HOW TO ZIPA SINGLE LARGE FILEORMULTIPLE FILESINTO ONE COMPRESSED FILE

Introduction:
The zip process allows multiple files or asingle large file to be compressed into asmaller size file. This makes the file easier to copy to a CD,
removable drive or email where size may be arestriction.

In order to zip multiplefilesor asingle large file, go to the directory where the file resides on your PC. Single click on the first file and press
and hold the Ctrl key while you single click any additional files.
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Once you are done selecting the files which need to be zipped, right click on one of the highlight files. When a popup menu appears, select
WinZip. Another popup menu will appear. Select Add to Zip file. Note: you can also select the Zip and Email option which opens an
Outlook Message Box.
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Once Add to Zip fileis selected a popup window will appear. Y ou have two options
Option 1. The New... button will alow you to select the path and file name you would like the zipped file to reside.
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Once you click on the New button, the New Ar chive popup window will appear, allowing you to navigate to the correct folder the zip file
should be saved in and enter the file name you want the zip file to be named. Note: the default is folder where the selected files were located.

AT New Archive

- [=X]
Type a question for help = %0

Sa\fe:'in_: | | 13 Project

My Recent
Documerts ! ' i ' i ' '

=
|

1S

®

Iy Computer _
I File name: || V-'.| E 0K i
. q Filess of bype: |Zip files v| [ Cancel ] pup box will appear named Add. Click onthe
i . o select the path and file name you would like the
: My Network | _ ¥ !

Opiere.
e = s i B i i 542
o ol Pt ot SR 40
Pcviaoft word Do 127132086 810 A
— - e o
st e

= 141172008 30 P00

Inkb



Option 2: From the popup Window instead of clicking New.. you can type in the file name at the end of the path name displayed if you want to
save the zipped file in the same folder displayed. Once you have typed the file name, click the Add button.
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