Zipping Files

To zip multiple files first start WinZip (if you don’t have WinZip you can get it from http://www.winzip.com).  WinZip will likely start with the Wizard mode screen (shown below).  You need to be in Classic mode.  To get there click the WinZip Classic button in the lower left hand side of the window.
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Once in WinZip Classic mode you need to click the New button in the upper left of the window.  This is shown in the next image (on the next page).
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After you’ve clicked the New button a window will appear asking you to name the Zip file your about to create.  Use this window to navigate your hard drive folders and set the directory to some place you will remember (like My Documents).  Next name the file with an easy to remember name and click the OK button.  This is shown in the next image.
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After you’ve clicked the OK button a new window will appear asking you what files you want to include in the Zip file.  Navigate to the folder on your hard drive that has them.  Then, hold down the Control key (Ctrl) and click on the individual files.  Each file you click on should stay highlighted.  When all the files you want to add are selected click the Add button (see below image).
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Ensure that each file is highlighted BEFORE clicking the Add button.  Once you’ve clicked the Add button you will be taken back to the WinZip window where it will show every file you’ve compressed into one.  Verify at this time that all you’re files were added.  If they weren’t you can click the Add button and repeat the above process of adding files.  The WinZip window is shown on the next page
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As you can see by the above image, each file I selected is listed in this window.  They are now in the Zip file I named a few steps back.  You can click the X in the upper right of the window to exit WinZip now.

You can now attach the newly create Zip file to a form submission, it will be located in the folder you specified with the name you gave it with a .zip on the end (see below).
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This concludes these WinZip instructions.  For more help on using WinZip please visit http://www.winzip.com.

