Secure Document Exchange

The Secure Document Exchange (SDE) is a tool that allows you to store documents for us to work with in a secure place. It also allows us to store documents on a secure server for you to download and review as you wish.
Using this service

Once we have enabled you for the service, you can access the SDE via either:

· the website - following the navigation to the Secure Document Exchange Area. 

· your Profile area - if you are enabled for the service, there will be an extra link in your profile to the Secure Document Exchange. 
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Help screens

On each page of the Secure Document Exchange area, there are Help pages to guide you through:

· creating and deleting folders

· uploading, downloading and deleting documents 

· notifying your administrator of these actions.


Security

Although the Secure document exchange uses 256 bit encryption it is essential that you ensure you keep your computer secure and free from viruses and spyware. Any system is only as secure as your password so do not share this with anyone else, do not write it down and choose a password which is secure. 

If you were to try to upload a file with a virus the Secure Document Exchange would reject this file.

