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SSA Worldwide Newsletter: Tips and Information for Spouses
Bi-Weekly Windows Tips Issue 7, Q2 2003
The purpose is the same; to give you some quick tips on the Windows 2000 System and
Office Suite Applications. This newsletter will be a two-page issue with no more than two
subjects. It is intended to be simple and direct. If you have any comments or suggestions,
feel free to email us: ssa-tips-feedback@slb.com
Winzip compression tool
Why use winzip?
1. Compress one or more files to reduce the size in order to send them in an email.
2. Group and compress multiple files in one archive in order to save them on a
floppy disk.
3. Send multiple files in one archive file and keep the folders structure.
Start Winzip : Start->Programs->Winzip->Winzip x.x
The program will start either in Wizard Mode or Classic Mode.
Wizard Mode
WinZip Wizard - Welcome
Welcome to the WinZip Wizard!
il'l?is Wizard automates the most cammon tasks involving Zip files,
b features: .
* Fast access to Zip files in pour Favorite Zip Folders I Strongly SquESt that you use the CIaSSIC
o g e o 2k e mode, as | don't find the wizard very helpful ©
# Additional suppart for decading MIM and UUE files
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an to proceed
WirZip Classic < Back Close |
_ _ Classic Mode
To compress a file Click and Drag it from
Explorer window onto Winzip Window =10l
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When you release the file onto the Winzip application you will be prompted to give the
name of your archive file (compressed result file).
add 2l Enter the file name you want at the end of
File dropped: 004 AT emplate-MNewsletter. doc . » path W|th extenSion ZIP XXXXXXX.Zip
Add o apchive: The default path is the location of the
original file.
Action: If you want to locate the compress file
|Add (and repizce) fles elsewhere, you can do so by clicking on
LCompression: ~ - NeW
INc-rmaI j o
fAultiple disk spanning
[ remavable media oniy) 2 When you receive a zip file you can extract its
- Options , content to a specific folder by clicking on Extract.
[ Save full path info
[~ Store filenames in 8.3 format
_ Attibute It will then re-create the folder structure if multiple
M e ety el i o folders have been included (see information the
[~ Reset archive attribute " ”
W Include spstem and hidden files Password... | column “Path”).
If you want to add a second file and you use the click and drag, th&,same box will appear.
The filename is already there, you just need 30 click on Add.
Open an archive ol x|
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\ | Modified | Size | Ratio | Packad | Fath <,
\ 712002 2:17 A 125,952 38% 77,683
FI12/2002 1:16 PM 159,744 17% 131,341
. ) Archive Name
Add a new file to the archive
{4 | ]
|selected 0 files, 0 bytes [Tatal 2 filas, 279KB 9d -

You then can attach the compressed file ——
to your email. That will also let you send Green = QOWDFBSSIOH_FIHIShEd
multiple files in one ZIP file. Red = Winzip is working
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