How to create a Zip file

You can use any ZIP software in this tutorial we are going to show you how to zip files using WindowsXP and WinZip.

Tutorial 1: Zipping files with Windows XP

1. Select the files you want zipped
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2. Right mouse click holding your mouse over the highlighted files.
Tip: The file that you are right mouse clicking - will be the zip file name. For example; if I right mouse
clicked listservs.doc my zip file name would be listservs.zip.

3. Select Send To

4. Click Compressed (zipped) Folder as shown below:
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5. Windows XP will create a zipped file in the same directory. Look for this icon @F next to the ZIP file. (e.g.
listservs.zip)
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5. Helpful Tips:

e You can rename the zip file by right mouse clicking; in the dropdown list chose Rename.
o If you receive this message click Yes
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the application aszociated with them must be Compreszsed
[zipped] Folderz. Currently thiz iz not the case.

& For Compreszed [zipped) Folders to handle EII%IES cormectly,

Do you want to designate Compreszed [zipped] Folders az
the application for handling £1F files?

[ ves J[ Mo |

Unzipping with Windows XP

To view your Zip files locate the file with the extension .zip. Double-click it, the files and folders will appear in a

new window.
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Tutorial 2: How do | create a Zip file using WinZip?

1. To create a new Zip file, open WinZip in the WinZip Wizard mode. (If the WinZip Wizard does not open by
default, just click the Wizard button in the toolbar.) The WinZip Wizard will guide you through the entire
process.

2. Click Wizard

Ef__ﬁl WinlZip - Assessment.zip

File Actions Options  Help

Qpen Favorites Add Extrack Encrypt Wig Checkout Wizard

3. Click the Next button

WinZip Wizard - Welcome

Welcome to the Windip Wizard!

T hiz "Wizard automates the most common tazks involving Zip files.
It features:

* Fast acceszs bo Zip files in your Favanite Zip Folders
* Automatic installation of software distiibuted in Zip files

* Fast and eazy zipping and unzipping
* ddditional zupport for decoding kIk and LILIE files

'ou can change your 'Favonte Zip Folders"
and other options by clicking the Options button, | SPHONS...

[ Winsip Clazsic ][ Help . Back ueut} |[ Cloze ]

Click, "MNest" to proceesd.
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4. Select the Create a new Zip file radio button

5. Click Next

WinZip Wizard - Select Activity

Wwhat do you want to do?

Chooze the activity you wizh to perfarm, then click on Nest.

[If vou have downloaded a Zip file from the [nternet ar
another online zource and want to inztall it, chooze Unzip.]

3 Unzip or inztall from an existing Zip file
(3 Update an existing Zip file

— (2)iC1eate anew Zip file

[ Winsip Clazsic ][ Help ][ < Back H Hext > ][ Cloze

6. Enter the name you want to use for your new Zip file, or click on the Browse button to browse your system;
then click Next

WinZip Wizard - Choose Zip Mame

Choosze a name for your £ip file, then click on Hext.

Enter the name you want ko uze for your new Sip file, ar click an
Browse to browse vour system; then click on Mest.

The current default folder iz
C:ADocuments and SettingzsiBoehmiMy Documents

Eile name:

|I:: WDocuments and SettingzhBoehmhDeskiophdszessment. zip

—> [ Bowse |

Wingip Clazsic ][ Help ][ ¢ Back ” Hext > ][ Cloze ]
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6. Add all the files you want to include in the ZIP file; Click Zip Now

WinZip Wizard - Select Files [Assessment.zip]

Select items to add. then click on “Zip How™ to zip

To zelect files to add to pour Zip, click on “Add files'" or "Add
folders", or drag and drop files or folders from ‘Windows Explarer.
T o remove iterns from the list, select them and click on Bemove.

D:ADatasBoehmsUASYStudent_UAS nstructions. doc
04D atahBoehmhUASWAdobe Acrabat [nstructions. doc
D:hDatahBoehmhLLASYF aculty_UAS  Instriuctions. doc
D:ADatasBoshmiUASSFAD for UAS. doc

e Eddfes | [ Addiolders.. | Remove

Winsip Clazsic ] [ Help ] [ < Back ] ip How ] [ Cloze

Click the Finish button. The zipped file is automatically created and saved in the location you specified.

WinZip Wizard - Zip Complete [Assessment.zip]

Zip operation is complete.
Click on “'Restart' to wark, with another Zip file or “Finish" to
leave the Wingip Wizard.

Click. on "Wingip Claszsic' if you'd like to examine the contents of
wour news or updated archive.

Click on "Mail thiz Zip file" if you'd like to e-mail pour new or
updated archive to zomeone elze.

Mail this Zip file... |

wirZipClassic | | Hep | [ <Back || Fimish | | Restat
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8. You should see a list of your zipped files.
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Mame - Tvpe Modified Size Ratio
@].ﬁ.dnbe Acrobat Instructions, doc Microsoft Word Docurment 10/26/2006 3:15 PM 154,624 28% 1
@Facult';.f_U.ﬁ.S_Instructiu:uns.ch Microsoft Word Docurnent 10/9/2006 223 AM 218,112 22% 1
@]FF\Q for UAS.doc Microsoft Word Document 10/31/2006 &:30 AM 83,064  78%
@Student_Ll.ﬁ.S_Instructiuns.u:Iu:uc Microsaft Word Docurnent 10/9/2006 2123 &M 327,680 20% 2

9. Close WinZip

Resources

Download WinZip Evaluation Version: http://www.winzip.com

The ZIP Wizard: http://www.pc-shareware.com/zipwiz.htm

Tutorial 3: How to upload zipped files for your key assessment product into UAS

1. Log-in to UAS http://soe.uhcl.ed/uas

2. Locate the course and assessment item in the list in which you want to load a file or zip files associated with a
key assessment product.

3. Click the File Manager button
4. Click the Upload a File button

5. Browse to where you saved your ZIP file. Make sure you put a checkmark in the box next to Unzip

® * Upload | | Browse.. |

You should see a list of your unzipped files
(i) Information

File Delete:Success - Your file has been

[ Create a Folder )| Upload a File )| Rename )
Select Name

® ¥ Portfolio Scored Rubric

O ¥ [ Homewark Assignments

O | activities. htrn

o [ contact.htm
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