
 

FAQs 

How do I access my SEDEX account? 

If you had an account on the previous SEDEX 2.0 system, you do not need to register a 

new one on SEDEX Advance. You simply need to log in with the same email address 

that you used in SEDEX 2.0. When you first click ‘login’ to SEDEX Advance you will be 

emailed a link to confirm your profile and create your new password for the new 

system. Please note, you no longer need a username to login, just your email address. If 

you were not previously registered users please ask the registered users within your 

organization for assistance. 

I am having problems logging in, what can I do? 

If you are trying to login and the page keeps asking for the login information even after 

being entered, the issue may be web browser compatibility. If you are using Internet 

Explorer please try accessing our system using either Google Chrome or Mozilla Firefox 

instead. 

 How do I pay my membership? 

Once logged in, go to ‘Company\My Company’ and click on ‘Payments’. Enter the 

number of sites of employment and the number of years you want to pay for, then press 

‘Calculate’ and ‘Pay Now’ to continue. 

Select your payment method (Credit/Debit card for card payments and Bank Transfer 

for bank transfer payments) on the following page. If you chose to Credit/Debit card 

you will be taken to the Worldpay, secure server for your chosen payment provider to 

make your payment by card. If you chose to pay by bank transfer, you will be sent an 

email containing an invoice with the bank details to send your payment to. Download 

invoice go to ‘Company\my company and click on Payment History.  

How do I add a new site of employment? 

To add a new site of employment to your company's SEDEX account you first need to 

pay for the additional site by logging in, going to the Company menu, clicking on My 

Company and clicking on Payments. Type the total number of sites you want to have 

registered on your account where it says "Number of Sites" (e.g. if you already 

have 4 sites registered and you want to add 1 more site, you should type 5 in the 

Number of Sites box), type 0 where it says "Extend subscription by ... years" and press 

Pay Now. 

  



 

I cannot find where to complete the SAQ, what could the issue be? 

Please check if you have created a site by going to ‘Company\My Company’. Scroll 

down the page - the SAQ button will be on the right hand side. If there is no site already 

created, you will need to create one; to do this please go to: Company > My 

Company > Create new Site, complete the fields and submit. 

How do I add my customer/client? 

Once logged in, go to ‘Company\My Relationships’ and click ‘Initiate a new 

Relationship’. Type the name or Company Reference of your customer in the Target 

Company field, choose "Customer" next to "What is the relationship of this company to 

you?" and choose if this is a direct or indirect customer where it says "Type of 

Relationship." 

Next to “Site(s) Visibility” click on the “Please select” button to open the drop down 

menu showing a list of your sites. Click on the name of each site that needs to be visible 

to that customer. A table will appear underneath showing you the name(s) of the site(s) 

you have selected. By default a site’s contact details, SAQ and published audits will be 

shared with a customer. If you don’t want to share any of those details, untick the 

relevant box(es) in the table. Press Submit when finished to send the linking request to 

your customer. 

How do I publish my audit? 

Once logged in go to ‘Audit\My audits’, scroll down the page and click on the "Publish" 

button under the Action column (on the right hand side). 

How do I add a corrective action? 

Once logged in go to ‘Audit\My Audits’ and click on ‘View Findings’ next to the 

relevant audit. Find the non-compliance, scroll down and click ‘Add a corrective 

action’. Fill in the description, afterwards click 'Edit' select 'Completed', save and click 

‘Submit to Auditor’. 

 How do I initiate an audit request? 

Once logged in go to ‘Company\My Company’, scroll down the page and on the 

right hand side click ‘Initiate an Audit’ next to the site name. Complete the sections 

and click ‘Submit’. The auditor will then receive your audit upload request. 

  

 
 


