
Zipping files 
General Introduction 
By “zipping” a file, you can: 
 

1. Compress large files  
2. Combine several files into one file 

 
By “unzipping” a file, you can restore “zipped” files to their original format. 
 
Filzip 
Filzip is a program that allows you to combine several files into one larger file and the 
new file will have a   .zip   extension.  This is called an Archive and you will create an 
archive. 
 
You can send this file to another computer and the user on the new computer needs a 
program that will “unzip” the file and display the original files. 
 
MS Windows XP has a component to “Unzip” files, but cannot zip them. 
 
Filzip can both zip and unzip files.  Another popular zip program is Winzip.  Feel free to 
use this program if you have it installed. 
 
 
Folder Information 
 
You should have a basic understanding of folders and navigating folders before installing 
the Filzip software. 
 
You will need a folder in which to download the software.  I suggest you create a folder 
called    downloads     and all future downloads for other programs can also be stored 
here. 
 
You should know the location of the folder that stores the files that you want to zip. 
 
You should also have a folder in which to store your zip file when it is created. 
 
The installation procedure will ask which folder you want to install the software.  The 
default for most Windows software is    C:\Program Files     you will probably want to 
keep this default. 
 
Zipping Several Files 
Be sure you know the location (folders) of the files which you want to zip. 
 
Locate the Filzip icon or select Start > Programs > Filzip - you may be asked about 
registration and file association.  I suggest you do not associate any files until you 
understand the implications. 



The following screen appears. 
 

 
 
Click on the New button and a New Archive will be created.  The Create New Archive  
dialogue box appears below. 
 

 
 
Change to the folder where you want to save your zip file and assign the zip file a name. 
 
I will save my archive (zip file) in a folder I created called Filzip Files, and I will call my 
zip file - filziptest.zip  - the .zip extension will be automatically added. 
 
Click on the Create button to create the archive file. 
 



Selecting Files To Zip 
The following screen will appear – if there are files in the folder, they will be listed. 
 

 
 
You will have to navigate to your folder containing the files you want to zip by clicking 
on the folder selection arrow. 
 
Click on arrow to display the drop down list and select the drive and folder with the files 
to be zipped. 
 

 
 
Select the files you want to zip and click on the Add >> button to move them across to 
the right panel.  You can do them one at a time or select the first one, hold down the Shift 
key and select the last one.  You can also remove any files added by mistake. 
 
You can change folders to add files from a different folder. 
 



As files are selected and added to the right pane, your dialogue box should resemble the 
one below. 
 

 
 
 
When all files have been added, click on the Add button at the bottom of the dialogue 
box to zip the files.   The following screen appears. 
 

 
Congratulations, you have zipped your files. 
 



Navigate to the folder where you saved the zip file – I called mine Filzip files and you 
should see the zipped file. 
 

 


