Overview

BASYS is designed in a user friendly and consistent manner allowing the user to easily navigate through the system.

The actions available to any given user are determined by the role which the user is assigned.  Each role has a set of configurable permissions allowing maximum flexibility in creating suitable roles depending on the wishes of the user’s organisations.

For any given page on BASYS with the exception of the homepage, the options available to the user are displayed as hyperlinks at the foot of the page.  The user clicks on the link and is taken to the selected page.  The user then selects a further navigation option or enters information.

The majority of actions that a user requires to undertake involve completing, validating and submitting information through forms.  The user enters the information as required and then selects the action button at the foot of the page.  This is usually a “create” or “submit” action.

For users with the appropriate permissions, a task list is displayed.  This allows quick navigation to cases that require user action.

A post code look up tool is provided to ensure accurate address information is stored in BASYS.  The user enters the postcode and selects “Find Addresses”.  A list of matching addresses is then shown in the “Matched Addresses” dropdown.

The following sections provide more detail on some of the commonly used functions and pages on BASYS.

Users

1.1 User Access

User accounts are created by system administrators, either AiB or specific users in organisations with the correct permissions.

When a user is created, two e-mails are sent to the user; one with a username and a second with instructions on how to set a password.
1.2 Logging for the first time

When the user receives the password e-mail, the user clicks the link on the e-mail and is asked to enter and re-enter their password.
1.3 Login

In order to login to BASYS, the user accesses https://basys.aib.gov.uk/basys and enters their username and password and presses login.

The options available to the user are dependent on the roles to which they have been assigned.

1.4 Forgotten Password

In the event that a user forgets their password, the user can select the “Forgotten Password” link from the login screen.  An e-mail is sent to the user with instructions for resetting their password.
1.5 Update details

Users can keep ensure that their details are up to date by selecting the “Signed in as User Link”, “My Details” then “Update Details” from the foot of the page. 

1.6 Create Role

Users with the correct permissions can create roles within BASYS.  Roles are created by selecting “Maintenance” from the menu bar, “Roles” then “Add New Role” from the foot of page.  The user must enter the required information and then select the permissions to be associated with the roles.

1.7 Create User

In order to create a user, select “Maintenance” from the menu bar, “Users” then select “Add New User” from the foot of the page.  The user information must then be completed.

1.8 Create Organisation

To create a new Organisation, the user must select “Maintenance” from the menu bar, “Organisations” then “Add New Organisation” from the foot of the page.  The user must then complete the required information.
Navigation

1.9 Menus

The primary means of navigation on BASYS is by selecting the required function from the menu bars.

The items available on the menu bars is dependent on the permissions assigned to the roles that each user has.  The various items available from the menu bars are covered throughout this user guide.
1.10 Searches

In addition to the Menu options, BASYS has a number of search function, allowing users to easily track down the correct information.  Search fields support both complete and incomplete search terms with the exception of the Quick Case Search.  The search functions are detailed below.
Personal Insolvency Search

The user accesses the “Personal Insolvency Search” from the Menu option “Cases”

The user enters the information to be searched on and selects Search from the foot of the page.
Corporate Insolvency Search

The user accesses the “Corporate Insolvency Search” from the Menu option “Cases”

The user enters the information to be searched on and selects Search from the foot of the page.
Quick Case Search

The “Quick Case Search” option is found in the top right hand of the screen.

The “Quick Case Search” is designed to provide users with easy access to a particular case of interest.  In order to provide a successful result, the full case reference must be entered.
Search Daily Schedule

The “Search Daily Schedule” option is found in the “Daily Schedule” Menu option.  It provides the user with the ability to search daily schedules according to the current status.  Please note that it is expected that only one Daily schedule is in a status other than Countersigned (i.e. complete) at any given time.

Search Unknown Documents

The “Search Unknown Documents” option is found in the “Documents” Menu option.  It provides the user with the ability to search for documents that have been uploaded to BASYS where either no case yet exists or it is not clear which case the document relates to.

This option is used to create Creditor Petition Cases, covered in the Key Tasks section.
Other Searches

In addition to the searches described above, the following searches are also available:
· Search Valuables

· Search Notifications

· Transaction Search

· Invoice Search

Managing Cases

Users with the appropriate permissions can access a task list on the home page.  This allows the user to quickly find cases that require action. 

Task List
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Welcome to the Bankruptcy Administration System (BASYS).

Task Lists

Task List -%

submitted Cases

Daily Schedule
Pre-award Check

Case Review

Record Inhibition

Record Renewal of Inhibition

Record Notice of Abandonment of Heritable Property
Account Period Due

‘Account Audit Due

Court Continuations

Court Warrant To Cite

Court Award

Court Creditor Petition

Court General Documents

Court Dismissal

‘Transactions Awaiting Authorisation
Returned/Rejected Transactions

‘Transactions with Processing Error

Cases Requiring Trustee Appointment

Organisations Awaiting Finance Approval by
Submitted Recall Applications
Decide Recall Applications
Returned Recall Applications
Returned Recall Applications
Recall Hearing Date Passed
‘Action Notification

Unknown Documents

Trustee Resignation - AIB action required

‘Trustee Resignation - Trustee action required
Review Registers Of Scotland Documents
Rejected Registers Of Scotland Documents





Reports

Live Dashboard Report are available to users from the Report option in the menu bar.  The following reports are available to users:

· Live Cases;

· Corporate Insolvency Cases;

· Provider Allocation;

· Award;

· Discharge;

· Workflow;

· Performance.
Maintenance Functions

BASYS is designed to allow Accountant in Bankruptcy with as much flexibility as possible and to be configurable to suit the individual user’s needs.  The following areas can be updated by users with the appropriate permissions. 

· Roles;

· Organisations;

· Providers;

· Settings;

· Maintenance Message;

· Document Templates;

· Document Categories;

· Transaction Codes.

The user amends these by selecting the appropriate options from the Maintenance menu, selecting the appropriate link from the foot of the screen and completing the required information.

