To transfer files from your MEC account (fiscal, student, EMIS) you will need to transfer the specific file from your MEC root directory to your PC hard drive. You will use the Reflections FTP client for this purpose. You may then use the file in a Microsoft Office product such as Excel or a database. The file can also be copied to a diskette for transfer to other users.  
· To transfer a Word document save it as a text file.   

· To transfer your 5-year forecast, save it as a comma delimited file.   

· To transfer Adobe Acrobat pdf files, save these as binary.  

· To transfer TXT, SEQ, or DAT files from EMIS, save these as ascii  
· To transfer a student service file, transfer only .TAR or .PRT files and transfer as ascii. 

Choose from the menu File - New Session OR Choose Reflections FTP Client from Start Button

Choose NEW to Create a new connection
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Left side of screen is your PC directories.  
The right side is your root directory on MEC mainframe.
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Reflections Version 7  - Has a Smart setting that is the default and will choose the correct type of file transfer.  If you want to select the type, you may choose Tools - Transfer Method - and the type of transfer files.
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To move a file from one directory to the other, you may choose copy and paste or drag
and drop the file to the appropriate side.
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After the first time you set up your ftp session, the settings will be saved.  The next time
you need to transfer files, choose your named session and connect.
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