ABOUT FILE EXCHANGE

USER ACCOUNT

BDO File Exchange is a web-based file
transfer solution providing a simple
way to transfer files securely between
BDO professionals, BDO clients and
other non-BDO contacts.

To access and use File Exchange,
you must have a user account. Upon
accessing
https://fileexchange.bdo.com/, you
will be presented with the option to
enter your email address:

Access File Exchange here.

Items to Note:

1. You Have an Account:

X As an external user, you will need

If you already have an account, enter
your email address.

X Messages received from File

The email/user name should match
the email address to which the file was
sent. If you forgot your password, select
“Forgot my password (BDO Client)”, and
a new password will be emailed to you. If
you haven’t answered security questions
in the past, you may be prompted to
answer these questions prior to logging in
to File Exchange.

to create an account to access
files. The email address used to
create the account needs to match
the email address to which the file
was sent.

Exchange cannot be forwarded.
Each link is unique to the recipient
for security reasons.

X You have the option of sending the

message content secured.

X Files may be downloaded up to 14

days after being received. After
14 days, the files will be deleted.
Deleted files cannot be recovered
by BDO National IT.

X You can send

files up to 8GB.

X To resend an email, the entire file

must be resent and processed.

X Security and technical

documentation can be found in
the top navigation area of the site.

X Files

may not be sent to email

distribution lists, but can be sent
to a Shared Mailbox

2. You Don’t Have an Account

If you are a New User, enter your
email address and select “Submit”.
You will then be taken to a
registration form. The email address
should match the email address you
will use to send/receive files.

BDO FILE EXCHANGE QUICK START GUIDE FOR CLIENTS

HOW TO SEND FILES THROUGH FILE EXCHANGE
1. Once you have signed in and/or
registered, the “Your
Information” section will
automatically populate with your
profile.
2. Enter the email address(es) of the
recipient(s) in the “To” field. If adding
several email addresses, separate with
a space, comma or semicolon. Should
you need to copy an individual on the
email, click “Show CC” to expand
this option.
Note: If you add a recipient in error,
click the “X” next to the name to
delete that recipient. You may also
copy/paste multiple recipients into
the “To / CC” fields.
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3. Enter your email subject in the
“Subject” field.
4. Type your message in the “Message”
field. This will appear in the body of
the email sent to the recipient(s).
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5. Secure this message: When checked, the contents of the message will not appear in the email that is sent, but can be securely viewed
on the File Exchange site. The email that is sent notifies the recipient content has been hidden and can be viewed by following the link.
6. Click the “ADD FILES” button to select the files to send from your computer or drag and drop the files into the box. If you are using
Chrome, you can drag a folder into the box and the contents of the folder will appear, available for upload.
7. Click “UPLOAD & SEND FILES” to send the message. After upload, you will receive an Upload Complete message indicating the files/
folders were sent.
Note: The recipient receives an email notification with instructions to access the files. When the recipient has downloaded a file, you will
receive an email confirmation that it happened.

BDO FILE EXCHANGE QUICK START GUIDE FOR CLIENTS

HOW TO DOWNLOAD A FILE FROM AN EMAIL
NOTIFICATION - WITH AN ACCOUNT

HOW TO DOWNLOAD A FILE FROM AN EMAIL
NOTIFICATION - WITHOUT AN ACTIVE ACCOUNT

You will receive an email similar to the image below. It will come from the sender
of the file and look like a typical email.

You will receive an email similar to the format below. It will come from the
sender of the file and look like a typical email.

1. Click the “here” link in the message to access your file(s) and secure message
if applicable. Note: The message indicates the expiration date and file(s) may
not be accessed after this date. It also lists the name and size of each file sent.

1. After clicking “here” the login page will open. Log in using your

email address and password used when you created your account.

2. You will then be presented with a screen to "Enter Access Code". An

access code is now required to download files and will be emailed to you.
The code is good for 60 minutes. If not downloaded within that time, you
will need to click to access again to generate a new code.

1.

Click the first “here” link in the message to create an account.

2. This will bring you to the registration page. The email address to which the file
was sent will pre-populate into the email address field. Complete the rest of the
form and click “Submit.”

3. After submitting your information, you will be prompted to log in with
the email address / password you used in step 3.

4. You will then be presented with a screen to "Enter Access Code". An access

code is now required to download files and will be emailed to you. The code is
good for 60 minutes. If not downloaded within that time, you will need to
click to access again to generate a new code.

3. Check your email for an email from "no-reply-fileexchange@bdo.com"
with subject of "File Exchange Access Code". Enter that code into field
shown above and click on Submit.

5. Check your email for an email from "no-reply-fileexchange@bdo.com" with
subject of "File Exchange Access Code". Enter that code into field shown
above and click on Submit.

4. Once logged in, click the “Download All Files” or click each file
to download individually.

6. You will be taken to the Downloads page. Click “Download All Files” or click
each file to download individually.

