HOW TO ZIP A SINGLE LARGE FILE OR MULTIPLE FILES INTO ONE COMPRESSED FILE

Introduction:

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

restriction.

In order to zip multiple files or a single 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 file is selected a popup window will appear. You have two options
Option 1: The New... button will allow you to select the path and file name you would
like the zipped file to reside.

Ad

Adding 4 files y i ;
Add ta archive: Wisard Type Date Modified = 2=
Q | Microsoft Excel Wor,,, ~ 3{23/2007 3:23 PM
Microsoft Waord Doc,.,  2/9/2007 9:16 AM
Hew Data Base File 2[5(2007 1:09 PM
z Microsoft Excel Wor,,,  1/4/2007 4:48 PM
Aty e Microsoft Excel Wor.,.  1f4/2007 3:53 PM
‘Add [and replace] files b E Egz‘;:;‘i?:;:f; e Microsoft Word Doc...  1/4/2007 10:02 AM
Microsoft Waord Doc,.,  12/28/2006 3:14 FM
Microsoft Ward Doc...  12/15/20069:15 AM
Attributes Microsoft Excel Wor,.. 11{29/2006 4:30 PM

[ Inchuds only if archive attribute is set Microsoft Word Doc...  11/1/2006 3118 PM
[] Reset archive attibute

Compression; [ 5ave full path info

‘ Normal

5 Bitmap Image 1141j2006 3:09 PM
Includs system and hidden files oyt e
hd > 1 Bitmap Image 114142006 2;45 PM

Eitmap Image 11j1j2006 2:38 PM
OlIEIT Stian WOrK e, Teaming. TO97%E  Bitmap Image 11j1)2006 2:20 PM
Solicitation work Log,bmp 1,634 KB  Bitmap Image 1141/2006 2:01 PM
stitch whorkFlow bmp 2,305 KB Bitmap Image 11)1j2006 108 PM
|4 Reassign Wwark bmp 2,305 KB Bitmap Image 11}1)2006 10:56 AM
I-Shst to choose Resassing wor k. brp 2,305KB Bitmap Image 11)1j2006 10:46 AM
1315; Focus Group Mov 3 2006_ Agenda,doc 141 KB Microsoft Word Doc...  10/27/2006 3:48 PM
iEQIQ Focus Group Oct 27 2006_ Agenda.doc 221 KB Microsoft Word Doc..,  10/27/2006 8:03 amM
() Focus Group Oct 20 2006_ Agenda.dac Z30KE  Microsoft Word Doc...  10/19/2006 3:11 PM

i My Computer
&3 My Network Places

Details

4 items selected,

Total File Siet 5.55 ME Compatitive Megotiations, vsd 91 KB Microsoft Visio Docu,..  10§17/2006 2:31 PM
l@}IQ Forus Group Octy 13 2006_ Agenda. doc 224 KB Microsoft Word Doc...  10§13/2006 12:45 PM =
Ig_']IQ Faocus Group 2t & 2006_ Agenda.doc 35KB  Microsoft Waord Doc.,,  1045/2006 342 PM
l@_:]IQ Focus Group Sepk 19 2006_ Agenda.doc Z17KB  Microsoft Word Doc...  9/22/2006 7:43 AM
l—E‘leQ Focus Group Sept 15 2006 _ Agenda,doc 210KB  Microsoft Word Doc.,  9/15/2006 6115 AM
@IQ Focus Group Sept & 2006 _ Agenda.doc 174 KB Microsoft \word Dac, .. '9[7#2006 4131 PM
191¢) Forus Group Aug 25 2006_From email Agenda.doc 160KB  Microsoft Word Doc... 9712006 &:19 AM
@11} Focus Group Aug 25 2006 Agenda.doc 170KE Microsoft \word Dac...  §f22/2006 10:51 AM
1116; Focus Group Aug 18 2006 Agenda,doc 100 KB Microsoft Word Doc,..  Gf16{2006 812 AM
l%}Fa\rfax CountI_Praject_Plan_¥1.2.doc 111 KB Micrasoft \word Dac,..  8/11/2006 3:56 PM
81316 Focus Group Aug 11 2006 Agenda,doc B9KE  Microsoft Word Doc,..  §10/2006 4:01 PM
iﬁ]IQ Focus Group Aug 4 2006 Agenda,doc 73KB Microsoft Ward Doc,.,  8/4/2006.8:10 AM

@‘jIQ Salicitation \Worksheet.xls 23KB Microsoft Excel Wor,..  8f3/2008 3106 PM
I{gﬁIQ Focus Group July 28 2006 Agenda.doc S9KB  Microsoft Word Doc.,,  7f27/2006 3:23 PM
I@Fa\rfax CountIQ Praject_Plan_W1.1.doc 104 KB Microsoft \word Dac...  7/21)2006 10:11 AM
B Fairtas Countiq_Project_Plan.dac 104 KB Microsoft Word Doc...  7/21/2006 825 AM
@Fa\rfax CountIQ_Praoject_Template,dac 156 KB Microsoft \word Doc...  7/19/2006 11:19 AM
B116; Focus Group Juky 14 2006 Agenda_Master doc 49KB  Microsoft Word Doc..,  7/15/2006 5:55 PM
@"]IQ Faocus Group July 14 2006 Agenda.doc S7KB Microsoft Waord Doc..,  7/13(2006 6:09 AM
1816; Focus Group Tuky 7 2006 Agenda,doc 44 KB Microsoft Word Doc..,  7/7/2006 5:03 AM
l—E‘*ﬁIQ Mesting Minutes 061406, doc S9KB  Microsoft Waord Doc..,  6f15/2006 3:27 PM
() Focus Group June 16 2006 Agenda.doc 41 KB Microsoft \word Doc...  6f15j2006 3:24 PM
iE]IQ Focus Group June 13 2006 Agenda.doc IBKE  Microsoft Waord Doc..,  6f9/2006 3:01 PM
I@Franks ICASPS Solicitation Questions daoc 30KE Microsoft \waord Doc... 6972006 1:40 PM
I%}IQ Focus Group June 7 2006 Agenda.doc 36 KB Microsoft Word Doc,.,  6f1/2008 2:39 PM =
lE}IQ wWork Flow Meeting_5_10.doc 43 KB Microsoft Ward Doc,,,  5f12f2006 11146 aM
19116 Focus Group April 19 2006 Agenda,doc 31KB  Microsoft Word Doc,..  4/19j2006 12:18 PM

@-JIQ Meeting Minutes 032606, doc Microsoft Ward Doc,.,  4/7/2006 11:29 AM




Once you click on the New button, the New Archive 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.
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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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You will see the WinZip file with all the documents you originally selected. Click the Red X at the top
right hand corner to close this file.
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You will now see your original folder where you made your file selection. Click on the Date Modified
column twice. You should be able to see the WinZip file you just created at the top of the list.
Notice the file size is only a fraction of what the original files added up would have been.
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