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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. 
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1. Creating, encrypting and emailing Zip File 

a. Creating a zip file 

o Open WinZip 

       

 

o ‘Select “WIZARD” 

          

 Left click on the ‘Start’ button. 
 Left click on ‘All Programs’ 
 Highlight ‘WinZip’ 
 Click on ‘WinZip 8.1 SR-1 
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o The first time you use WinZip 12.0, you’ll need to select either the Classic 
interface or the Wizard interface.  Select Wizard. 

   

                 

 

 

 

 

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

 

 

 

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. 
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o Select “Add files..”  

       

 

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

              

 

o Select “View this Zip file” 
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b. Encrypting a zip file 

o Select “Encrypt”   

 

 

 

o Select “OK” 
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o Enter a password.    

Note:  Do not use your personal passwords.  You will be forwarding this password on to 
the receiver in a separate email. 

  

                             

 

            

o If this screen pops up, select “OK’. 

                 

o Enter password 
o Re-enter password (for 

confirmation) 
o Select “OK” 
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c. Emailing a Zip file 

o Select “Mail” 

 

 

o Your encrypted and zipped file is ready to email. 

      

A separate email needs to be sent to the receiver containing 
the password. 
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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” 

                  

 

b. Select “Update an existing Zip file” and “Next” 
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c. Select the file you want to update and select “Next”.  Continue to “f. 

          

 

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

               

 

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

              

 

g. If you obtain this message, select “Yes” 
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h. Select “Add files” 

                

 

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

 

  

 

 

k. Select “OK” 

           

 

 

 

 

 

 

 

 



11. Zipping and Encrypting Files 
 

Pacific Islands Area  Page 15 of 16  July 9, 2009 

To email this file: 

l. Select “Mail this Zip file” 

           

 

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. 
 

    

A separate email needs to be sent to the receiver containing 
the password if the file is encrypted. 
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3. Where are my zipped files located? 

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

                  

File Location: 

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

 


