Chippewa Graphics SharePoint How-to

The new Chippewa Graphics file transfer site uskkcaosoft ser-
vice called SharePoint. The service allows fousedogin by multi-
ple users and allows authorized users to accessthe partoftne
site that only they and Chippewa Graphics employaee access toljfdli=ad i uaeiia=le ey iiieR e

The new site can be found at: %
https://shpt.chippewagraphics.com/ca/cgcportalide&spx

Just click on the above URL or type it into yourbA@rowser and Comectng fo St ppeuagreptics.com.

you will be prompted for a login (Since this is ackésoft based User name: 1€ gee ] |-
service, Internet Explorer works best). MAC Usshisuld use Fire- || password: [easens |
fox.

Enter your user name and password [ oc ]| cancel |
Username: gcc

Password: um77np

After login you will be presented with the follovgrhome screen if
you are a general user (high use clients and tihaéeequire access
secured from the view of others may request deglicatcess):
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On first login you will be prompted to run one oora ActiveX controls.
These controls are safe and simply allow enhaneatifes on the site.
You should click on the yellow bar at the top of thindow and click Run

ActiveX Control. This will bring up another sedyrivarning on which
you should click Run.

Internet Explorer - Security Warning &J

Do you want to run this ActiveX control?

Name: Name ActiveX Control

Publisher: Microsoft Corporation

‘ Run ‘[ Don't Run J

This ActiveX control was previously added to your computer when you installed
w7 another program, or when Windows was installed. You should only run itif you
= trust the publisher and the website requesting it. What's the risk?

When you access your site you will be presentet aiist
of all files in that site and you can upload nelediby click-
ing on the Add new document link.
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If you have one file to upload you can click brovesel select it from
the folder you have it saved in.

If you have multiple files to upload, clicking onet Upload Multiple
Files... link will bring you to a screen where yowndarowse to the
folder containing the files. You can then chedk tiox to the left of
each file you want to upload and click OK.

Note: Multiple upload is not available on all Zontgns

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 fa# upload list page as

above. You can tell whether you are

at the detail level page by the
Note that this page shows a different view of thes list as you see on  ypload title the top of the list.

the main page as shown below.

|:| 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

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.



