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NOTICE: Proprietary and Confidential. All the content of this document (text, figures, lists, financial information, 
graphics, design, diagrams, as well as other graphic elements and/or audio and videos), whichever is the 
format used (paper or electronic), is confidential and proprietary to Media Contacts, S.A. (MC). This document 
includes ideas and information based on the experience, know-how, intellectual/creative effort of MC. For these 
reasons, this material shall not be used, reproduced, copied, disclosed, transmitted, transformed, 
commercialised or communicated, in whole or in part, neither to third parties nor to the public, without the 
express and written consent of MC Media Contacts ©, MPG Direct ©, & Artemis ™, Channel(i).   All rights 
reserved.
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1. Double-click in My Network Places in your desktop

2. Then double click on Add a Network Place

Steps to follow



3/15/2007 :: 4

Steps to follow

3. Click on Next
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Steps to follow

4. Click on Next
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https://download.mediacontacts.com

5. Enter https://download.mediacontacts.com
NOTE: https

Steps to follow

(with and S)
6. Click on Next

5. Enter https://download.mediacontacts.com
NOTE: https (with and S)
6. Click on Next



3/15/2007 :: 7

Steps to follow

9. Enter your Blog/Artemis login information

8. Click Yes
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Steps to follow

10. Enter a name for this site - (MC FTP Site
download.mediacontacts.com will be the default name)

10. Enter a name for this site - (MC FTP Site
download.mediacontacts.com will be the default name)

MC FTP Site
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Steps to follow

11. Select Open this network place when I click Finish
12. Then click on Finish

11. Select Open this network place when I click Finish
12. Then click on Finish



3/15/2007 :: 10

Once you are in…

A window will open. You will see some folders. You can upload or download a file by dragging it
in the same way as your regular Windows Explorer. You can also create new folders when
needed.

Make sure you not to use: spaces, symbols such as $ % & *, parenthesis or accents in folder or 
file names

Use only: letters, numbers, hyphen (‘-’), underscore (‘_’) and dot

Folder and file names are CASE SENSITIVE
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Sharing files with external contacts

To share files with external contacts, send them the url where the file is located including the full 
folder path and then add:  /name of the specific file

For example if you want to share the file above: 0602FutureInOurHandsIB.ppt with a client, you
will send him/her an eMail with the following url: 
https://download.mediacontacts.com/Artemis/0602FutureInOurHandsIB.ppt

Then he would click on that url and download that file immediately without seeing other files or
folders in the MC FTP Site. 

NOTE: Copy the exact name of the file after the url where the file is located. Case sensitive! 
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Sharing files with external contacts

If you try to share a file with external contacts that has spaces in either the file or the folder’s
name you should substitute the spaces for: %20

For example if I want to share the file above: Net View.doc with a client, you will send him/her
an eMail with the following url: 
https://download.mediacontacts.com/marketing/Remember%20Me%20Video/Net%20View.doc

If you write the file name in the url on Internet Explorer, it will automatically place the %20 for
you. Then you just have to copy the url and paste it to the eMail

This is why we kindly encourage you NOT to use spaces in either folder or file names

NOTE: Copy the exact name of the file after the url where the file is located. Case sensitive! 



3/15/2007 :: 13

Important facts

Everybody in Media Contacts can see the files in the FTP site, so this is
NOT for your confidential files

This is NOT a permanent storage facility: all files in the FTP site are 
deleted 15 days after they were placed on the site

Remember the ‘s’ in the URL for the site: 
https://download.mediacontacts.com/....

Remember folder and file names are CASE SENSITIVE

Files are stored on an Internet server, so depending on the speed of 
your Internet connection it may take a little while to upload or download 
a very large file
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Appendix

t h a n k y o u !
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