	Why are files zipped? 

· The folder structure of the AFSPC Form 33 can be maintained and e-mailed.  Otherwise folders can’t be attached to e-mail.

·  Because files often get corrupted when they are transferred "loose" over internet lines. Zipped files are within a "container" that protects those files during transmission / downloading. 

· The file sizes can be compressed (made smaller) providing shorter downloading / transferring time and better ensure that files are small enough to get through the firewall.

Instructions for zipping and unzipping files follow.  


.

	
	Zipping Up a File
To Zip up a file, step 1:

Open / start the program by clicking the “start” button to find the winzip program.  The picture to the left is the first screen you will see.

To create a new zipped file, choose the "New" button.
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	Get to a folder for your new zipped file, step 2

That will open another window. First, you'll have to maneuver thru your computer's file to get to the folder where you want to place your new zipped file.

Use the arrow keys to get to the directory you have decided on, then the folder within that directory.

It might be easiest to place your new zipped file in the same folder as the file you want to zip up. You can move or copy it somewhere else, later.
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	Choose a name for your new zipped file, step 3

This example will place the newly zipped file in my "Tutorials" folder. Once that folder is open, choose a name for your file.

Choose the new name for your new zipped file (the new name should include your solicitation or contract number), click "ok" and that will bring you to the next screen.
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	Get to the file you want to zip, step 4

You will get another window where you will use the arrow keys to find the actual file that you want to zip up.

Make sure the "Action" chosen is "Add",

Compression recommended is "Maximum". Yes, it says it is the slowest method, but it truly takes only seconds longer, and you will end up with the smallest file size possible and increase the chances of the file not being too large to go through the firewall. 


Click on the filename (to highlight) and then choose "Add".  Ensure that you assign a password to protect the documents.
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	View the file that's in the zipped "container", step 5

It will zip up your file, then show you this screen.  You will not see the folders in this screen but they are saved and will be present when the file is extracted.
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	If you want to place a second file in that zipped file, then continue on.

Choose "Add", and repeat step 4, getting to the other file you want to add, then add it to this zipped "container".
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	The first task to opening a winzip file is to drag the zipped file to the folder on the shared drive.  Once on the shared drive then you can open the file.  To unzip/open a zipped file, open the Winzip program.  Click on the file name (to highlight) and choose "Open".
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	Winzip will show you a screen that shows what's actually inside the zipped container.

There may be several files inside one zipped file.  Don’t be concerned that you cannot see the folder structure.  They’re there and will be evident when you extract the files.

Then, click on the "Extract" button.


	The next screen will let you search through your computer to choose the folder that you want to place the unzipped file in.

The default is to put the files in your 'C:Windows\Temp'.  Change this default to the shared drive under the appropriate subfolder. 

When you have clicked on the folder that you want your unzipped files to be placed in, then click the "Extract" button. That's it, your unzipped files will be in the folder you have chosen.
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