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Confirming Debt – Where a money adviser uses DASH to confirm the amount of debt that is due to the creditor.
	Step
	Action

	1. 
	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:
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	4. 
	Enter your Username e.g. Joe Bloggs.

	5. 
	Click in the Password field. 
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	6. 
	Enter your Password e.g. Scotland11

	7. 
	Click on the LOGON button.
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	8. 
	When you access the DASHboard (home page) 
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 you will view all cases and items that require your attention on the right hand side of the page under: 
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	9. 
	To confirm a debt, go to the 
[image: image7.png]Awaiting Your Decision



 list and choose a case listed under 
[image: image8.png]Awaiting Your Debt Confirmation:





	10. 
	The case status should say: Awaiting Debt Confirmation
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      Click on Edit:  
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	11. 
	You will see the case details.  It will show you the debtor’s name and address under the 
[image: image11.png]Debtor Details



 section.

	12. 
	It will detail what the debtor has declared to the money adviser of what he owes you under 
[image: image12.png]Proposed Debt



 section.

	13. 
	The money adviser should attach a copy of a mandate signed by the debtor to allow you to provide information of the debtor’s debts to the money adviser.  Click on the  
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 tab to view an attached mandate or other document.

	14. 
	If you agree with the debt declared you can add comments in the  
[image: image14.png]Creditor Comments



 box then press the Accept button: 
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	15. 
	The debt status will change to Accepted:

[image: image16.png]Debt
status

Accepted



 and the date creditor responded box will updated 
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	16. 
	If you do NOT agree with the debt declared you MUST add comments in the  
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 box, including the amount of debt the debtor owes, then press the Reject button: 
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	17. 
	The debt status will change to Rejected:
and the date creditor responded box will updated 
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08 Jun 2011



  The money adviser will normally contact you by phone and may resubmit the request to confirm debt through DASH.

	18. 
	When you accept or reject the level of debt, DASH will notify the money adviser preparing the debt payment programme. 

Only once the debt has been confirmed by all the creditors the money adviser will check that the debtor has sufficient disposable income to make a debt payment proposal.

	19. 
	End of Procedure.
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