
Chippewa Graphics SharePoint How-to 

The new Chippewa Graphics file transfer site uses a Microsoft ser-
vice called SharePoint.  The service allows for secure login by multi-
ple users and allows authorized users to access their own part of the 
site that only they and Chippewa Graphics employees have access to.  
 
The new site can be found at: 
https://shpt.chippewagraphics.com/ca/cgcportal/default.aspx 
 
Just click on the above URL or type it into your web browser and 
you will be prompted for a login (Since this is a Microsoft based 
service, Internet Explorer works best).  MAC Users should use Fire-
fox. 
 
Enter your user name and password 
Username: gcc 
Password: um77np 
 
After login you will be presented with the following home screen if 
you are a general user (high use clients and those that require access 
secured from the view of others may request dedicated access): 



On first login you will be prompted to run one or more ActiveX controls.  
These controls are safe and simply allow enhanced features on the site.  
You should click on the yellow bar at the top of the window and click Run 
ActiveX Control.  This will bring up another security warning on which 
you should click Run. 

When you access your site you will be presented with a list 
of all files in that site and you can upload new files by click-
ing on the Add new document link. 



If you have one file to upload you can click browse and select it from 
the folder you have it saved in. 
 
If you have multiple files to upload, clicking on the Upload Multiple 
Files… link will bring you to a screen where you can browse to the 
folder containing the files.  You can then check the box to the left of 
each file you want to upload and click OK.   
Note: Multiple upload is not available on all computers 

After you click OK you will be asked to con-
firm your selections.  Click yes.  You will see 
an upload progress screen  



After the upload completes you will be viewing the full upload list page as 
above.  
 
Note that this page shows a different view of the same list as you see on 
the main page as shown below.   

You can tell whether you are 
at the detail level page by the 
upload title the top of the list. 

From the detail screen, when you move 
your mouse over a file in the list you 
will notice a yellow box with a black 
triangle at the right end.  You can use 
this to delete a file that is no longer 
needed from the list. 

To download a file simply click on 
the name, or for certain files that 
your web browser automatically 
opens you may need to right click 
and choose to Save Target As 


