	[image: image12.png]Udas



                 Creditor Guide
	[image: image13.png]





	[image: image14.png]Udas



                    Creditor Guide
	[image: image15.png]






Activating New User Accounts on DASH – Where the registered Account Manager for the organisation has set up an additional user for their organisation to use DASH.
	Step
	Action

	1. 
	The new user will go to the DAS website   www.dasscotland.gov.uk

	2. 
	Click on the DASH icon:      
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Access your case information
online now






	3. 
	Click on Username: (This will have been provided by the Account Manager for the organisation)
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	4. 
	Enter your Username e.g. Joe Bloggs.

	5. 
	Click in the Password field. (This will initially be provided by the Account Manager for the organisation)
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	6. 
	Enter your Password e.g. Scotland11

	7. 
	Click on the LOGON button.
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	8. 
	The Account Manager for the organisation will have set Parameters within the system to allow a user a number of attempts to log on to the system before being locked out.  If you exceed the number of attempts and get locked out you must contact the Account Manager for assistance.

	9. 
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Click on the Maintain Your Details menu button.  This will allow you to change your password, update your contact details and set your viewing preferences for the system. 



	10. 
	To change your password enter your new password in the New Password field box.   The Password must be 8-16 characters and include an upper case character and a numeric character. 

Re-enter your new password in the Password Confirmation field box.  
.
[image: image6] Click on the 
[image: image7] button in the Change Your Password box.  Your password has now been updated.  

	11. 
	To Set Your Favoured Screen Text Size click the arrow to select the relevant default text size. 
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Click on the 
[image: image9] button in the Set Your Favoured Screen Text Size box.

	12. 
	To Update Your Contact Details enter your Email address and telephone number in the appropriate field boxes.
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	13. 
	The registered Account Manager will have set a Password Expiry Date and you must change your password before the expiry date.  If the Password Expiry Date has passed and you have not changed your password you will be locked out of the system and you must contact your Account Manager for assistance. 

	14. 
	End of Procedure.
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