Procedure for Uploading Files to Golden Rule Software

1) Rename the file Grule2Backup.zip to reflect your agency name.  Example: VeryBestAgencyBackup.zip or VBABackup.zip.  This file is found in the SQLGold folder or the CCVA folder.

2) Open your internet browser and go to https://www.whalemail.com/index.asp    [image: image1.jpg]The usemame is “grs2002", password is "golden”. Click Secure Logon.



.

3) On the next screen, click the gray Upload File button left center of screen.

4) On the next screen, click the gray Browse button for file #1.  Navigate to the file you renamed in step 1.  Click open when you find it.  

5) Just below file #5, click the gray Upload button. 

6) You will now see a small Upload Progress window with a blue bar building.

7) When the upload is complete, you will be returned to the Myfiles screen where you can see your file in the list.  Now you can close all internet browser windows.

8) Please send an email to your support person so that they know the file is done.

See following pages for pictures.
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Step #2
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Steps #3 & #4
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Note: Make sure you have adequate server space before uploading additional

Files. Files are stored for 14 days
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Step #5
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Step #6
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