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Directions for Uploading Unified Marketing Materials to Classic Graphics
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Check your internet browser for the following...

- Pop-Up Windows are NOT blocked
- Cookies are enabled
- Enable Java
- Enable Java Script

 1. Using your web browser (Safari, Firefox or Internet Explorer) go to http://remote.cgraphics.com

2. Type in your username and password

Username: unitedway
Password: #belk#

3. Once you are logged in you will click the Upload button.

4. You have two ways to view the upload site.  If you click the blue link at the bottom of the page you can change between HTML Version and Drag & Drop Version. Choose the version that works best for you.

5. Be sure to “stuff” or “zip” the file into a single file before uploading.  Be sure the file you upload includes the name of your United Way.

6. Be sure you have 27 characters or less in the name of the file.

7. If you are using the Drag & Drop version, a window will open and you can drag and drop files into it. 

8. If you use the HTML Version you will need to select a job from the pop up menu then choose “General Upload”.  Then click “choose file” and navigate to the file you want to upload. If you need to upload multiple files, click the green + sign and it will add an additional upload button.

9. Both views or version allow you to add comments. Click Upload in the lower middle of the window.

10. Be sure NOT to navigate off the upload web page while uploading your files. You CAN minimize your browser and continue working while uploading your files.

 That is it!  When the upload process is complete, Classic Graphics will get a notification that the file was uploaded.

If you have problems uploading your files, please contact: Brad Gsell at (980) 233-5236
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