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How to...
Request a Bad Debt Limit

1. Sign into your account.

If you have one agreement with us, once you have 
signed in you will be taken to your availability page. 

From any other page, click on the Agreements icon.

2. If you have a group of agreements, select the  
account from the list that you wish to view by clicking 
on the name.

3. You will then be taken to the Agreement Summary 
page. 
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4. To request a Bad Debt Limit on an exisiting  
account, click on Debtors.

For new accounts see our guide How to create a  
new debtor account – non-recourse.

5. Select from the Debtor Listing (or type part of the 
name into the Search field, then click on your chosen 
debtors name) and their summary tab will load.

6. From here, click on the Bad Debt Limit Request tab.

Enter your chosen value in the Amount Required field, 
and then click the Create button.
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7. A pop-up screen will advise that your request 
has been sent and a message will also appear in  
your notifications. 

Click on the bell icon to view confirmation.

9. You will also be able to view the current Bad 
Debt Limit from the Limits widget on the Debtor 
Summary page.

8. The request and it’s status will listed in the debtor’s 
account on the Bad Debt Limit Request page. The  
outcome will also be displayed here within 24 hours 
of the request submission.
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10. A Bad Debt Limit Notification report, can be 
generated from the Reporting menu (See our guide 
How to obtain/create a report for instructions).


