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What is a ZIP file? - A "Zipped" file is one that has been processed to compress into a
smaller version of itself. You can use one of the many free compression utilities to do this.
Windows XP comes with it's own compression software. When someone asks you to "Zip" a
file and send it you must use the compression tool to compress the file, then attach it to an
EMail or put it on a floppy.

Step 1 — Find the files that you want to “zip up”. Usually there are several files, or a
whole folder that you want to compress. Open My Computer or My Documents to
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Step 3 — “Right Click” one of the many highlighted files — you will get
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