CREATING AND USING ZIP FILES IN WINDOWS XP
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What is a zip file?

The icon for a zip file looks like a folder icon with a zipper.  The file is also identified by the .zip extension.  Zip is a compressed format indicating that the file contains one or more files. For example, a file named reunion_pictures06.zip could contain a folder with 47 image files, one Excel file, four pdf files, one PowerPoint file, and another folder with 12 Word files.

Why would you want to create a zip file? 

To attach multiple files to an email message, you have to attach each file in a separate procedure; using the zip format, you can compress all the files into a single file.  Zip files are also used on websites to make downloading multiple files a one-step process.  In addition to grouping files, the zip format reduces the total size of the files.
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How do you create a zip file?

OPTION 1

1. In Windows XP, select the files you want to place in a zip file.  (If you have files in different folders, it is sometimes easier to place copies of the files in a new folder.)

2. Rightclick the files and/or folders.  

3. Point to Send To and click Compressed (zipped) Folder.

4. Select the location for the zip file.  (You will usually want to delete it after you attach it to an email message of upload it to a website.)
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The zip folder (file) will be named for the last item selected, so you will probably want to rename it. 
OPTION 2

Use a third-party application such as WinZip, which offers more options for zipping files.
How do you extract the files from a zip file?

OPTION 1

1. Rightclick the zip file.

2. Click Extract All to open the Extraction Wizard.

3. Follow the wizard through the extraction (decompression) process, but make sure you place the decompressed files where you can easily locate them. 

4. The process creates a new folder with the same name as the zip file.  The files will be inside the folder.  You can re-locate them and/or delete the unnecessary folder and the zip file.

OPTION 2

1. Doubleclick the zip file to open it.

2. Move the files outside the zip file container.

3. You can re-locate them and/or delete the unnecessary folder and the zip file.

OPTION 3

Use a third-party application such as WinZip.
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