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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.
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SWIFT Location:

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

e https://oas.nss.scot.nhs.uk/swift/
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e Username and
password are sent in ¢ —
2 separate e-mails s anEE =

« Password should be
changed on first login

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




Opening Screen J}L,f’.«
National
Services

S UN—— Scotland

G@ =[] https:fjoss.nss.scot.mhs.ukjsiftflogindction. dojjsessionid—cDag20bc aeed32037F3ce474Ba4dbeT0R 76 732F. 380 HRchy SCA0SNGR 3y Rb3vInfAmGrSDgQLvpie. | 14

|| X | |Googe | 2|
Fie Edt Wiew Favorites Tools  Help

o e [g,mmg |*| 5 - & - [ page - £ Toals -
Z»S'I')'._ SWIFT - Submission With Internet

NHS

i )

i .. .. _File Transfer Services
~ W —r

Services
Scotland

UPLOAD FILE TO ISD
UPLOAD DVL FILE
CHANGE USER DETAILS
CHANGE USER PASSWORD

LOGOUT

Dane

Local intraniet H100% v




Changing Your Password

o Select Change User

Password

HOME
UPLOAD FILE TO ISD

UPLOAD D¥L FILE

Enter your old
password then your

CHAMGE USER:. DETAILS

CHAMGE USER: PASSWORD

n eW p aS SWO rd WI Ce APPLICATION ADMIN

LOGOUT

Press ‘Submit’

Change Password

Passwords must be
longer than 5 I
characters and cepesto]
Include at least one

number Submitl Canu:ell

o Passuar -:I:I
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Updating Your Detalls

o Select Change User
Detal |S fro m h e UPLOAD FILE TD Is5D
m e n u UPLOAD D¥L FILE

CHAMGE USER. DETAILS

CHAMGE USER. PASSWORD

® M ake th e re q u I red APPLICATION ADMIN

LOGDUT

changes then
press ‘Submit’

Change User Details

* Please ensure your
email address is up
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b User Farename : |James|
to date as it is used oo o :ig
to nOtIfy USers Of C‘:'”ti";tdfg'lagi:l |iames young@isd.csa.scotnhs.uk

downtlme and to Contact Tel Nurmber: |07131-275-7018
|
reset passwords subrit | [Cancal |




Submitting a File (1) J.\.L"E

There are two methods, ';'SH,?C'L%'

version of the database is
installed.

File name Size (kb)

There are 2 possible files I I I I

which should have been
exported: | \\Isdsf00d03%\sean\Database:\ECT\JVExp.mdb | 884

Perform the export from

r Otherwise send the .mdb one. But different trusts have different
th e S EAN d atab ase rules as to whether you can export .mdb or .zip files, so you may
= need to send trial emails.

ow open a new email addressed to SEAN. click the attachment
tton and copy the relevant file named abowve into the File

If you get a window like —"
this, with ‘Export for

emailing’ in the title bar,

read the next slide, then S — o]

FOR CONSOLIDATION INTO SEAN

refer to the instructions on P ——

t data

‘ B row Sl n g .I: or a fl | e, . AuditCheck Export Data. 1 Z:EZ:::E ::z,x..,:::ala

Close exporting stimulations data

exporting system and PC details

If yo u g et a. WI n d OW I I ke > The file path and name for the export file below have been copied to memory. Open

SWIFT. enter the user name and password, and put the name below into the File

th IS ’ Wlth ‘ Export fo r Name field. Do this by pressing c‘tirrll—;fsuer:;r;;:;t:ard, or with the mouse right-click
SWIFT' in the title bar, RSN , I
read th e n eXt SI I d e 1 th e n ... now click the link below to open up the SWIFT File UpIuanI:ir(::: -

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
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HOME

UPLOAD FILE TO ISD
UPLOAD D¥L FILE
CHAMGE USER:. DETAILS

CHAMNGE USER PASSWORD

APPLICATION ADMIN

LOGOUT

Submit | Cancel |

Bronwse. |




Browsing for a File... &L"E

National
« Make a note of the Services

export filepath stated Scotland
by the SEAN
database.

(- -Upload File o 15D - Windows Internet Explarer

Look . [ (55 Prejeet - ~EerE-
[CICONECTS May 03 ®privacy mpal & - - Page + i Todks +
|25 Conference 09 ) sEan Lead C|
My Recent June 5G V]SEAN Lead C| = =
« Select ‘Browse’ in the | &5 =& | R
W ()Previous Project Plans 8] 5EAN to ref
@ [ 5eptember 56 B swift user qu IranSfer

£ 1 Desktop [ copy of Data Saurces - Data Template - 15D - 2009-09-01 (P1 030909) B SWIFT_conts
X p O r a a O . = Copy of HospitalContacts E5WIFT_cont
B _j HECT _staff_cantact_detals
S i . Hospitals and Contacts
creen and navigate s
- Manthly Exports - Status Report 100909
g’ = Contacts Staff and Asset Nos - All 2009 07 - 1

to the export file N e

N55007243 Privacy Impact Assessment Questionnaire - SEAN
location using the i — 2
3 g MyMNetwork  File name: |G Hospiais ~| [ Open | :l
d I al O b OX o=t Files of type: &N Fies 1) =] _EjEL] | |[(Browse
g : IR

« Highlight the export
file and click ‘Open’.

* The dialog box will
close.

e Press ‘Submit’.

Nstat T B~ [Enbe



Pasting in a File Location... &"E

National
Services

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

Versions 117 Catabaser st
(Upload File to ISD [z vene ] EX— ooyl
E

« OR
* Right-click within the I
‘File’ field in the ‘Export |y = " e

Data to ISD’ screen and
left-click ‘Paste’

* The export filepath
shlould be pasted into
‘File’

e Press ‘Submit’.

W Loend ntranet & oo, =
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° After pressing {2 - Upload File to ISD - Windows Internet Explorer, -
‘Submit’ once,
process of file
transfer will start
(green bar will fill).

yWIFT - Submission With Internet
. _File Transfer
T v —e e :

Uploading . . . v
............. v
File Accepted, Thank You
‘ .
» If successful, ‘File
Application:
Accepted Thank mmmmmmmm :[This is a test |
, - . File: [\sdsf0d03\sean|ProjectiN3 Hospitals xis |CBrowse -
You’ message will

appear.

e Click on ‘Logout’
to exit SWIFT.

+J start all o Wl o R
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 Check e-malls for a message confirming
successful file transfer.

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

 |f there are any problems after receiving
the file, a member of the SEAN team will
be In touch.



