
How to 
create and 
send a 
zipped file.



Right click on your computer screen, a 
menu will appear.



Go down to “See More Options” on the 
menu and Left click on it.



Left Click on 
NEW



Left click on Compressed Zipped Folder.



A Zipped folder will appear. Left click on the 
zipped folder. It should look like the next slide. 





Decide on a file that you want to put into the 
Zipped folder 



Left click on the file and hold left click, drag 
the file into the Zipped folder



Put the file into the folder



Now left click on the folder



You should see your file in the Zipped 
Folder.



Go to your email.



Address you’re email to whomever you want 
it to go to. Type in you title and message.



Drag your Zipped folder into the body of 
your email.





Send the message and file.



Please Practice 
with files that you 
don’t care if you 
lose, before you put 
your important files 
in the zip folder. 


