
Exchange Overview 
 

All documents that were previously uploaded to Exchange will be available in the new system. The following provides a 
high level overview of the user interface. 

Folder Details 

The left hand bar displays folder level details including the name of the folder, creation and modification dates, as well as 
the number of files in the folder 

Additional details of the deal are available by clicking on the down arrow 

 

 

Documents 

The list of documents in the folder is displayed in the main window. The name of the document, document type, size and 
last modification date are available at a glance. 

Clicking on the ‘More’ button (3 dots) on the far right opens up a menu with access to Properties and the Audit log of the .

 

The Properties option opens up a right hand tray where you can: 

o View or update the document description 

o Change the document type 

o Add comments 



Uploading – New Feature 
Upload documents to your folder using the Add Document button. Select files from your computer or use the drag and 
drop feature.  

 

Downloading 
 

Use the checkboxes to select one or more documents and press the Download button to save the file(s) to the location 
setup in your browser. 

 

 

 

 

 

 

 


