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Introduction

In today’s world, we deal with electronic files every day and a lot of us move files around regularly. It
doesn’t really matter when we’re moving files from a local machine or between two computers. However,
when it comes to sending files over the net, in particular emailing files, those who have already gone
through this experience would know how time-consuming it would be to browse for every single file to
select as attachments. We have a useful tool that can help use ease such burden.

Already available in the market is a program called WinZip. It is a reliable program that helps compress
your files or even breaks down your files into file sizes of your choice. This file uses the format .zip (older
versions) or .zipx (later versions). Well, if you haven’t thought of using WinZip until the reading of this
tutorial, I’'m pretty sure you’ll make up your mind to add this program to your lists of daily programs you
will be using. Mind you, this program is very powerful when it comes to compressing files.

Unfortunately, to utilise all of the capabilities of this program, you have to obtain a commercial version
from their website; ://www.winzip.com/downws.htm . You can however, use the trial version to unzip

compressed files. The latest version, as of the writing of this tutorial was version 18. | am going to
demonstrate using version 16 because that is what | have on my pc.

{5 WinZip 16.0 Setup =10 x|

WinZip 16.0 has been
successfully installed.

Click the Finish butkon bo exit this installation,

= Back I Finish I Zance| |

Tutorial by Philemon Yalamu — http://www.artech.com.pg/ © 2014, ArTech 1|Page


https://www.winzip.com/downws.htm�

SELECT FILES TO ZIP:

First off, go to where your files are (the files you'd like to compress) and select them. | have created some
dummy files for this exercise which | will use. There are several ways to select files. Use any of the
methods you're comfortable with; In the case here, | am using the drag-and-highlight method (left-click
& drag to highlight files).

IIT docl
—l Microsoft Office Word Documen
OKE

ft Office: Publisher Doc. .. aoft Office PowerPaint Pr...

RIGHT CLICK TO ZIP:

Once your files are selected, right — click on one of the
selected file(s). You should see from the pop-up
contextual menu a list of tasks. There should be 1 called
WinZip (1). Go across to the extended options and select
the first option “Add to Zip file” (2).

'd Document

0 kB
M 15 Add to Zpp file... k Right-click one of the selected file(s)...
b I3 Add bn does. zip
1 ¥ 3 Zip and E-Mail docs.zip

& Zip and E-Mail Plus. ..
&3 Corfigure

Xl
ADJUST SETTINGS:
Add to archive:
After you right-click on one of the |
selected files and choose the A tew.. | open.. | 5
extended WinZip option, you |action: — Compression
~ . &dd (and replace Files j {* | Zip: Legacy compression {maximum compatibilicy

should get a pop-up Add dlalogue ‘I_ﬂalit 7ip File: " Zipx: Best method (smallest size)
similar to the one on the right. IDun't it : j " Let me choose the specific compression method

; i i Zip: Ma C i E
Adjust the settings appropriately as L. |zip: Ha Compression =l
shown (opposite right). | |KB | Right-click one of the selected file(s)...

— Ciptions — Archive Attributes
.. [ Encrypt added files [ Include only if archive atkribute is set

The description of each numbered [ save full path info 6 Reset archive attribute
settings can be seen on the next [ Include system and hiddsn Files

page. add Cancel | mep |
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3a: Path to where your zip file will be saved

3b: The name of your zip file. You will have to type this down
4: How you want to manipulate (Action) and control (Split Zip File) the size of the file

5: The type of compression you prefer to use.
6: Button that allows you to Create a zip file

When all your settings are set, the Add button should be clicked.

@ Flename of archive is not complete. Be
sure to specify a valid flename,

(] 4 I Help

x|

Note: If you get a prompt like the one on the left,
it means that you haven't specified a name to your
zipped file. You should go back to step 3b and type
in a filename.

Finally, you should get a summary report of the process you've just completed. Simply click the OK

button to proceed.

Add Complete

wour files have been added ko the Zip file, The files have been compressed.

Space Savings: BZ.26 KB (73%)

Total Files in Zip File: 5

Total Size of Files
Before Compression: 85.06 KB
After Compression: 22,80 KB

Original  Compressed
Size  Size

[ Do nok display this dialog baox in the Fukure.

X

Now your files should be added to the zipped file you've just created.

M) winZip Pro - ZIPPED.ZIPX o ] |
File Actions ‘iew Jobs Options Help
I [ = & [ . >
= . A " <>
6 =g |@ s NASER
= & ) A | e B L | % M
Mew Cpen Favorites Add Extract ZipSend
_'% | Mame | Type | Modified | Size | Ratin | Packed | Path
iw¥doct, docy | Microsoft OF...  11/03{2014 1:26 AM o 0% 0
%]dncz.pub Micrasoft OF,..  11/0372014 1:26 AM 59,904 94% 3,361
rﬂ;]dDES.pptx Micrasoft OF,..  11/0372014 1;27 AM 25,140 27 19,951
Eﬂ docd . maw W'ave Sound 11/0352014 1:27 AM 53 0% 53
E:] docS. bt Text Document 1170302014 1:27 AM 0 0% a0
| | 1L
Selected O files, O bytes Tatal 5 files, S6KE 00 ;

=] 2

“A KB inside.
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Well, that is basically
how you create a zip
file.

WinZip has a whole
lot of other settings
to play around with.
Try to explore more
and utilise the other
functions.

= ZIPPED
= 1 WinZip Zip: File A Zipped file should be created and all the files selected to be zipped will be
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In the first part, | showed you the simple steps to follow when creating your zip file. Here below, | will
show you how to unzip (uncompress) the file we created in the above steps. You can use these steps to
unzip/ uncompress any zipped files you may come across.

UNZIPPING A ZIP FILE:

To unzip or uncompress a zip (.zip) file is very easy and straight forward. The only thing you need to
consider is having the program WinZip installed in your computer. You can use the trial version to unzip
however, you might not be able to do other tasks when creating zip files with a trial version. In this
example, | will use the sampe created in the first part of this tutorial (ZIPPED.zipx) file to go through the
unzipping process.

First, you locate where your zip file is.

e, - ZIFPED
%[ WinZip Zipx File
s 24 kB

Next, right-click the file and go down to WinZip, then go to the expanded option and select any one of
the options shown. In most cases, you would want to extract the contents of the zipped file to where you
currently are (in other words, where your current zip file is). Use the Extract to folder option (shown below)
to acomplish this.

WinZip 3 o) Extract to,.,

b 3 Extract ko here

3 L‘.@ Extract ko Folder G:\wWeb.. \BLOGS pya. . AFl. . \winzipldocs) doce\ ZIPPED
@ E-Mail ZIPPED. ZIF%

= — o

]

4

2

You should now have your compressed files placed in a folder with the same name as the zip file.

’-’J ZIFFED
1

A v" Uncompressed Files

v' Compressed file

MORE TUTORIALS:

For more of our Free tutorials, visit http://www.artech.com.pg/pages/freeTutes.php and check if there’s
one that fits your need. You can even subscribe there to receive free Monthly videos.

NOTE: This tutorial gives you the basics of using WinZip. Don’t limit yourself by
not discovering other capabilities it has. Spend some time to explore and you'll be
amazed at some of its features. More than this, there are other video tutorials we
also provide that can only be downloaded based on request. If you need a copy,
visit http://www.artech.com.pg/ under contacts; get the address and send us your

request using the email & phone. Copyright © 2014, ArTech
OTHER TUTORIALS: + Digital Media Design + Web Design + Office Applications + 3D Graphics
+ Interactive Media Design + Digital Video + Digital Audio + 2D Animation
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