Pacific Islands Area — Toolkit Hints & Tips
11. Zipping and Encrypting Files with WinZip

WinZip condenses and packages multiple files, making it easier and faster to send large and/or
confidential files through e-mails.

Topics covered in this document:
1. Creating, encrypting and emailing a Zip File
2. Updating a previously created Zip File.
3. Where are my Zip Files located?

Additional guidance can be found in the HELP menu.

WinZip Wizand - Welcome

Welcome to the WinZip Wizard!

Thiz Wizard automates the most commaon tasks involving £ip files.
[t features:

* Fast access to Zip files in your Favarite Zip Folders
* Automatic installation of sofbware distibuted in Zip files

* Fast and easy zipping and unzipping
* Additional support for decoding kI and LUE files

“r'ou can change vour ''Favanite Zip Folders"
and ather options by clicking the Options button, | JPHons...
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Click "Mext" to continue.

Wingip Claszic ] ’ Help £ Back uext> | [ Cloze ]
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11. Zipping and Encrypting Files

1. Creating, encrypting and emailing Zip File
a. Creating a zip file

o Open WinZip

o 6 To zip or not. doc - Microsoft Word
5 % f ﬂ Mew Office Document i;ﬁ Raobocopy GUL

| - & Open Office Document i) Python 2.4
@ Set Program Access and Defaults @ Mational Finance Center

) winZip ) Meafee

A4 Mormal + Comit » Co

@ e i @ Microsaft Office Live Meeting 2007 e o
l@ Administrative Tools 4 @ W el LY 4 ! =
@) arc N A Acrobat Distiller 9
A= Adobe Acrobat 9 Standard . . =
I Arcals 4 argetiles through e-mails.
I Customer Service Tookit 4
I DNRGarmin »
l@ Engineering Applications 3
I EsRI 3
S I GPS Pathfinder Office 2,80 »
ShIShIdO, Cvnth l@ Lucid Player Plus 2.2 3 H 1 1
W et ' e Left click on the ‘Start’ button.
1 icrosol ice
8 tmtemet ) Microsoft Offce Tools »| | ® Leftclick on ‘All Programs’
Internet Explorer R R . R A
5 - ) MetManage Utilties b ° nghllght W|nZ|p
i i Ft CifFfice Cutill l@ Metscape Communicator 4 . . .
MR & | « Click on ‘WinZip 8.1 SR-1
Microsoft Office Exc @ Real L4
I RUMES »

# Adobe Acrobat 9 5ta &) starup

[E windows Journal Yied
? Microsoft Office Acc
2003
@ Internet Explarer
B Hatepad & Tnitiskor Control Panel 1.1.8.16

Qutlook Express

E@ Help Marual

Hemote Assiskance

B Windows Journal Viewer
@ Windows Media Player
) TS0 Contact Info

o ‘Select “WIZARD”

™| WinZip

File Actions Wiew Jobs Options Help
q 3 T i i iy iR
7 &l !| [ | et | Ly iy e | | = SR :\}j
':ié!‘ E-H L ] b S NP oA N i -’ N
=] Open Favarites Add Extract il Encrypt Wiew Checkout!
% MName ~ Type Modified Size | Ratio Packed  Path tivate the wir
Choose "Mew" to create or "Open” to open an archive a O ot
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11. Zipping and Encrypting Files

o The first time you use WinZip 12.0, you'll need to select either the Classic
interface or the Wizard interface. Select Wizard.

WinZip - Switch Interface D_<|

'ou have configured *Winip ko start with the “Wizard interface
bk you are now uging the Clazzsic interface. Pleaze chooze =
one l:uf the following.

< Mext tirme start Winlip with the leardmm

[ ]

Beturm o Windip

[] Do not display thiz dialog again

Mote:  “'ou can change the startup interface any time using
the Options dialog. Click on Help or presz F1 for more
inforrnatior,

o Select “NEXT”

WinZip Wizard - Welcome

Welcome to the Winip Wizard!

Thiz ‘Wizard automates the most common tasks involving Zip files.
It features:

* Fast access to Zip files in pour Favonte Zip Folders

* Automatic ingtallation of zoftware distributed in Sip files

* Fast and eazy zipping and unzipping
* Additional support for decoding MIM and ULE files

Y'ou can change your 'Favarite Zip Folders"
and other optionz by clicking the Options button, Uptions. .

"]

kY

S
s
2

-
-

Click "MNest'" to continue.

WinZipClassic. | [ Help < Back [ Closz |
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11. Zipping and Encrypting Files

o Select “Create a new Zip file”, then “NEXT".

WinZip Wizard - Select Activity

What do you want to do?

Choose the activity you wizh to perform, then click on Mext.

[If pau have dawnloaded a Zip file fram the [nkemet ar
another online zource and want to install it, chooze "Unzip
or inztall. ]

() Unzip or install from an existing Zip file

izting Zip file
{(#)iCreate a new Zip fle

WinZip Clazzic ] [ Help ] [ < Back Hext > Cloze

o Enter the name you want to use for your new Zip file

o Select “NEXT”

Note: Your Zip file will be saved in the default unless you BROWSE to another location.

WinZip Wizard - Choose Zip Name

Choose a name for your Zip file, then click on Hext.

Enter the name you want to uze far pour new Zip file, or click on
Browsze to browse pour gustem; then click on Mest.

The curent default folder i
C:ADocuments and Settingshcynthia.___AMy Documents

File name:
[E54 shapefied |

Browse. ..

Wineip Clazsic ] [ Help ] [ < Back [ ﬂext})] [ Cloze
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11. Zipping and Encrypting Files
o Select “Add files..”

WinZip Wizard - Select Files [ESA shapefiles.zip]

Select itemsz to add, then click on "Zip How" to zip

To zelect files to add ta vour Zip, click on “Add files' or “Add
folders", or drag and drop files or folders from Windows Esplarer.
T o remove kems from the list, select them and chck an Bemave.

—C

| &dd files...

| Add folders... | Remove

wirZipClassic | | Help | [ <Back | ZipMow | [ Close |

o Browse to the location of the files to be zipped. Select multiple files by
holding down the shift button. Select “OK”.

Add Files

Look jr: | | Resource_Maps

ky Recent
Documents

v O % @

line_watervway, shp polygon_cover, sl
line_waterway, shi -E Soils Map, pdf

line_windbreak, dbf soils_map_ouk,dt
@ line_windbreak. prj @suils_map_nut.ht
line_windbreak.sbn m soils_map_ouk,pr
line_windbreak. sbix soils_map_ouk, sk
line_windbreak.shp soils_map_ouk, sk
line_windbreak. shx soils_map_ouk. sk

-,!"_. Big Zons Plan, pdf

-_!"_. Cons_and_soils_map_Plan. pdf
-_!"_. Cons_Plan, pdf
lire:_dirersion,dbf

- m line_dirersion, pri

L. line_dirersion.sbn
lime_dirersion.sba
lime_dirersion, shp

Deszkiop

&

by Documents

& e

by Metwork,

lire_dirersion, she
line_waterway dbf
m lime_wakerway . prj
lime_wakerway . sbn
lime_waterway, sbx

polygon_cover.dbf
|ﬂ polvgon_cover.pri

polygon_cover.sbn
polygon_cover,shix
polygon_cover.shp

soils_map_ouk. sk
an
|| soils_rnap_ouk,xr

E wiorking plan, pdf

< | >
by Computer
File name: |"Iine_win|:||:ureak.sh:-:" "lirne_windbreak.dbi" i | ]
Files of type: |,-i'-.|| files [*.7] w | ancel
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11. Zipping and Encrypting Files
o Select"Zip Now”

WinZip Wizard - Select Files [ESA shapefiles.zip]

Select items to add, then click on "Zip How" to zip

To zelect files to add to your ip, click on “Add files" or “Add
folders", or drag and drop files or folders from Windows E =plarer.
To remove kems from the list, select them and click on Bemave.

C:ADocuments and Settingshoynthia, shizhidohby Custorner Files 1
C:ADocuments and Settingzhoynthia. zhizhidaMy Customer Files 1
C:ADocuments and Settingsheoynthia, shizhidohy Customer Files 1
C:hDocuments and Settingshoynthia. shizhidaMy Custarmer Files 1
C:ADocuments and Settingzhoynthia. shizhidaWy Customer Files 1
C:ADocuments and Settingshoynthia. shizhidohbdy Custorner Files 1

| addfls.. | | addiolders... | Femove

. 'WinZip Classic d [ Help ] < Eac? Zip How q Cloze

o Select “View this Zip file”

WinZip Wizard - Zip Complete [ESA shapefiles.zip]

Zip operation iz complete.

Click on “'Restart' to work, with anather Zip file or "Finish' to
leave the Windip Wizard.

Space Savings 489 Bytes [46%]

Total Files in Zip File: =

Total Size of Files
Before Compreszion; 1.03 KB
After Compressian; AES Butes

| wiew this Zip fle | [) Mail this Zip file... |

wirdipClassic | | Help | | <Back || Finish | | Restat |
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11. Zipping and Encrypting Files

b. Encrypting a zip file
o Select “Encrypt”

™) WinZip - ESA shapefiles.zip
File Actions Miew Jobs Ophions  Help

0 5 80 B e & 18 & Iy &

Ml O|I:|en F.Iavu:urites Add Extract il Encrypk Wig CHE::kOuI: Wizard Wigw Skyle
L Mame Type Modified Size | Ratio Packed = Path
i % SHY File 5/5/2009 2:26 PM 105 48% 56
/& line_windbreak.shp  SHP File 5/5/2009 2:26 PM 204 50% 4
_E] line_windbreak.sbx 5B File 5182009 Z:26 PM 116 43% &0
_E] line_windbreak.sbn  SEM File 5182009 Z:26 PM 132 49% &7
|#]line_windbreak.prj PRI File 5/5/2009 2:25 PM 424 7% 268
/& line_windbreak.dbf  DEF File 5/5/2009 2:26 PM 73 55% 33
Selected 0 files, 0 bytes Taokal & files, 2KE 6 L:J
o Select “OK”

WinZip Caution

You zhould be aware of the
' advantagesz and dizadvantages
. 5 the warious encryption methods

befare uzing this feature. Please

click on Help for mare information,

particularly if this is the first time

ALl are Lzing encroption,

[] Do nat digplay thiz dialog box in the: future.
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o Enter a password.

11. Zipping and Encrypting Files

Note: Do not use your personal passwords. You will be forwarding this password on to

the receiver in a separate email.

extract Fram this archive until the archive is closed,

MOTE: This password will remain in effect For all files that ywou add to or

PASSWORD POLICY: Passward must be ak least & characters long,

o Enter password
o Re-enter password (for
SRR confirmation)
| : o Select “OK”
serperkeokobeteokok
Re-enter passwaord (For confirngakion;
Aokspohkok |
Hide the password
Encryption method
(%) Zip 2.0 compatible {(weak/partabla) [ About Encrypion ]
() 1z8-Bit AES (strong)
() 256-Bit AES (stronger)
Cancel ] [ Help
e
o If this screen pops up, select “OK".
Add Complete E'
Your files have been added to the Zip file, The files have been compressed ('”
and encrypted. They are unlocked until the Zip file is closed. -
Space Savings: 424 Bytes (40%) E

Tokal Files in Zip File: 6

Total Size of Files
Before Compression: 1.03 KB
After Compression: 533 Bykes

[ ]Do not display this dialog bo: in
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11. Zipping and Encrypting Files

c. Emailing a Zip file

o Select “Mail”

™ WinZip - ESA shapefiles.zip

File Actions YWew Jobs Options Help
‘7\} F-& I.\| IR . T - 5
I ~ | J S d =
a8 *ﬁ L@ J'f-”‘*“ LJE‘E__‘_‘“- | 9 Uéj J G
Mew Qpen Favarites Extrack nceypk Wig Checkout Wizard Wigww Skyle
L Mame Type Modified Fatio Packed Path
& ®lline_windbreak.s,..; SH File 5/8/2009 2:26 PM 108 38% &7
|_-| !ﬂ line_windbreak.s... SHP File 5/8/2009 Z:26 PM 204 S4% a4
i #line_windbreak.s... SBXFile 5/5/2009 2:26 PM 116 40% 70
|_-| !ﬂ line_windbreak.s..., SEM File 5/8/2009 Z:26 PM 132 42%: 77
|_'| u lime_windbreak.... PRIFile 5/812009 2:25 PM 474 34% 230
|_-| !ﬂ Ilne_wmu:ll:ureak. ... [DEF File 5/8/2009 Z:26 PM 73 36% 45
Selecked O files, 0 bytes Total & Files, ZKE 6 O

o Your encrypted and zipped file is ready to email.

£¥ ESA shapefiles.zip - Message (HTML)
i Fle Edit Wew Insert Format  Tools  Actions  Help

§i=iSend | o o B (2 0 |3 & 3 1 B | ¥ (S ] [ options. AT 4 4 —J@!

: arial -tz -|JA|B I U|EE=

1= = =
=E=

This message has not been sent,

(o JI |
e JI |
Ce ]| |

Subject: | ESA shapefiles.zip |
[m] |@ESA shapefiles.zip (2 KE) | [ Attachment Options... ]

A separate email needs to be sent to the receiver containing
the password.
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11. Zipping and Encrypting Files

2. Updating a previously created Zip file.

If you've previously created a Zip file, you may want to “update” the file with more current
files.

Note: If this file was previously encrypted, the new files will also be encrypted. Previously set
password will be valid.

a. Open WinZip, select “Next”

WinZip Wizard - Welcome

Welcome to the Winfip Wizard!

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

* Fast accezs bo Zip files in your Favarite Zip Folders

* Automatic installation of software distiibuted in Zip files
* Fast and eazy zipping and unzipping

* Additional support for decoding kIk and LUE files

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

Click, "MNest" to continue.

| wiZipClassic | [ Hep | - Eack[ Close |

b. Select “Update an existing Zip file” and “Next”

WinZip Wizard - Select Activity

What do you want to do?

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

[If pou have downloaded a Zip file from the Internet ar
another anline source and want to install it, choose "Unzip
aor inztall™.]

Wingip Classic ] [ Help ] [ ¢ Back (” Mext > Cloze
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11. Zipping and Encrypting Files

c. Select the file you want to update and select “Next”. Continue to “f.

WinZip Wizard - Select Zip File [ESA shapefiles.zip]

Select the Zip file you want, then click on "Mext™

Search resultz sorted by date:

Hame Fioditied Folder ~

5 shapefiles.zip BTSRRI C:ADocumen
~Sip et 4 C:ADocumen
comman_land_u... 732009 1700 Ak C:ADocumen
[ATJava.zip 1/5/2009 4:18 P C:%Program F
ATJavazip 1/5/2009 4:18 P C:\Program F

frnall_jimit.jar-4e9...  11/12/2008 839AM  CADocumen
comman_land_u...  10/8/2003 223 PM C:hgeodata's
ExaMPLE ZIF 3/10/2008 12:00PM  C:\Program F

Crerbinimema b 21 —im C N MNnd 47904 Ded (L) = PV LN it

< | ¥

Can't find your Zip fle? Click here:

[ WinZip Clazzic ][ Help ][ < Back ” Hext > ][ Cloze ]

d. If you cannot located the file, select “Search”

WinZip Wizard - Select Zip File [new. zip]

Select the Zip file you want, then click on "Mext™
£ip files in Favorite £ip Folders zorted by date:

M ame Modified Folder L
nEw. zip 74842009 11:02 AWM C:ADocuments .
comman_land_u.. 7482009 11:00 AWM CADocuments .
Mazter Fr' 2003 ... 3/4/2008 640 PM  Ch\Documents
Active Directory.zip 9282006 711 AM C:ADocuments .
Mew Affillate Pac...  7A7/2006 10:22 AM  CADocuments
2008-08-F Outloo...  BA7/20068 10:04 PM C:ADocuments .
Mew Affiliate_Su..  BA7/2006 11:42 AWM CADocuments .

Mew Affliate Pac... B/7/2008 11:41 AM I::"'.Dcu:uments-v

Blmais SERL =bm O mm CH7M00c 11-41 Akd [ L PRt —
¢ | /“‘}\\

Can't find your Zip file? Click here;

WirZipClassic | | Hep | | <Back || Mewt> ||

Pacific Islands Area Page 11 of 16 July 9, 2009



11. Zipping and Encrypting Files
e. Select “OK”

WinZip Search

Windip can autamatically search for Jip files, ar, if
yoL want bo gearch for a file poursell, click on "Let
e fird it"'.

{(#)i5earch hard disk[s) on this PC

Hel
() Search Favarite Zip Folders
() Search dizk;

() Let me find it [not automatic)

f.  When you have located your file, select “Next”

WinZip Wizard - Select Zip File [ESA shapefiles.zip]

Select the Zip hile you want, then click on "Hext"

Search rezultz zorted by date:

M arne M odified Folder ~
ESA shapefilez. zip EEEETRNTE RN IS | C:hDocumen
NE. Zip Fa52009 17102 Ak C:hDocumen
common_land_w...  7/842009 17100 Ak C:4Drocumen
ATJava.zip 1/5/2009 413 PM C:%Program F
ATJavazip 1/5/2009 4:13 P C:%Program F

frnall_jimit jar-429... 11922008 8394 CADocumen
common_land_w...  10/3/2008 228 P :geodatahe
ExAMPLE ZIP 341042008 12:00PM  C:\Program F

Crambinnimmab 21 —im Cn MmN 1904 Dkd T Demmr = e O

< | >

Can't find your Zip file? Click here:

[ Wineip Clazzic ] [ Help ] [ < Back (” Hext » l Cloze ]

N

g. If you obtain this message, select “Yes”

WinZip Wizard

? | Do wou want ko add the Folder C:Documents and Settingstovnthia, shishidal My Documents ko your Favarite Zip
‘EJ

Folders?
;es )[ Ho ] [ Help
 ———
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11. Zipping and Encrypting Files
h. Select “Add files”

WinZip Wizard - Select Files [ESA shapefiles.zip]

Select itemsz to add, then click on "Zip How" to zip

To zelect files to add ta vour Zip, click on “Add files' or “Add
folders", or drag and drop files or folders from Windows Esplarer.
T o remove kems from the list, select them and chck an Bemave.

Add files. .. Add folders. .. Remove

| wiZipClassic | | Hep | [ <Back | ZioMow | [ Ciosz |

i. Navigate to the files you want to zip, highlight the selected files and click “OK”

Add Files
Loak jm: |@ Rezource_Maps v| @ ?‘ i v

by Recent
D ocuments

¢

Desktop

0>

My D ocuments

" Big Cons Plan, pdF

-_5'_. Cons_and_soils_map_Plan, pdf

'_!“‘_. Caons_Plan, pdf

lime_dirersion.dbf
B line_dirersion. prj
lime_dirersion.sbn
lime:_diretsion, sbx
lime:_diretsion, shp
lime:_dirersion, shix
line_waterway  dbf
m lime_twakerway . prj
line_waterway . sbn
line_waterway . sh

line_waterway . shp
line_waterway, shx
line_windbeeak. dbf
ﬂ line_windbreak. prj

line_windbreak. sbn
line_windbreak. sbix
line_windbreak.shp
lire_windbreak, she
polygon_cover.dbf
i] polygon_cover,pr

palyaon_caover.sbn
polvgon_cover.shi
polvgon_cover.shp

polygon_cover, sl
T 5nils Map, pdF

soils_map_ouk,dt
@suils_map_ﬂut.ht
m soils_map_out.pr
soils_map_ouk,sE
soils_map_ouk, sk
soils_map_ouk, sk
soils_map_ouk, sk
|| soils_map_out.=r
T working plan. pdf

-

< | b
ky Computer

File narme: |"Iine_u:|irersi-:un.sh:-:" "line_direrzion. dbf" line_dir V| | k. p

Files of twpe: |,-'i'-.|| files [*.%] w | arce

@ﬁ

by M etwork,
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11. Zipping and Encrypting Files
j. Select “Zip Now”

WinZip Wizard - Select Files [ESA shapefiles.zip]

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

To zelect files to add to your Zip, click on “Add files" or “Add
folders". ar drag and drop files or falders fram “Windaows Explarer.
T o remove iterns from the list, select them and click on Remove.

C:ADocuments and Settingzhoynthia. shizhidoby Customer Files 1
C:ADocuments and Settingstoynthia. shizhidohdy Customer Files 1
C:ADocuments and Settingshoynthia. shizhidoky Customer Files 1
C:ADocuments and Settingshoynthia. shizhido'y Customer Files 1
C:ADocuments and Settingshoynthia. shizhidoshy Customer Files 1
C:ADocumentz and Settingzhoynthia. shizhidobsy Customer Files 1

| addfies.. | | Addfolders.. | Femove
P ——

wirgpClassic | | Hep | | <Back(C || ZipMow )| Ciose
e ——

k. Select “OK”
WinZip Caution

Same of the files n thiz archive are
' encrypted and zome are not. [f you
. j want all the filez in thiz archive

encrupted, pleaze change ta

"wWinip Claszic” mode and

chooze "Encropt" fram the

“Actionz' menL.

[ ] Do nat dizplay thiz dialog box in the future.
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11. Zipping and Encrypting Files
To email this file:

[. Select “Mail this Zip file”

WinZip Wizard - Zip Complete [ESA shapefiles.zip]

Zip operation is complete.

.

\ W "'ﬂ"r')“' Click on "Restart" to work, with another Zip file or "Finish'’ to
Lok | leave the Windip Wizard.
P — - Space Savingz 974 Bytes [42%]
@ i i Total Files in Zip File: 12
E i Total Size of Files
—J. ] i '-—- Before Compression; 224 KB
"] g After Compressian; 1.29KB
— |

¥

N\

Wiew thiz Zip file ‘ M ail thiz Zip file... )

| wiZipClassic | | Hep | [ <Back |[ Finish | [ Restan |

m. Your file is ready to be emailed.

Note: If this zip file was previously encrypted, the newly updated Zip file is also
encrypted with the same password your previously created.

EY £sA shapefiles.zip - Message (HTML)

I File Edit Wiew Insert Format  Tools  Actions  Help

EEAE EEVEYIELTERRAR A TR 00 SN 2ol

gl

i Arial - |1z -|A|BIU|—

T

T
I
NILaN
I'II

F= A=

This message has not been sent,

L .. ]| |
(e ]| |
(e ]| |
Subijeck: |ESF\. shapefiles,zip |

Attach... | @ESF\ shapefiles.zip {3 KB}

‘l Attachment Options. ., ]

A separate email needs to be sent to the receiver containing
the password if the file is encrypted.
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11. Zipping and Encrypting Files

3. Where are my zipped files located?
a. If you have not reset the default, your zipped files are located:

WinZip Wizard - Choose Zip Mame

Choose a name for your Zip file, then click on Hext.

E nter the name you want ko uze for pour new Zipfile, or click on
T

The cument default folder is:
C:ADocuments and Settings\cynthia....AMy Documents

File name:
|ES4 shapefiled

Browse...

’ WinZip Classic ]’ Help ][ ¢ Back ” Hext > l[ Cloze

File Location:

C:\ Documents and Settings \ your name \ My Documents \ Unzipped

@ C:\Documents and Settings\cynthia.shishido\My Documents\Wnzipped

File Edit View Favorites Tools Help

e Back - J L@ /_ ) Search [{2‘ Folders '
Address |[ﬁ CiiDacuments and Settingslcynthia.shishidolMy DocumentsiUnzipped g———— w | Go

Falders Mame Size  Twpe Date Modified
Chocyn A | [Ccommon_land_unit File Folder 71812009 10:59 AM
[0 7az0eb1dbdbebSbef 97 32F 875430089 ~ [CDESA shapefiles File Falder 71812009 10:57 AM
[C7) 564a5edel at0zecb4ocicbbosd157ac
|C5) 455674de53 367 chec7acal 7ab 031 9bas
@ c40c857f83%decdec19F75 1041
I3) cassle
|3 Consplandata
@ Customer _Support_Data
= [C3) Documents and Settings
) AdminIo. CCCR
I3 Al Users
[= 25 cynthia,shishida
B Java
1) jinit
15 Application Data
1) Cookies
I5) Deskiop
¢ Favorites
1) Local Settings
I My Customer Files Toolkit
B IC3) My Documents
My Data Sources
I3 My eBooks
[C3) My GSAT Files
[a My Meetings
Pty Music
ﬂ Iy Pictures
@ Iy Yideos
2 3 MetManage
= £ Rumba
@ MFrame
Cl=)

I3 common_land _unit

=S -

b
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