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WINZIP/PKZIP FACTSHEET

WINZIP can be found at: http://www.winzip.com/

PKZIP can be found at: http://www.pkware.com/

WINZIP or PKZIP software allows you to 'compress' and 'uncompress' files. A handy utility to have when you receive a zipped file from someone (e.g. Digimap); or if you want to save space on your computer; or if you want to send some files to another person via email - such that the email is not to large and transmits/receives quickly.

1. WINZIP

If you have received or downloaded a file with a .ZIP file extension, then you will need to UNZIP it before you can get at the contents.

· Load WINZIP 

· Click on I Agree

· To UNZIP a file click on File, Open Archive and locate the file with the ZIP extension

· Actions, Select All

· Extract (change to the path, directory, folder where you want to place the unzipped files)
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To Archive or ZIP a file:

· File, New Archive (provide a memorable filename - the .ZIP will automatically be added)

· Navigate to the directory or directories where you want to get your file(s) for the archive from and select (singly - or using the <SHIFT key> and mouse pointer select multiple files / or use <CTRL key> Mouse pointer)
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2. PKZIP

Very similar to use. File, Menu options may vary according to which version of the PKZIP for Windows software you are using. 

Locate PKZIP for windows in COMMON APPLICATIONS, PKWARE folder
Unzipping files

· File, Open (navigate to the folder where you have stored your zip file)

· Edit, Select (or Select All) {may use Select}

· Extract {Extract Files} (change to the directory you wish to put extracted files in)

· Extract

Archive files

· File, New, Zip File

· Save the new archive (ZIP file)

· Add the files you wish to add to the archive

· Compress {may use just Add Files}, Done {OK}

Etc……..

When finished, close down the software using File, Exit
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