASH 

 Click on Admin then Your Users: 
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 Find the user whose password you want to reset, and click ‘Edit’ 

 Type a new password into the ‘Password’ field 

 Re-type the password into the ‘Password Confirmation’ field 

 Set the password expiry date to today’s date.  This will force your colleague 
to set a new password the first time he or she logs in.  

 
If the chosen password does not meet the set criteria, you will receive the following 
error: 

 
 

 Then Save. 
 

4. The Dashboard 
 
When you have logged in, you will see your personal dashboard/welcome screen: 
 
 

 

A 

B 

C 

D 

E 
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Figure 1 

This is your starting point in DASH.  The dashboard is organised into several 
sections: 
A – The Header 
B – The Crumb Trail 
C – Messages from the Administrator 
D – The Menu 
E –Quick search 

These sections are described in more detail below. 

4.1. The Header 

The header is the topmost part of the webpage.  This header stays the same no 
matter what page you are viewing on DASH. 

At the top right of the screen are some useful controls and links:- 

 Font sizing (to improve accessibility for people with sight problems)

 Help – AiB have provided downloadable help files which you can access 
from this link.  The help files are context-sensitive.  That is, the help files you 
see when you click the link will be directly relevant to whatever DASH page 
you were on when you clicked it.  AiB will add more help files as required 
and will post a message on the welcome screen when new files are added.

 A ‘Contact Us’ link which gives contact details for the DAS Helpline (0300 
200 2770 or das@aib.gov.uk). 

4.2. The Crumb Trail 

The crumb trail is a series of links which allow you to trace your steps through the 
pages which led you to where you currently are.  For example, if you open a live 
case record then open the Debt Payment Programme list for that case, the crumb 
trail will display the following links:- 

Clicking on any of the previous links will take you back to that page. 

Remember to click SAVE before you click on a previous link. Otherwise you 
will lose any changes you have made. 

4.3. System Messages from the DAS Administrator 

An example of your home page when there are system messages from the DAS 
Administrator: 
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Any current messages from the DAS Administrator will be displayed on the home 
page.  These messages are directed to all users of DASH, and will usually be about 
changes to DASH or DAS processes.  
 
It is recommended to check these posts on a regular basis for updates. 
 
4.4. The Menu 
 
At the left hand side of the page is a menu which contains links to specific types of 
information in DASH, for example Cases, Workload, Admin and Site Info. 
 
The best way to learn what is contained within each group is to explore.  Clicking on 
a menu group will expand the sub menu items. Clicking on a menu item will load the 
relevant page into the main working area in DASH. 

 
This is the view that a Public Money Adviser will see: 

 

 Home 

 Home 

 Logout 

 Maintain Your Details 
 

 Live Workload 

 Workload Summary (Items requiring your attention) 

 Draft cases (Any case with the status of Draft or Awaiting Debt 
Confirmation) 

 Live Cases (All cases with the status of Live) 

 Awaiting Creditor Reponses (For cases awaiting debt confirmation 
and a response from a creditor to a proposal) 
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 Awaiting FR Test (Any case with a Fair and Reasonable Test 
outstanding) 

 Under Appeal (Any case where an appeal has been lodged with the 
Sheriff and the outcome has not been received) 

 Revocation Requests (For any case where there is a revocation 
request outstanding) 

 Variation Requests (For any case where there is a variation request 
outstanding) 

 Case Making Payments (Any Live case where payments have 
started) 

 Cases on Payment Break (Any case on a payment break) 

 Missed payments (Any case where there has been a payment 
recorded as missed) 

 Completed DPPs To Be Stopped (For cases that have been 
completed but not yet closed) 
 

 Cases 

 All Cases (Draft, Awaiting Debt Confirmation, Live, Rejected, 
Revoked, Completed and Withdrawn Cases prior to the case being 
archived/destroyed) 

 Live Cases (All cases with the status of Live) 

 Single Debt cases (Any case with only one debt) 

 Closed Cases (Cases that have been completed) 

 Cases Within Revocation Consultation Period (Any case where the 
revocation request has been accepted and the proposal letters 
issued within 28 days) 

 Revoked Cases (All revoked cases that have not been archived) 

 Cases with Missed Payments (All cases where a payment has been 
marked at missed) 

 

 Organisations 

 Major Creditors 
 

 Reports (only Managers will see this section) 
o Money Adviser DPP Status 

 

 Admin (only Managers will see this section) 

 Your Users 

 Your Organisation 

 Case Import Audit Trail 
 

 Site Info 

 Site Map 

 Accessibility 

 Copyright 

 Contact Us 
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4.5. The Home Section 
 
The Home section contains the following links: 
 

 Home, which always brings you back to your main dashboard 

 Log Out, which you need to do when you have completed all work in a 
session on DASH.  

 Maintain Your Details 
 
If you select Maintain your Details from the Home Menu, you will see the following: 

 

 
 
4.5.1. Change Your Password 
 
You will be directed to do this the first time you log in. You can change your 
password again at any time using this section: 
 

 
 
Type your chosen new password in the New Password field.  Re-type it again in the 
‘Password confirmation’ field.  
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 Remember to follow the criteria for a 

.   
 

If the chosen password does not meet the set criteria, you will receive the following 
error: 

 
 

 Remember to click Save. 
 
Your new password is now set.  
 
 
4.5.2. Set You Favourite Screen Text Size 
 
There are two ways of changing the text size in DASH.  You can adjust the current 
text size at any time by using the controls in the Header: 

   
 
However the next time you open DASH, the text size will revert back to the default. 
 
If you want to change the text size and have it stay that way until you decide to 
change it again, you need to change the default text size.  Within Maintain Your 
details, you will see the Set Your Favoured Screen Text Size field:   

 
 
You have three options: Normal, Large, Largest (note, if you change the font size in 
the Header, you also have the option of extra small text, but you cannot make the 
default text size extra small).   
 
Remember to click Save. 
 
You will then need to log out then back in again. Your new default text size will now 
be set.  
 
4.5.3 Update Your Contact Details 
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Within Maintain Your Details, your email address and telephone number are listed: 
 

 
 
You can update these at any time.  Your contact details are used in system 
generated letters so it is important to keep these up to date. 
 
Remember to click Save after any update. 
 
4.6. The Live Workload Section 
 
The Live Workload Section contains the following links: 

 Workload Summary – for all items requiring your attention 

 Draft Cases – for all cases with the status of Draft or Awaiting Debt 
Confirmation.  A case can only have the status of Draft up to 120 days after 
creation before it is deleted from the system.  Deleted cases can not be 
recovered. 

 Live Cases – for all cases with the status of Live 

 Awaiting Creditor Response – for any case awaiting debt confirmation from a 
creditor or a response to the payment programme. 

 Awaiting FR Test – for any case awaiting the DAS Administrator making a 
decision on the DPP. 

 Under Appeal – for any case where an appeal to the Sheriff is ongoing. 

 Revocation Requests – for all cases where there has been a revocation 
requested but not yet processed by the DAS Administration team. 

 Variation Requests – for any case where there has been a variation proposed 
but not yet actioned by the DAS Administration Team. 

 Cases Making Payments – for all cases where the Payments Distributor (PD) 
has activated the debt payment programme (DPP) 

 Cases on a Payment Break – for any case where a variation for a payment 
break has been approved. 

 Missed Payments – for any case that has had a payment recorded as being 
missed by the PD. 

 Completed DPPs to Stop – for all cases where the DPP has been fully repaid 
and the case is waiting for the PD to de-activate the DPP. 

 
4.6.1 Workload Summary 
 
To find ‘Items requiring your attention’, click on ‘Live Workload’ from the menu on the 
left and then ‘Workload summary’: 
 
This will open all items requiring your attention. 
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For example, within the ‘Creditor Debt Response’ section, you will find the work lists 
relating to debt confirmation.   
 
Each individual item on the home screen is a hyperlink to the work list containing the 
information.  So, by clicking on the link for ‘Rejected Debt Figures Records’, the work 
list for any case where the creditor has rejected the level of debt will open, each case 
can then be viewed or edited, depending on the users permissions. 
 
4.7. The Cases Section 
 

 All Cases – for all Live, Closed, Revoked, Rejected, Withdrawn, Draft or 
Awaiting Debt Confirmation Cases which have not yet been archived or 
destroyed  

 Live Cases – for any case with the status of Live. 

 Single Debt cases – for any case where there is only one creditor and only 
one debt for that creditor. 

 Closed Cases – for any case that has completed and not yet archived. 

 Cases Within Revocation Consultation Period – for any case where a 
revocation has been requested and acknowledged by the DAS 
Administration team. 

 Revoked Cases – for any case which has been revoked and not yet 
archived. 

 Cases with Missed Payments – for any case where the PD has recorded a 
payment as being missed. 

 
4.8. Quick Search 
 
When looking for a case, if you are already aware of the: 
 

 case reference 

 full name of a debtor (including any middle names listed in debtor details) 
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 first name of a debtor 

 surname of a debtor 

 date of birth (will search any date format), or the 

 postcode 
 
The Quick Search (located at top right hand side of the screen) can be used: 
 

 
 
When using the full name search, the search looks for an exact match i.e. if the 
debtor has a middle name on the DASH case, this must be included in the Quick 
Search field so that it will return a result.  Also, Other names i.e. aka or nee names 
cannot be searched using the quick search however this information will be 
displayed as part of a record using the full name, first name, surname, postcode, 
date of birth or case reference. 
 
When the exact case reference is used, the case will open, for all other search 
criteria, a list will appear: 
 

 
 
If no results are found, a blank list is shown with the message ‘Zero Record 
Returned’: 
 

 
 
 

5. List Views 
 
DASH presents most information in lists – for example: 
 

 Lists of cases in the ‘Cases’ section of the side bar 
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 Lists of creditors in a DPP 

 
 

 Lists of debts in a DPP 

 
 
 
You can sort the lists by any column in the list by simply clicking on the column 
header: 
 

 
 
In some cases these lists will be quite lengthy,  and you will need to search the lists 
to obtain just the results you want: 

 
 
The List View is currently set to show a maximum of 600 records, even if there are 
more records in the list.  To view the records which are not displayed in List View 
you can export the entire list to Word or Excel. 

 
 
5.1 Filtering/Searching Lists 
 



DASH                                                                    System User Guide – Public Money Advisers 

 
 

Page | 24  
 

The search function on DASH allows you to filter results and refine the data 
displayed in the list, this can then be exported to Word or Excel.   
 
For example, you might want to filter a case list to find all cases with a particular 
Payment Distributor.  Or you might want to search for a single, specific case.  
 
Every List View in DASH has a series of links at the top and bottom.  
  

 Select Header Bar On: 

  
 

 The Search and Export options will then appear: 

 
 
 They will always be available at the bottom of the list: 

 
 
5.2 Building A Search 
 
Select the list you want to search/filter, once the list opens, either select ‘Search’ 
from the top right of the page, or the bottom right.  This will open the search panel: 
 

 
 
The search control is split into two distinct areas:- the ‘Build Search’ pane and the 
‘Search Criteria’ pane. 
 
The ‘Build Search’ section contains the following controls:- 

 
 

 Select your Data Item.  The drop-down list contains all of the column 
headings from the list you are searching. 
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 Select your Condition:  This drop-down list contains the general condition to 
apply to the search criteria. See below: 
 

Data Type Possible Search Conditions 

Text Contains 
Starts With 
Is 
Is Not 

Date Is Before 
Is After 
Is Equal To 

Numeric Equals 
Is Greater Than 
Is Less Than 

True or False Is True 
Is False 

 

 Enter the Value you wish to search and select ‘Add’: 

 
 

The search details will then populate in the ‘Search Criteria’ section: 

 
 

 The ‘And’/’Or’ buttons allows for multiple criteria to be selected and applied 
to the search/filter. For example:  

 
1. Debtor Surname Is ‘Smith’ And Case Status is ‘Live’ 
2. Surname Is ‘Smith’ Or Surname Is ‘Smyth’ And Case Status is ‘Live’ 
 
The ‘Search Criteria’ section displays the search or filter you have just specified: 
 

 
 

 Then select Apply Search 
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Any results will be displayed in the list below the search panel:

 
 
 

 The most recently applied search can be switched on or off using the 
‘Search Off’ and ‘Search On’ buttons at the bottom of the list: 

 

 
 
When the search has been applied, the options at the bottom of the list will display 
the ‘Search Off’ option. When the search has been turned off, this will display the 
‘Search On‘ option. 
 
Clicking ‘Search off’ will return you to the full List View.  
 
 
5.3. Exporting Data 
 
List data can be exported to Microsoft Word or Excel using the links at the top or 
bottom of the list. 

  
 

 If you have filtered or sorted the list, your exported list will retain the same 
filter or sort you applied. 

 DASH is currently set to display no more than 600 records in any list view.  If 
your list contains more than 600 records you will only see the first 600 in 
DASH.  However the export will contain all the records in a list. 

 
If exported to excel then further filters and searched can be applied using the 
functions available through Microsoft Excel. 
 

6. Application for Moratorium 
 
The Bankruptcy and Debt Advice (Scotland) Act 2014 amended the Bankruptcy 
(Scotland) Act 1985 [‘the 1985 Act’] to provide protection from any creditor taking 
enforcement action (diligence) to recover a debt owed, or petitioning for 
sequestration, if the debtor intends to apply for, or has applied for, a DPP, Trust Deed 
or sequestration.  (Section 4A to 4D of the 1985 Act).  
 
Submitting an application for moratorium will stop creditor diligence for a period of 6 
weeks, giving the debtor time to proceed with a DPP application.  
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If a DPP application is sent to creditors within the 6 week moratorium period, 
protection from diligence will continue until the DPP application is withdrawn, 
approved or rejected.  If the DPP is approved, protection will continue.  If the 
application is rejected, protection from diligence will cease at the end of the 
review period. 

Under Section 4A(2) of the 1985 Act as amended, a person can only apply for 
moratorium once in any period of 12 months – except in a case where a joint DPP 
has been revoked because the debtors are no longer in a relationship, or one of the 
debtors has died.  In these circumstances, a debtor can apply for a moratorium, even 
if they have already had a moratorium in place in the previous 12 months. 

 A joint application for moratorium cannot be created.

 You cannot apply for a moratorium through DASH.

You must apply for a moratorium using the moratorium application form (Form 29) 
which is available on the DAS website or on AiB’s website - 
http://www.aib.gov.uk/form-29-moratorium-notice-debtor.  When the form has been 
completed, and signed by the debtor you should scan and email it to 
moratorium@aib.gov.uk.   

Alternatively, you can post it to: 
Moratorium Application,  
IRT,  
Accountant in Bankruptcy,  
1 Pennyburn Road,  
Kilwinning,  
KA13 6SA. 

On receipt of the moratorium application, the Accountant in Bankruptcy will search 
the RoI ( Register of Insolvencies) and DASH to check if the debtor has had a 
moratorium granted during the previous 12 months.  The Accountant in Bankruptcy 
will acknowledge receipt of all moratorium applications and inform the debtor if the 
application or request has been granted or refused. 

Before you apply for a moratorium on behalf of a debtor, you must check the RoI to 
ensure that a moratorium is not already place. 

When an application for moratorium has been submitted and accepted, it will be 
recorded on the RoI and on the DAS Register for a  period of six weeks from the 
date of application. 

You cannot create a DPP application through the RoI using the details in the 
moratorium application.  You need to create a New Case on DASH. 

7. Reports

http://www.aib.gov.uk/form-29-moratorium-notice-debtor
mailto:moratorium@aib.gsi.gov.uk
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The Money Adviser DPP Status Report will provide you with information on new 
cases, live cases, variations and revocations.  
 
The report has the facility to export the results to excel, this provides further case 
details.  
 
The Money Adviser DPP Status Report can be accessed under the reports tab in the 
main menu and will be available for use by Manager Access users only, you will be 
restricted to information on their own cases. 
 
You can enter a custom date range or view all cases by selecting the ‘Apply Search’ 
link with no dates entered in the ‘From’ and ‘To’ fields. 
 

 
 
Results are displayed under the following headings: 
 
New Cases 
 
Number of new proposed DPPs 
Number of new approved proposals 
Number of new rejected DPPs 
Number of new DPPs at F&R 
 
All cases 
 
Total live cases 
Number of approved cases 
Total closed cases 
Total revoked cases 
 
Variations 
 
Number of variations requested 
Number of Variations accepted 
Number of Variations rejected 
Number of Variations at F&R 
 
Revocations 
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Number of revocation applications requested 
Number of Acknowledged requests 
Number of cases revoked 
 
The exported Money Advisor DPP Status Report will display different information 
depending on the link that is selected 
 
 

8. DAS Register 
 
The DAS Register is publicly available on the DAS website.  It allows anyone to 
search the register to check whether a specific person has a DPP, or has intimated 
that they intend to apply for one.  
 
To protect the privacy of those on the DAS Register, you must know at least their 
surname and first initial in order to search for them.  
 
8.1. Access the DAS Register 
 
At https://www.aib.gov.uk/debt-arrangement-scheme/ click ‘search’ on the link for the 
das register: 
 

 
 
 
This will open the search fields: 

https://www.aib.gov.uk/debt-arrangement-scheme/
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 For an individual, enter a surname and at least one letter of the first name and 
then select either ‘Search Register’ or ‘Search Moratorium’ 

 
If you only know an initial of the first name, you must enter a wildcard character, 
which in DASH is an asterisk (*), after the initial. 
 
An examples of how to use wildcards: 

 Ste*en – all names beginning with ‘Ste’ and ending with ‘en’.  Useful if you 
don’t know whether the name is spelled ‘Stephen’ or ‘Steven’. 

 
You cannot use a wildcard in the surname field.  
 
For a business, enter the full name of the business in the Business DAS section of 
the register and select Search below the Business Postcode section. 
 
You cannot use a wildcard in the Business Name field.  
 
8.2. DAS Register at a glance 
 
Moratorium 
Debtor appears on the Register of Insolvencies and the DAS Register as soon as the 
moratorium is accepted. 
 
Rejection 
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If the case is rejected, the debtor’s details stay on the DAS register for 14 days.  The 
debtor is protected from diligence, or a petition for sequestration, during this period.  
If a valid review is received, the protection from diligence is extended for a further 28 
days.  
 
Revocation 
If a DPP is revoked, the debtor’s details will remain on the DAS Register for 14 days 
(if the case is revoked due to the conditions of a joint DPP no longer applying, or on 
the death of the debtor, then the initial protection period is extended from 14 days to 
6 weeks). The debtor is protected from diligence, or a petition for sequestration, 
during the relevant period. 
 
Withdrawn 
If case is withdrawn the debtor details stay on the DAS Register for 7 days .  There is 
no protection from diligence after the date the application is withdrawn. 
 
Completion 
As soon as the case status is changed to closed, the debtor details come straight off 
the DAS Register. 
 
Reviews 
The DAS Register will show all cases where a review application has been received.  
The Register will be updated when the decision is made on the review.  The 
notification stating that the review decision has been made will remain on the 
Register for 7 days. 
 
Appeals 
The DAS Register will show all cases where an appeal has been made to the Sheriff 
and the DAS Team have been made aware of the appeal.  This does not extend the 
protections stated within the Regulations.  The entries on the DAS Register may be 
for information only.  The Register will be updated when the appeal decision is 
made.  The notification stating that the appeal decision has been made will remain 
on the Register for 7 days. 
 

9. Responsibilities of Manager Users on DASH 
 
As previously mentioned, as a Manager in DASH you have responsibility for: 

 Adding your colleagues as General and Read-only users as appropriate 

 Giving your colleagues appropriate permission levels 

 Managing the usernames and passwords used by your colleagues. 
 
You will also have the ability to view the audit trail of actions carried out on most 
case pages of DASH. 
 
9.1. Case Audit 
 
The case audit function is available on the following pages: 

 Case Page; 

 Debtors Page, after selecting ‘View’ from the Debtor List; 
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 Debt Payment Programme, after selecting ‘View’ from the Debt Payment 
Programme List; 

 F&R Test, after selecting ‘View’ from the Fair and Reasonable Test List; 

 Variations Page, after selecting ‘View’ from the Variation List; 

 Revocation Requests Page, after selecting ‘View’ from the Revocation List; 

 Missed Payment, after selecting ‘View’ from a recorded missed payment; 

 Review Page, after selecting ‘View’ from the Review List; 

 Appeals Page, after selecting ‘View’ from the Appeals List; 

 Document, after selecting ‘View’ against a Document; 

 Notes, after selecting ‘View’ against a Note; 

 Letter, after selecting ‘View’ against a Letters; 

 AiB Notes, after selecting ‘View’ against an AiB Note; 

 Print Bundle, after selecting ‘View’ against a generated Print Bundle; 

 AiB Documents, after selecting ‘View’ against an uploaded AiB Document. 

 Messages, after selecting ‘View’ against a sent or received Message. 
 
In order to view the Audit Report for one of the pages above, open the case and click 
on the page you wish to audit.  At the top of the page, you will see the following: 

 
 
By clicking the Audit button, the Audit Trail will open up: 
 

 
 
This can be exported to Word or Excel.  The search function can also be used if it is 
a specific event that you are looking for: 
 

 
 
 

10. Adding Further Information To A Case 
 
Additional Information can be added to any case in the form of a document, note or 
case conversation. 
 
10.1. Adding a Note 
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The DAS Administrator is not notified when a note is added to a case.  If action 
is required, you must either email the DAS Team or use the case conversations in 
the case. 
 
To add a note, open the case, either using quick search, or a search of all cases. 

 
 Ensure you click on ‘edit’ rather than ‘view’ the case, otherwise you will not be 

able to update the case.  
 

 Click on the Notes tab on the header 

 
 
If there are any notes currently on the case they will show here. 
 

 Click Add New  

 
 

 Enter Subject in subject field 

 Enter note into details field 

 Click Spell Check 

 Click Save. 
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Notes and comments boxes throughout each case can be spell checked.  After 
typing in the Note/comment box, click ‘Spell Check Detail’: 

Remember to click Save or your Note will be lost. 

Your name will be listed as the person who created the note with your organisation in 
brackets beside your name if the note was created after 1 April 2016 or just the 
person’s name if the note was created before this date.  The name of the person 
who created the note plus the name of the last person who updated it, are recorded 
in the ‘Record History’ underneath the Note Detail.  

All parties in the DPP can view documents attached to the case. Please do not 
upload any documents containing personal or confidential information.  You 
should email these directly to the DAS Administrator at das@aib.gov.uk. 

To view an existing note select view.  Within the FR Test and Revocation tab, the 
decision note appears to be greyed out, however, you will still be able to scroll 
through the decision to read the full note. 

10.1.1. Discretionary Condition Note 

If there is a discretionary condition within section 8 on the case page, you must also 
detail this information within the Notes section so that the creditors can see this 
information when making a decision on the proposal. 

10.2. Adding a Document 

To add a document to a case, open the case using quick search, or a search of all 
cases. 

Ensure you click on ‘edit’ rather than ‘view’ the case, otherwise you will not be 
able to update the case. 

Ensure the document is saved to a known location. 

 Click on the Documents tab on the header.

Old 

Note 

New 

Note 

mailto:das@aib.gsi.gov.uk
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 Click add new 

 
 Click Browse 

 
 

 Browse through the documents and highlight the document you wish to 
upload. 

 Click open – the file path is now shown in the field next to the ‘Browse’ 
button. 

 Click save – the file name of your document will be shown in this field. 
 

Remember to click Save or your document will not attach to the case. 
 

To view the document: 
 

 While in the case document screen, click file details: 

 
 Click open.  

 
If you get an error when saving a document stating that the document type is not 
supported, contact the DAS Team with details of the document type.  The document 
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type can then be added into the list of allowable documents, the document can then 
be added. 

All parties in the DPP can view documents attached to the case. Please do not 
upload any documents containing personal or confidential information.  You 
should email these directly to the DAS Administrator at das@aib.gov.uk. 

10.3. Mandate of Authority 

In order to act for the client, you will need a Mandate of Authority signed by the 
client.  Your organisation will probably already have a Mandate of Authority which 
you use with your clients.  However, the DAS Administrator has provided a DAS 
Mandate of Authority template, which is available in DASH.   

You must use the DAS Mandate of Authority, not your own, for all DAS cases.  
This MUST be uploaded prior to the release of the DPP proposals to creditors. 

This speeds up the approval process because it is a single document which allows 
the Debtor to give the Money Adviser, the DAS Administrator and the Payments 
Distributor the relevant authority to act on the Debtor’s behalf, rather than each party 
having to obtain a separate Mandate.  If you do not use the DAS Mandate of 
Authority, this will cause delays for your client, when the Payments Distributor needs 
to set up repayments.  

To access the DAS Mandate of Authority: 

 Find the case

 Click Edit

 Open the ‘Letters’ tab

 Select the document with filename MAN1

 Download

 Add your own details and the Payments Distributor’s details to the mandate
letter

This is also available within the Help Section of DASH. 

You must add the Payments Distributor’s details to the letter as well as 
ensuring your organisation name is listed.   

 Print

 Have the client sign it

Scan the mandate on to your system and save it. 

 Click on the Documents tab on the header.

mailto:das@aib.gsi.gov.uk
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 Click add new 

 
 Click Browse 

 
 

 Browse through the documents and highlight the document you wish to 
upload. 

 Click open – the file path is now shown in the field next to the ‘Browse’ 
button. 

 Click save – the file name of your document will be shown in this field. 
 

Remember to click Save or your document will not attach to the case. 
 
10.4. Case conversations 
 
Money Advisers can communicate directly with AiB about specific cases through 
DASH.  Messages can be sent via the specific cases from AiB to the money adviser 
or from the money adviser directly to AiB.   
 
10.4.1. To create a new message 
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 Open the case and select the new Messages tab: 

 
 

 Under the Draft Message List click on Add New: 

 
 

 Add the subject of the message in the Subject field 

 Add the details of the message in the Body field.  Both fields are mandatory. 

 As you can use system messages to communicate only with the DAS 
Administration Team, the organisation field will be automatically populated 
with Accountant in Bankruptcy: 

 You can either choose to send the message to a specific person by choosing 
an individual under the Recipient User field or a group of individuals by 
selecting an option under the  Recipient Role field.   

 
Any message sent to an organisation can be viewed by all users in the 
organisation. 
 
When you are sending a message to the DAS Team the Recipient Role General will 
mean that the message will be dealt with by the DAS Administration Team who 
process the application forms.  The Recipient Role Manager will mean that the 
message will be dealt with by the DAS Management Team who make the decisions 
on approving or rejecting applications.   
 
Please make sure the message is sent to the correct Recipient Role. 
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 Once all fields have been completed press send. 
 

10.4.2. To read a new message 
 
Within Workload summary in the Live Workload menu, there is a work list called 
Messages.  This will show any new messages received. 
 

 
 
The Recipient User or Recipient Group will show who the message has been sent 
for: 

 
 

 Click on view to view the message or edit if you wish to reply to the 
message.  This will take you directly to the specific case where you will be 
able to view and/or reply  to the message. 

 
All users of the organisation will be able to see the messages for their 
organisation within the case. 

Test Public MA 
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Once the message has been read it will disappear from the Message List 
notification on the workload summary after 14 days.  
 
The message will remain on the case and will be able to be viewed by the user 
group it was sent to until the case is closed.  
 

 
 
 

11. Adding Debtor User Details 
 
Debtors are entitled to view the progress of their case on DASH.  You should explain 
this to your client at the initial interview, and offer to set them up as a Debtor User on 
DASH. 
 
If your client requests access to DASH after the initial interview, you need to verify 
their identity before allowing them access.  You should ask for the following 
information to verify their identity: 

 Full Name  

 Address 

 Date of birth 

 Payment amount per instalment. 
 
When you have verified the debtor’s identity, set up the Debtor User as follows: 

 Find the case and open for editing.  

 Click on the ‘Debtor’ tab.  

 Click ‘edit’ next to the appropriate debtor 

 Click ‘User’ tab: 
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 Complete as follows: 

 User Group defaults to General User 

 User Name is pre-populated (you can change this) 

 Surname is automatically generated 

 First Name is automatically generated 

 Enter email (optional) 

 Enter Telephone number (optional) 

 Default text size – defaults to Normal  

 Enter a password – see the Logging In section for details of how to choose a 
strong password 
o Confirm password 
o Password Expiry date – set this at today’s date which will force the 

debtor to change the password to one of their choice 
o Unsuccessful Logon Attempts – the number of incorrect login attempts 

the system allows before locking the account.  
 

Make sure the number of unsuccessful logon attempts is at 0 (zero).  Make 
sure both the ‘Locked’ and inactive boxes are un ticked, otherwise the debtor 
will not be able to access their account.  

 
 Remember to click Save or the Debtor User will not be set up. 

 

12. Adding creditors 
 
12.1. Major and Minor Creditors 
 
Major creditors tend to be the larger organisations, who may have many clients with 
DPPs. Major creditors are given the option to administer all their interactions 
regarding their clients DPPs via DASH, using a single DASH log in, however, some 
of the creditor listed as Major Creditors still require written communication. 
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The Major Creditors that are fully signed up to the system can respond to Debt 
Confirmation requests and DPP proposals through DASH, they are clearly marked 
within the ‘Requires Letters’ column as ‘False’. 
 
The Major Creditors that are not fully signed up to the system require to be contacted 
out with the system for debt confirmation and all proposals and decisions must be 
posted to them.  They are clearly marked within the ‘Requires Letters’ column as 
‘True’.   
 
All creditors listed as a Major creditor on DASH, can be added to a client’s case. 
 
If there are creditors that you use on a regular basis, however, they are not listed 
within the Major Creditor list, pass the details over to the DAS Administrator to be 
added into the Major Creditor List.  
 
Minor creditors tend to be the smaller organisations that are not listed in DPPs as 
often. Minor creditors are offered the opportunity to view their DPP cases in DASH, 
but need a separate login for each of their cases.  All Minor creditors require their  
communication to be by letter.   
 
Authorised representatives – If a creditor has appointed a company to administer 
the debt on their behalf, DASH allows this company to be selected to act on their 
behalf.  They will receive all notifications and requests in the case.    
 
12.2. Adding Major Creditors 
 
Open the case through quick search or a search of all cases and edit the case. 

 Open the Creditors tab. 
 

If you have not yet added any creditors, the list will be blank. 

 Go to the Minor Creditors list 

 Click Add New: 

 
 

You now need to search to see if your creditor is already listed as a Major Creditor.  
 
There are two ways in which you can search for a creditor:  
 
1. Enter the name of the creditor in the search box 
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 Click Search 

 If your creditor is found, click ‘Select’ to add them to the case.  
 
This search only searches the creditor’s main name, as many creditors have several 
products and subsidiaries.  These are listed under ‘Other Names’. 
 
2.  To search both the Creditor Name and Other Names fields:  

 Scroll to the Major Creditor List and either select Search from the bottom of 
the section, or select ‘Header Bar On’ and then select search: 

 
 The search for Creditor Name or Other Name can then be built. 

 In Data Item, select ‘Creditor Name’ 

 In Condition, select ‘Contains’ 

 In Value, type the name of the creditor you are searching for. 

 Select ‘Add’ 

 Ensure that the button beside ‘Or’ is checked. 

 In Data Item, select ‘Other Name’ 

 In Condition, select ‘Contains’ 

 In Value, type the name of the creditor that you are searching for. 

 Select ‘Add’. 
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 Select Apply Search – a list of search results will be returned. 

 When you are sure you have found the correct creditor, click ‘Select’.  
 
If you know the creditor is a Major Creditor add them straight from the Major Creditor 
List View: 

 

 
 From the Case screen, click on Creditors  

 Under the Major Creditors section click Add New 

 Click select for chosen creditor. 
 
The chosen creditor will be added to the case.  If you need to add another, click ‘Add 
New’ and repeat the process. 
 
As many Major Creditors have multiple departments, check the ‘Other names’ 
column thoroughly to be sure you have found the correct creditor, otherwise 
payments may be returned.  
 
12.3 Adding Minor Creditors 
 
If you do not find the creditor you were looking for in the Major Creditors search, you 
can add them as a Minor Creditor. 
 

 Select ‘Add New’ in the Minor Creditor section, 

 Scroll down to the bottom section of the screen, 

 Complete the Minor Creditor Details: 
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Save time by using filling in the postcode first and then selecting Search.  This 
will complete the address details, including adding the Creditor Name, so 
ensure that the creditor details are correct. 

 
 Take care to ensure the creditor’s banking details are correct, or payments 
may be returned.  You may need to contact the creditor direct at this stage, to 
confirm you have the correct department and banking details. 

 
The Requires written communication box should be checked. 
 

  Remember to save after adding each creditor. 
 

If you have encountered a particular creditor before, but they are not listed in the 
Major Creditor list, you will need to re-type their information in each time you list 
them in a DPP.  If you find you need to list a particular minor creditor frequently, 
contact the DAS Administrator and ask for them to be added as a potential Major 
Creditor.  
 
12.4. Change of Creditor 
 
Throughout the course of the DPP, a creditor may sell on a debt to another 
company. 
 
If the debtor provides you of details of a change in creditor, you must forward 
these over to the DAS Administration Team. 
 
12.5. Authorised Representative 
 
A creditor may notify you of their intention to add/change or remove an authorised 
representatives acting on their behalf.  If you receive this, you must forward it on to 
the DAS administration Team. 
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13. Payments 
 
The first payment in the DPP must be made, within 42 calendar days of the date the 
DPP was agreed.   
 
When the first payment has been made and the DPP set up with the Payments 
Distributor, the status of the DPP will change to ‘Current’: 

 
 
Scheduled payments will automatically appear within Transactions in the DPP after 
the regular payment has been made by the debtor: 

 
 
The Instalment  Summary will reflect all transactions on the case. 

 
 
Any recorded missed payments will appear within the Cases with Recent missed 
payments work list.  This also shows the frequency of the payments on the case: 
 

 
 
 

14. Reviews 
 
In accordance with Regulation 47, any party in a DPP can request a review on a 
decision by the DAS Administrator, on any ground which may be raised in an appeal. 
 
This includes: 

 A debtor 

 A Money Advisor acting on behalf of a debtor 

 A creditor named in the DPP 

 A creditor variation request to get added to the DPP. 
 
An application for a review must be made in writing within 14 days after the date of 
intimation of the determination to the debtor or creditor. 
 
Upon receipt of a review request that meets the grounds set out in the regulations, 
the independent review team within AiB must acknowledge and intimate the 
application in writing to all parties listed above. 
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The review is then created and all relevant on-going information is added to the 
case. 
 

 
 
The review decision is then taken within 28 days of receipt of the application and 
intimated to all parties listed above as before. 
 
Upon completion of the review, the Review section will be completed and any 
required changes made to the case. 
 

15. Appeals 
 
In accordance with regulation 47C(1),  a debtor or creditor may appeal to the Sheriff 
on a point of law against a decision of the DAS administrator under regulation 47B. 
 
An appeal must be raised with the sheriff within 14 days after the intimation of the 
decision to be appealed against. 
 
To view any ongoing appeals, go into the relevant case via quick search: 
 
 

 
 
Click view, and you will be able to view the raised action and decision when taken. 
 
 
Please note:  unless the appeal refers to an approved DPP (this includes an 
appeal in respect of an application to vary a DPP) the debtor will not be 
protected from creditor diligence during the appeal period. 
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16. Completions 
 
When a DPP has received its final payment, the DPP status changes to Completed.  
At this stage the Case status is still Live.  The Payments Distributor will be notified of 
this so they can stop the programme. 
 
There is no action for Money Advisers to take when a DPP reaches completion, 
however you can monitor the case’s progress through the closure process: 
 
Cases which are ready for closure will show in your Dashboard under the headings: 
Cases with completed DPPs - Cases Awaiting Payment Distributor to stop DPP. 
 
Once the Payments Distributor has stopped the programme, this will now show in 
the Workload Summary under the heading Cases With Completed DPPs – Cases 
Awaiting Closure.  The DAS Administrator will now close the case.  A Money 
Adviser should never change a case status to ‘Closed’. 
 
The case will appear within the Cases Recently Closed work list on your Workload 
Summary: 
 

 
 
The Payment Distributor must notify the DAS Administrator, the continuing Money 
Adviser, the debtor and each creditor in the DPP.  The DAS Administrator must 
notify any employer, where a case had a Form 3 (payment instruction to employer), 
that the case is complete. 
 
Creditors in the DPP should not be contacting the debtor and attempting to ingather 
further funds at this stage.  


