How to upload data to Mazzullo, Inc. Website

November 4, 2003

1. Use WinZip to compress the data

a. Be sure no one is in ACCPAC

b. Start WinZip—if you do not have WinZip, an evaluation version is available at www.winzip.com
c. Go to the main WinZip screen – you may get an agreement license and a tip of the day message before you get to the main WinZip screen.  Also, if it asks you whether you want to use WinZip Classic or the Wizard, choose Classic.

d. Click on “new.”  Select the drop down arrow next to the “Save In” and browse to a place to create this zipped file that you will upload to the Website.  It can be anywhere on your computer, just be sure you note where it is so that you can easily get to it when you are uploading it to the Website.  You might want to put the Zip file in a backup folder under ACCPAC, on your desktop or in My Documents.

e. In the bottom portion of this screen, give this zipped file a name.  We suggest that you give it the name of the folder that your data is in.  For example, for Mazzullo, Inc. it is mazdat.  WinZip will add the extension zip.

f. Click on OK.
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g. This will bring you to the following screen where you select what you want to include in the zipped file:
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h. Click the drop down menu to the right of “Look In” and browse to your shared drive where the ACCPAC data resides, usually x:Program files\Accpac\data\org id (where x is the shared data drive).  In our example it is M:\program files\accpac\data\mazdat.

i. Be sure that the “Include subfolders” and “Save full path info” boxes are checked.

j. Click “Add with wildcards”

k. When WinZip is done it will display all of the files included in the zip file.  You can close WinZip by clicking on the x in the upper right hand corner.

2. Upload the zipped file to Mazzullo, Inc. Website
a. Go to your Internet browser and log on to www.mazzullo.com
b. Click on the Customer Login tab (in yellow at the top of the page)

c. Type in your user name and password and click submit.  If you do not know your user name and password, please call 301-596-9945.

d. This will bring up a screen with your company’s contact information and product information.

e. Scroll down to “Manage Files” and click on “upload.”
f. When the box appears, select “Browse” and locate the zip file that you created in step 1 above.  Click on the file and then click “open.” Then click “Upload.”  

g. Depending on the size of the file and the speed of your Internet connection, this upload could take a while.  When it is complete, you will get a message with information about the uploaded file and a message to “Click here to return.”
h. You can close out of the Website.

i. Give us a call or send an email to let us know that the data is there.

3. To download a file from our Website, you simply click on the file name and choose “save.” Browse to the place where you want to save the file on your computer.  In most cases, the file will be zipped and will need to be extracted using WinZip.

