Instructions for Downloading Files from SWAN Secure File Transfer Service

· You will receive an email from a named person via NHS Scotland Secure File Transfer Notification Service containing a link to the health records; click on this link

· When you click on the link it will take you to the SWAN SFT service where you will have to insert a password

· [bookmark: _GoBack]Contact the office, either by replying to an email from Lan.healthrecords.legalteam@lanarkshire.scot.nhs.uk or by telephoning 01698 752398 for University Hospital Monklands, 01698 366798 for University Hospital Wishaw and 01355 584603 for University Hospital Hairmyres, to let us know you have received the link and require the password

· Insert the password

· Click on the green download button.  If using a PC click save and this should save the file to your downloads. Go into your downloads on the PC and open, go to file save as and this will allow you to call the file whatever you want and also into whichever file you want it to be stored

· If on a mobile phone when you click download a box will appear to ask if you want to download, click on the download option and not on view.   A box will appear to validate files, click on check, then browse.  This will take you into your recent downloads, click on the document we have sent, this should validate the file.  The file will be saved in your files on your phone.

PLEASE NOTE - THE LINK FROM SWAN SFT SERVICE WILL EXPIRE AFTER 3 DAYS
