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• First-time users, click here for details 
of initial set-up followed by details of 
routine export.

• For routine data export instructions, 
click here.



SWIFT Location:

• Address of the site will be sent in an 
e-mail when registered

• https://oas.nss.scot.nhs.uk/swift/



Logging In

• Username and 
password are sent in 
2 separate e-mails

• Password should be 
changed on first login

• Passwords can be 
reset by contacting 
SWIFT Admin (0131-
275-6762)



Opening Screen



Changing Your Password
• Select Change User 

Password

• Enter your old 
password then your 
new password twice

• Press ‘Submit’

• Passwords must be 
longer than 5 
characters and 
include at least one 
number



Updating Your Details

• Select Change User 
Details from the 
menu

• Make the required 
changes then
press ‘Submit’

• Please ensure your 
email address is up 
to date as it is used 
to notify users of 
downtime and to 
reset passwords



Submitting a File (1)
• There are two methods, 

depending on which 
version of the database is 
installed.

• Perform the export from 
the SEAN database.

• If you get a window like 
this, with ‘Export for 
emailing’ in the title bar, 
read the next slide, then 
refer to the instructions on 
‘Browsing for a file’.

• If you get a window like 
this, with ‘Export for 
SWIFT’ in the title bar, 
read the next slide, then 
refer to the instructions on 
‘Pasting in a file location’.



Submitting a File (2)

• Go to SWIFT

• Select ‘Upload 
file to ISD’ from 
the menu

• Select ‘ECT’ from 
the Application 
drop down list

• Add any 
comments



Browsing for a File…
• Make a note of the 

export filepath stated 
by the SEAN 
database.

• Select ‘Browse’ in the 
‘Export Data to ISD’
Screen and navigate 
to the export file 
location using the 
dialog box.

• Highlight the export 
file and click ‘Open’.

• The dialog box will 
close.

• Press ‘Submit’.



• Left-click in the ‘File’
field in the ‘Export Data 
to ISD’ screen and 
holding down ‘Ctrl’ on 
your keyboard, press 
‘V’.

• OR
• Right-click within the 

‘File’ field in the ‘Export 
Data to ISD’ screen and 
left-click ‘Paste’

• The export filepath
should be pasted into 
‘File’

• Press ‘Submit’.

Pasting in a File Location…



File Submission

• After pressing 
‘Submit’ once, 
process of file 
transfer will start 
(green bar will fill).

• If successful, ‘File 
Accepted. Thank 
You’ message will 
appear.

• Click on ‘Logout’
to exit SWIFT. 



Following Submission

• Check e-mails for a message confirming 
successful file transfer.

• If after pasting filepath into SWIFT e-mail 
states that file was ‘Zero-Length’, the 
upload was not successful - try again and 
if problem persists contact ISD & IT dept.

• If there are any problems after receiving 
the file, a member of the SEAN team will 
be in touch. 


