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Move the files you would like to compress into a folder.

To create a new folder, right-click on the screen, scroll down to New, and then to

Folder.
View >
Sort by >
Group by >
Refresh
Customize this folder...
Paste
Paste shortcut
Mew > Folder
Properties @] Shortcut
@ Microsoft Access Database
Micrasoft Word Document
@ Microsoft Access Database
@ Microsoft PowerPoint Presentation
@ Microsoft Publisher Document
wi-| Rich Text Format
|:] Text Document
@ Microsoft Excel Worksheet
Compressed (zipped) Folder
e Enter a name for the folder in the space underneath the folder icon where the text is
highlighted.

Mew folder

e Click and drag the files you want to compress into the new folder.



Right-click on the folder, select Sent to, and then select Compressed (zipped) folder.

Open

Pin to Quick access
£, Add to VLC media player's Playlist
é Play with VLC media player

Scan with Sophos Anti-Virus

Give access to

Restore previous versions

E Combiner des fichiers dans Acrobat...

Include in library

Pin to Start

Send to £} EBluetooth device

Cut Q Compressed (zipped) folder
I Desktop (create shortcut)
Documents

=g Fax recipient

Copy

Create shortcut

Delete . o
| Mail recipient

. DVD RW Drive (F)

Properties production (\\k1fs-ns01) (P:)
production (\\10.16.0.45) (C:)
eshare (\WVk1fs-ns01) (5:)
eshared (T:)

courses (WVad.econcordia.com) (¥:)

Rename

A dialog box will appear that shows you the progress of the compressing files. Wait
until the files are compressed.

Another folder will be created on your desktop as shown in the image below.

Assignment

Attach the compressed folder with the extension .zip to your email.
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Move the files you would like to compress into a folder.

To create a new folder, right-click on the screen and select New Folder OR open the
Finder window, select File and select New Folder.

' Mew Finder Wind #EN
New Folder New Folder D RN

Cet Info New Burn Folder

Paste Item

Change Desktop Background...

Clean Up Get Info
Arrange By (3

Show View Options

e Enter a name for the folder in the space underneath the folder icon where the text is
highlighted.

untitled folder

Click and drag the files you want to compress into the new folder.




Right-click on the folder and select Compressed “Assignment”.

Open

Move to Trash

Ceat lnfn
Compress "Assignment”
BUrN “Assignmen

Duplicate
Make Alias

Copy “Assignment”
Paste Item

Clean Up Selection
Show View Options

Label:
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Folder Actions Setup...

A dialog box will appear that shows you the progress of the compressing files. Wait
until the files are compressed.

Another folder will be created on your desktop as shown in the image below.

Assignment Assignment.zip

Attach the compressed folder with the extension .zip to your email.
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