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Last week we discussed the purposes for which "ZIP" files can be used. This week I have outlined the main steps involved in creating a "ZIP" file. I have also outlined the steps involved in extracting files from a "ZIP" file, using the most common software available for this purpose - Winzip.

Creating a "ZIP" file

Step 1 –Open the WinZip program. To do this you need to click on the program file, which is called “WINZIP32.EXE” and is usually found in the folder “C:\Program Files\WinZip”.

When you click on this file the program opens and the following screen appears:
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To create a new "ZIP" file click on the “NEW” button and the following screen will open. You then have to create a name for the new "ZIP" file and specify a location where the file will be kept.

Step 2 - Once you have done this click on the “OK” button and then select the files to be included "ZIP" file. You need to specify the location where the files to be stored are, and then select the files (individual files or a group of files) that are to be stored. - See the graphic below.


You can elect to simply save the files you wish in the new "ZIP" file or you can save path information and sub folders by checking the appropriate boxes. You can also select an appropriate compression option. This will affect the size of the "ZIP" file you are creating as well as the amount of time needed to create the file.

Step 3 - Once the "ZIP" file has been created, the files you have selected will appear in the box (see below), and the WinZip program can be closed. You should then check to see the "ZIP" file is in the location you specified

Care: When creating a "ZIP" file you should ensure there is sufficient space on the disk which the file is to be stored.

Extracting Files From A "ZIP" File

Step 1 – First you need to open the "ZIP" file. This can be done in one of two ways:

· Open windows explorer and click on the file you wish to open. This will automatically open WinZip and the "ZIP" file you have selected.

· Open WinZip using the method described on page 1 and then click the “OPEN” button.


Step 2 – Once you have opened the file you need to select the “EXTRACT” button


The following screen will appear.

Step 3 – Select the location you want the files to be extracted to. You can also specify whether to extract individual files or all files, specify whether to over write existing files, and whether to use folder name information that was stored when the "ZIP" file was created.

Adding to a "ZIP" File

To add files to an existing "ZIP" file, open the file and then select the “ADD” button. You then need to select the files to be added in the same way as you would for creating a new "ZIP" file.

Dos Command Line Support

The WinZip Command Line Support Add-On lets you use WinZip within batch files, macros, and other situations where you have a specific task and would prefer to accomplish it quickly or automatically, without using the usual WinZip graphical user interface.

Note: at the time of writing this, the command line support add-on has still not been officially released, but a pre-release beta test version is available as a free download from the web page http://www.winzip.com/wzcline.cgi.

Self-Extracting "ZIP" Files

A self-extracting Zip file is an executable program file (.EXE file) that includes a Zip file and software to extract or “unzip” the contents of the Zip file.  Users can run (execute) a self-extracting Zip file just as they run any other program without the need to have Winzip. Self-extracting Zip files created by WinZip are 100% compatible with the Zip 2.0 file format, so they can be unzipped by standard unzip utilities like WinZip and PKUNZIP.

Because users can extract or “unzip” files from a self-extracting Zip file without running a separate unzip utility or knowing how to use an unzip utility.  Thus, self-extracting Zip files are particularly suited for distribution of files to users who are not familiar with the concept of Zip files.

Further Information

Comprehensive additional information can be obtained by using the “Help” option on the WinZip menu.

