ZIP Files :

Author Rick Rava

Background Information

COMPUTER SKILLS:
e Need to understand files, folders, and how to run an application.

TECHNOLOGY NEEDED:
e To utilize this technology Windows XP (has a built in zip program) is needed.

SUMMARY:
e A summary of the steps can be found at the end of this document for those who do not need

detailed information.

Pu 'pose
This handout is to briefly illustrate how multiple files can be zipped together. What does this mean?

Let’s say you have 3 files:

S Bl

Results in one file that

Coverletter.doc Contains all of the files
That you zipped
% Advantage: save space
Budget xIs And only need to send

1 filel
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Example

What’s another way that this technology be used? Hmmmm....

Let’s say you have a web site that you wish to share. It is comprised of multiple files. ZIP
technology can be used to zip up all of your web site files into 1 file. For example, if you create 1
web page, the total number of files comprising this web page may be 5 files. What are the files?
Well in this example, the web page has 1 .htm file and 4 graphic files to make up the web page.
Let’s look at another example:

This is the home page of Google at: http://www.google.com/

Go ge

Web Images Groups MNews Froogle Local Deskiop more »
| Adwanced Search
1p

Google Search ][ I'm Feeling Lucky Language Tools

Find and share your photos. Google's phato organizer

Advertising Programs - Business Solutions - About Google

E2006 Gaogle

Looking at the above web site is a simple clean design that many of you are quite familiar with.
From a visual scan of this web page you see text and 1 graphic image.

a‘ge

The graphic file name in the above example is:

olympics06_opening.qgif

The html file name in the above example is:

google.htm

Using the ZIP combines the above two files into one. For example, google.zip. Most web sites

consist of many more files than just 2! Actually one home page may consist of 100 or more files
(graphics images, graphic buttons, graphic text, flash animation, etc).
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http://www.google.com/search?q=torino+games
http://www.google.com/

How to ZIP Multiple Files

Let’s say you were on a Windows XP PC.

1. First, | recommend storing all of the files that you wish to zip into one main folder. Please see

the following example:
& Cornell

File Edit ‘Wwiew Favorites Tools Help

e Back ~ (g lj]‘ P ) search ‘ H__" Folders » | x u’ "

: Address ||4i'| CiiHome StuffiRava _RickhCorrent work) Cornell

Folders bt Marme

= |5) Rava _Rick A || [C2)Prior Partial Evaluation Sample
) BAS ] 14 - Letter to Rick.doc
|") Baseball @JJA- Enerzeal WeeklyTimeReport-Rava, xls
[T Book IE_ﬂ_'IF'.-E|'|Er2lE!-Ehl_sl:-EhI:lE!mEnl:_l:uF_l.-wl:urk.|:||:n:
I Budget . ] 14-Job_analysis_Resulks_Form,doc
I Capema LT Fc.)lder @JA-RTM - Requirements Traceability Matrix, xls
perlay where files are
I Car IEIJJF'.-TKEIS_EII- Job gnalysis Questionnaire, doc
= 1553 Current YWork, IEIJJF'.-TKDS_EIE - Job Training Plan I.doc

I Axia IEIJJF'.-TKDE_EIS - Job Training Plan II.doc

|5) Boise MGte

=] correll

[==) Prior Partial Evaluation Sample

] 14-TK0S_04 - Job Task analysis Checklist, doc

2. From the above folder, please note that there are multiple files in the folder plus a sub folder
named “Prior Partial Evaluation Sample” that contains even more files! - see screen shot below:

. B [ Rava _Rick ”
i LD BaS
I=) Baseball
I5) Book
I5) Budget
I Capemay
I Car
= 153 Current Wark
I Axia
|5) Boise State
= 153 Cornell
] Pricr Partial Evaluation Sample
I Dewry
I3 Google

Sub folder

IEII cc_tools_040728 . doc

J cc_tools_040728_amit, doc Multiple Files
¥ cr_tonls_040818.dac

-E ce_training_2004.pdf /

uiﬂ Copy of process_map_040885,

B niotes_amit_040617 . doc Multiple Files

process_map_ 040622, sdr
uiﬂ prncess_map_D4DESD.jp/
uiﬂ process_map_040630.ps

process_map_040630,5dr Multiple Files
uiﬂ process_map_040630,kif
process_map_040516,5dr /
uiﬂ kask_analysis_040622.jpg

uiﬂ kask_analysis_040623.jpg

3. After making sure that all of the desired files are in this folder, I just right click on the folder —
then select Send To — then click on Compressed (zipped) Folder:
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L M o e e g s

|=5) Boise State @JP--TKDS_D": - Job Task analysis Chec

=0 E\_ Collapse

I

3 Explare

ha  Open

[y H  Browse with Paint Shop Pro 8

£3

B 2 H Sharing and Security. ..

= Io -

eTrust EE Ankivirus . X

o This option not

=g By A1M Buddy only zips all of the

E ) R iles into one file

s (3 M share but also
files so that the

I5) Eleckic  Delete @' Deskkop {create shortouk) y

take up less space!

() Elmira  Reename ) Mail Recipient
[C3) Flash . =
= - .| Properties [ My Documents

Note that this file

4. This results in the following: B AP

— extension. This
BN urrent Work [ Iowa Central o tells your

) Axia (ChIthaca College computer that the
IC5) Boise State () Mansfield Uniy file is zipped and
3 Carnell [)Rasmussen Co compressed.
I Dewry [CT)5amples
) Google [)5ayre Area Sc
|5 Handouts [ ) Baise State.zif

5 |31 Herzing College (] Cornell.zip

6. Note that the zipped file is stored at the same level as your initial folder (in this case Current
Work). The zipped file name is Cornell.zip. Now all of your selected files are in one convenient
file. Great, isn’t it!
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Summary of Zip Steps

Step Action

1. Make a folder

2. Create / copy all desired files to this location

3. Right-click folder > Send to > Compressed (zipped) folder

4, You will now have a .zip file that contains all of your multiple files

How to UNZIP

Let’s say you have received the following ZIP file:

F  Open
Search...
Explore

Jpen With r

V' Send To g

-
D i | ire

Ut
’Q v Copy

Create Shortout
Delete
Rerame

Priopertes
pae

Click on Extract All...
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Extraction Wizard I!I

Welcome to the
Compressed (zipped)

Folders Extraction
Wizard

The extraction wizard helps you copy files
frarm inside a ZIP archive.

To continue, click Next.

< Back | Mext » I Cancel

Click on Next

Extraction Wizard

Select a Destination =
Files inside the ZIF archive will be extracted to the location wou choose.

Select a folder to extract files to.

Files will be extracted to this directony:

Browse...
Faszword...
Extracting...
|
% < Back Mext » Cancel
Pick where you wish to store the files & click on Next
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Extraction Wizard

Select a Destination =
Files inside the ZIF archive will be extracted to the location you choose.

select a folder to extract files to.

Files will be extracted to this directon:

I"-,"-,s asdetdatalusershrawall T Committes

Erowse...
Passward..,
Extracting...
]
< Back Mext > Cancel
Wait until the extraction is complete
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Extraction Wizard

Extraction Complete =
Files hawe been successfully extracted fram the ZIF archive.

Files hawe been successfully extracted ta the fallowing
directony:

Wsasdetdatahusersirrawvad T Committes

To see your extracted files, check the bax below:

[v Show extracted files

Press finish to continue.

< Back Finish Cancel

Click on finish

= hsasdetdatatwusershrravatlT Committee',2006-09-27

File Edit ‘iew Favorites Tools Help

@Back v \_J ~ % | /.'-\: Search Folders | = x E’ | E|"

Address |5 VsasdetdatatLsersyrrava\ T Committee 2006-09-27

@ sy Agenda 09-27-2006,doc Adenda 09-27-2006. pdf
Microsoft Word Document /M Adobe Acrobat 7.0 Document
—1 47 KB Adobe| 1 KB
@ = Minutes 09-27- 2006, doc Minutes 09-27- 2006, pdf
Microsoft Word Document /k* Adobe Acrobat 7.0 Document
— o Adobe| 415 KB
@ = Technology Items Crdered and
: Received by Rick.xls
2 | Microsoft Excel Worksheet
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