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Microsoft Windows ftp upload guide 
 
We have produced this guided walkthrough to aid you in uploading files to us via our ftp 
server. Every care has been taken to produce and accurate representation of the 
process involved. For this example we will assume that you have downloaded FileZilla 
and have installed it according to the software manufacturer. We also assume that you 
can upload via the ftp protocol either through a corporate firewall or a standard 
internet modem or router. In some cases it may be necessary for your IT/Network 
administer to allow ftp uploads through the corporate firewall. 
 
1. Launch FileZilla 
 

 
 
 
2. FileZilla will then open the following main window: 
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At the top of this window there are some text fields where you can enter the following 
connection information: 
 
Enter the details as follows:  
 
Address: 80.176.192.25 
Username: (This will have been supplied to you via an email) 
Password: (This will have been supplied to you via an email)  
Port: 21 
 
Once you have entered your details all you have to do is press the Quickconnect 
button; this will log you in to our ftp server. 
 
 
3. Navigate to the location of your file in this section: 
 

 
 
4. Select the file or folder you need to transfer to us in this section. 
 
5. Next, right mouse button click on the file you need to send and click on Upload as 
shown here. This will start the transfer. 
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You will get a file upload progress indicator at the bottom of the window here as the 
file is transferred. 
 

 
 
 
Once the files that you are uploading have finished they will automatically be removed 
from the bottom window section here and appear in the right hand window here 
 
If you have more files to upload then simply repeat the right click and upload step. 
 
Once you have finished uploading all of your files simply exit FileZilla. 
 
And that’s it. 
 
 


