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Step 1: Complete the order form. 

There is a unique order form for each Trigard Memorials series. Below are samples for you to use as a reference. As you 

complete the forms, take your time and make sure that all of the appropriate options have been selected. Please note the 

UV series does not have a unique order form. To order a UV memorial, check None under the Relief option for the series 

your family has chosen.  
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Step 2: Scan photographs. 

The quality of a memorial is only as good as the photographs used to produce it. That is why it is critical for you to set 

your scannerôs resolution to at least 300 dpi. The higher resolution of the photograph, the better. 

While not all scanning software is exactly the same, most have a Tools drop-down menu to change the resolution. Set 

your resolution to 300 dpi ï and be sure the setting stays at 300 dpi. When you save the file after scanning, save it as a 

*.TIF or *.TIFF. Name the file as the first and last name of the deceased followed by the photo number that corresponds 

with the order form. For example, JohnDoe3.TIF. 

 

Step 3: Send photographs. 

We recommend using our Leapfile system, which allows large files to be sent to us quickly, easily and securely.  

1. Open your internet browser and go to http://trigard.leapfile.com. 

2. Click Secure Upload. 
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3. In Recipient Email, type design@trigard.com. Click Start. 

 

4. Provide your contact information, including your location name, email address and as much information in the 

description area as possible. 
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5. Check the box under delivery options (Notify me when the files have been downloaded). You will automatically 

receive an email when one of our design team members downloads your files as confirmation that work on your 

project has begun. Click Select files to send (Regular Upload). 

 

6. Click the Browse button at the end of the first line. Select all of the photos from your computer for the order. 

When all photos have been selected, click Upload & Send. 
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7. A photo Upload Progress screen will appear as your photos are transferred to our system. 

 

8. Once your photos have reached our server, you will see a success message. 

 

 


