SAVING & EXPORTING AN IMAGE TO GIF FORMAT


1. Click on File | Export


2. Choose the drive where you want to save the file from the "Save in" list box


3. Double-click the directory in which you want to save the file.


4. Type in a filename in the "File name" box.


5. Choose "CompuServe Bitmap (.GIF)" from the "Files of type" box and click Save.





SAVING & EXPORTING AN IMAGE TO JPEG FORMAT


1. Click on File | Export


2. Choose the drive where you want to save the file from the "Save in" list box


3. Double-click the directory in which you want to save the file.


4. Type in a filename in the "File name" box.


5. Choose "JPEG BITMAPS (.JPG)" from the "Files of type" box and click Save.





The term Upload refers to the transfer of a local file to a remote server.


Download refers to the transfer of a remote file to your local computer.


THEN TO UPLOAD FILE TO A WEBSERVER WITH FTP.


1. Sign up online to a webserver that provides you with web space. 


   Most Webservers allows transfering of files through the FTP.


FTP is an acronym for File Transfer Protocol.


1. Double click the "My Computer" icon on your desktop.


2. Double click the drive where your file is located.


3. Go to the folder where your file is located.


4. Click on "Start" menu and go to "Run...".


5. In the "Open:" box, type "command". This will activate MS-DOS prompt 


in the your current directory where your file is located.


6. Type in "ftp ftp.yourwebserverhere.com" where ftp.yourwebserverhere.com is the 


FTP address of your webserver, provided that they have one.


7. Read the servers special instructions if they have any.


8. When asked for the User, type in your username.


9. When asked for Password, type in your password. You should be logged in.


10. For a list of commands, type "help".


For help on each command type "?" followed by the command.


11. Here is a list of simple commands.


"ls" - lists the files on the server.


"pwd" - Prints the working directory that you are in on the remote machine.


"mkdir" (followed by directory name) - makes a sub directory with the specified name


"cd" (followed by directory name) - changes into the specified directory.


"binary" - Sets the transfer type to binary mode. Graphic files MUST be sent through Binary mode. However, text files can also be transfered through binary mode.


"ascii" - Sets the transfer type to ascii mode. This is used for text files that contains only ascii characters.


"put" (followed by a file name) - Sends one file to the server


"get" (followed by a file name) - Receives a file from the server


"delete" (followed by a file name) - Deletes the file from the remote server.


"bye" - disconnects from the FTP server





12. Set the transfer mode to binary. Type in "binary".


13. Send file by typing “put” and then the name of the file to upload.


14. When finished, log off by typing “bye”.

















