WINZIP
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The first step is to open an archive. Use the Open toolbar button or select Open Archive from the WinZip File pull-down menu to activate the standard Open Archive dialog box.

Then, select the archive you want to open in the Open Archive dialog box. This dialog box works just like the Open dialog boxes in other applications: just select the file you want to open from the list of files. (If you want to create an archive instead of working with an existing archive, see the section Brief Tutorial - Creating New Archives).

Once an existing archive is open you can extract or work with the files in the archive. The files in an archive are listed in a list box in the main WinZip window.

· You can look at all the file names, with details, stored in the archive, using the scroll bar, arrow keys or usual Windows commands. 

· You can quickly sort the main window by clicking once on the header (e.g. click on "Name" in the header above the list of files to sort the list by filename). 

Brief Tutorial - Viewing Files

 

You can easily view any of the files stored in an archive by double clicking on the file in the main WinZip window. WinZip will open the file with the associated application. For example, a Word (.doc) file may be displayed in Word, and a text (.txt) file in Notepad. When you double click on a program file (.exe), it is run.

Or, you can view a file with the built-in viewer or a viewer of your choice by selecting View from the Actions pull-down menu.
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Brief Tutorial - Extracting Files

 

When you extract a file, WinZip decompresses it and places it in the folder of your choice. You can restore whole folders and retain the structure of any sub-folders.

If you select Extract from the Actions pull-down menu or click the Extract toolbar button, WinZip lets you choose the folder where you'd like to place the extracted files. For more details on that dialog box and its options, press F1 later, when you encounter it, or click on Extracting Files from an Archive now.

Note: if a Zip file contains a "setup" or "install" program, you can use the Install Feature to automatically extract the files, run the installation program, and clean up temporary files.
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Extracting files from an archive

New users: For introductory information, please see the section Brief Tutorial - Extracting Files.

This section describes the Extract dialog. There are other ways to extract files from an archive:

· Using the drag and drop interface. 

· Directly from My Computer or Windows Explorer, as described in Using the Explorer Interface. 

· If a Zip file contains a "setup" or "install" program, you can use the Install Feature to automatically extract the files, run the installation program, and clean up temporary files. 

The Extract dialog
Use the Extract button on the toolbar or select Extract from the Actions menu to display the Extract dialog. Use the Extract dialog to extract or "unzip" files from the open archive to your disk.

WinZip® extracts files from the archive to the folder specified in the Extract to field. You can specify this folder in one of four ways:

· Select a folder and drive in the Folders/drives list boxes. 

· Type a folder name in the Extract to field. 

· Pull down the Extract to combo box and select a folder from the list of previous Extract to folders. 

· Click the "new folder" button [image: image10]and create a folder. 

The Extract dialog provides the following options:

· The Selected files/folders option button instructs WinZip to extract only files that are selected in the main WinZip window. You can use conventional file selection methods to choose files. This option is disabled if no files are selected. 

· The All files/folders in current folder option button instructs WinZip to extract all files and folders from the currently selected folder. Note: this button is only available when extracting in Files by Folder view. 

· The All files/folders in archive option button instructs WinZip to extract all files from the archive. 

· The Files in Archive option button and edit field allow you to specify which files are extracted using filenames (standard Windows wildcards are accepted, so you could use "*.doc" to extract all .doc files) 

· The Overwrite existing files checkbox determines whether you are prompted before existing files are overwritten with files from the archive. 

· The Skip older files checkbox determines whether WinZip skips (does not extract) existing files when the date/time stamps of the file in the archive is older than the file on disk. 

· The Use folder names checkbox determines whether WinZip will use folder names (also known as path names) stored in the archive. You will probably want to check this option for most extract operations. If this option is checked, any folder names stored in the archive will be appended to the Extract to folder when appropriate. If this option is not checked all files will be extracted to the same folder, regardless of any folder names in the archive. Note: this option does not appear when you are in the Files by Folder view. When in Files by Folder view files are extracted to their respective folders. 

· For example, assuming the Extract to folder is "c:\temp", the file "mydir\filename" will be extracted to the folder "c:\temp\mydir" if the Use folder names option is checked, or the folder "c:\temp" if the option is not checked. 

· If the Open Explorer window checkbox is checked, a Windows Explorer window is opened after the extract operation is complete. The window will show the folder to which the files were extracted. This checkbox is not present if you are extracting from multiple Zip files directly from Windows Explorer using the WinZip context menu. 

· If you extract from multiple Zip files using WinZip's Extract to... Windows Explorer context menu entry, there will be a checkbox labeled Use Zip file names for folders. If this checkbox is checked, WinZip will create a folder for each Zip file under the Extract to folder; the folders will be named with the base names of the Zip files. For example, if the Extract to folder is "c:\temp", WinZip will extract files from "NewDocs.zip" to "c:\temp\NewDocs". If this checkbox is not checked, files will be extracted to the Extract to folder. In most cases, you will probably want to leave this option checked when you extract from multiple Zip files. 

· The "new folder" button [image: image11]activates the Create Folder dialog box. Note that you can extract files and create a folder without this dialog box: simply type the name of the new folder in the Extract to field of the Extract dialog box and press the Extract button. 

Note: You can change the default Extract to folder using the Folders tab of the Configuration dialog.

Brief Tutorial - Creating New Archives

 

You can create a new archive by selecting New Archive from the WinZip File pull-down menu or by clicking the New toolbar button. This activates the New Archive dialog box.

First, you type the name of the archive you want to create, not the names of the files you want to compress. This dialog box works similarly to standard Windows file dialog boxes, so you can choose the drive and folder where the archive will be created. The names of any existing archives on the selected drive and folder are listed to help you choose a name that is not already in use.

Normally after creating an archive you will want to add files to the archive, so verify that the Add dialog check box is checked to automatically activate the Add dialog box.
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Brief Tutorial - Adding Files to an Archive

 

You can add files to an existing archive you've opened or to a new archive you've created, as in the previous section. If the Add dialog box is not displayed, select Add from the Actions pull-down menu or click the Add toolbar button.

In the Add dialog box, select the files you want to add to the archive. The easiest way to do this is usually to click on the desired files in the list near the top of the Add dialog box. You can select multiple files using normal Windows file selection conventions (for example, hold down the shift key while clicking to select multiple files). For details on alternate ways to specify which files you want to add, see the topic titled Adding Files to an Archive.

Once you are done making your file selection, click the Add button to add the files. Once WinZip finishes, it will update the file list in the main window to reflect the new files in the archive.

You can also add files to an archive by dragging the files from My Computer or Windows Explorer and dropping them on the WinZip window using the drag and drop interface.

 

Note: When you add files to an archive, the original files on disk are not deleted. If you want to delete the original files automatically after the Add operation completes, select Move (and replace) files from the Action combo box.
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Brief Tutorial - Deleting Archives and Files

 

WinZip can remove selected files from within an existing archive, or delete the entire archive. Delete from the Actions menu activates the Delete dialog box. There are two ways to start the action to delete files from an archive:

· Select entries from the list box in an open archive, then choose the Delete entry from the Actions pull-down menu or press the Del key. 

· Choose the Delete entry from the Actions menu to bring up the Delete dialog box. You can then specify the file names you want to delete (standard Windows wildcards are accepted, so you could use "*.doc" to delete all .doc files). 

Note: these operations cannot be undone.

To delete an entire archive, choose Delete from the Actions menu to bring up the Delete dialog. Then choose the All files/folders in archive option and click Delete. Alternatively, you can choose Delete from the Manage Archive submenu of the File menu.

<Back  Next>
Brief Tutorial - Custom Configurations

 

Many WinZip operations can be tailored using configuration options. For example, you can change the default folders for the Extract and Add dialog boxes. Most options are intended for advanced users. For an overview of available options see the section titled Options.

<Back  Next>
Opening an Existing Archive

To open an existing archive, select Open Archive from the WinZip® File pull-down menu. This activates the standard Open Archive dialog box. Then select the archive you want to open in the Open dialog box. Opening an archive is just like opening a document in Write or a spreadsheet in Excel; the only difference is that you open an archive instead of a document or spreadsheet. Use the combo box at the top to select the appropriate folder and click on the archive in the list below. Press the Open button when you have made your selection.

You can also click the Favorites button to see a list of files in your Favorite Zip Folders. To open an archive from this list, just double click its name.

To list self-extracting archives in the New and Open dialog boxes, select the "Archives and .exe files" entry in the Files of type combo box. Note: when self-extracting archives are listed in the open dialog box, all EXE files in the selected folder will be listed, even if they are not self-extracting archives. WinZip is not able to check whether a file is a self-extracting archive until it is opened.

See the section File Type Filters for details on the File Type filters in the Files of type combo box.

	WinZip Pro feature


New Zip File on CD or DVD

This operation requires Windows XP. 

Creating new Zip files on CD or DVD 

WinZip can create new Zip files directly on CDs or DVDs. New Zip files written to CDs or DVDs can span multiple CDs/DVDs if necessary. 

To create a new Zip file on CD/DVD, open WinZip's File menu and choose New Zip File on CD or DVD (see below if this menu entry does not appear). This displays a dialog with the following options: 

· CD or DVD drive: if you have more than one CD/DVD burner installed on your computer, you can choose which drive to use. 

· Zip file name: type the name that you would like to use for the new Zip file. Do not include a drive letter or folder name in the Zip file name. 

· Write Speed: choose Fastest, Medium, or Slowest as the speed you want WinZip to use when writing the Zip file to the CD or DVD drive. 

Fastest corresponds to the fastest speed supported by your CD or DVD drive for the media that you load into the drive. Similarly, Slowest will give you the slowest supported speed, and Medium a speed that lies somewhere between the two extremes. 

As long as it works reliably, you're usually best off selecting Fastest. However, if you experience failures at the fastest speed setting, you may have better luck choosing one of the slower speeds. When the drive spins at a slower rate of speed, the laser used to write data onto the CD has more time to burn each individual spot, and this can help to reduce or eliminate failures. 

About writing to CD/DVD 

To write to CD/DVD, WinZip first creates the new Zip file (or an individual part of the new Zip file) in WinZip's working folder. Once the Zip file (or Zip file part) has been created, WinZip will then write it to a CD or DVD. 

This staging process is necessary because of the way CD/DVD writing hardware works. It also requires that you have enough disk space available in your working folder to hold the staged Zip files. 

If the menu entry does not appear... 

If New Zip File on CD or DVD does not appear in WinZip's File menu and you are using Windows XP, you may be running WinZip from a user account with limited rights. This situation can be corrected as follows: 

1. Log on to the computer using an adminstrator account, or have a system administrator log on. 

2. Open Windows security policies: 

a. Click Start, then Run. 

b. Type SECPOL.MSC and click OK. 

3. Open Security Options under Local Policies. 

4. Find the Restrict CD-ROM access to locally logged-on user only option. Double-click the option and change its setting to Enabled. 

Limitations 

· Zip files written to CD or DVD are read-only and cannot be updated at a later date. Furthermore, due to restrictions imposed by the file system used on CDs and DVDs, the maximum length of the name of a Zip file to be written to CD or DVD is 107 characters. Currently, WinZip will only write Zip files to CD-Rs, CD-RWs, DVD+Rs, and DVD-Rs. 

· WinZip will only create one Zip file on a single CD or a DVD. If you insert a rewritable CD with existing data on it, WinZip will ask you if you want to erase the existing data before proceeding to write the new Zip file. If you elect to proceed using the CD in question, you will not be able to get back any data that gets erased. 

CD/DVD support in the WinZip Job Wizard 

WinZip also supports writing to CD or DVD when running WinZip jobs. Details on how to use this feature are in the help topic for the Specify Zip File panel of the WinZip Job Wizard. 

Folders (Configuration)

Select the Folders tab from the Configuration Dialog Box to control these options:

Start-up folder
Unless you start WinZip® by double clicking on an archive, WinZip will optionally change to a folder of your choice when it starts up. Files in this folder are automatically displayed in the Open archive and New archive dialog boxes. The following choices control which folder is used.

· System default - WinZip does not change folders, so the system default folder is in effect. Usually this is the folder containing WINZIP32.EXE. 

· Last open archive - WinZip changes to the folder containing the last open archive during your last WinZip session, unless it is on your A: or B: drive. 

· Folder - WinZip always changes to the specified folder. 

Extract folder
These selections determine the default folder that WinZip automatically lists in the Extract to field in the Extract dialog box. You can, of course, type over this default folder name or select a different folder from the folder list.

· Open archive folder - WinZip lists the name of the folder containing the open archive in the Extract to field. For example, if the archive c:\download\tools.zip is open, WinZip will list c:\download. 

· Last extract folder - WinZip will list the name of the folder you used during the last Extract operation, unless it is on your A: or B: drive. This value is saved when you exit WinZip so you can use it during your next WinZip session. 

· Folder - WinZip always lists the specified folder. This value is saved when you exit WinZip so you can use it during your next WinZip session. 

Add folder
These selections determine the default folder when the Add dialog box is opened.

· Open archive folder - WinZip uses the folder containing the open archive. 

· Last add folder - WinZip uses the folder you used during the last Add operation, unless it is on your A: or B: drive. This value is saved when you exit WinZip so you can use it during your next WinZip session. 

· Folder - WinZip always uses the specified folder. This value is saved when you exit WinZip so you can use it during your next WinZip session. 

Working folder
When an existing Zip file is modified (for example, by adding files), WinZip must make a temporary copy of the Zip file. Normally, WinZip will create the temporary Zip file in the folder containing the open Zip file. If, however, the open Zip file is on removable media (e.g., diskettes), WinZip will create the temporary Zip file in the folder specified here. This is done because there may not be enough free space on the removable media to hold two copies of the file. 

You can tell WinZip to use the specified folder for all Zip files, including those on nonremovable media, by unchecking the box labeled Use for removable media only.

The working folder is also used as a staging area when creating new Zip files on CD or DVD. 

When using ARJ to create an archive WinZip specifies this folder name via the -w switch.

CheckOut base folder
If specified, WinZip uses this folder as the prefix for the default folder in the CheckOut dialog box. If this field is left blank WinZip will instead use the folder containing the open archive.

Temp folder
This entry specifies the location for temporary files created by WinZip, including files created during the View and Virus Scan operations. If you run out of disk space during a View or Scan operation, change the Temp Folder to specify a drive and folder with sufficient free space.

Related Topics (other Configuration tabs):

View   Toolbar   System   Explorer Enhancements   Program Locations   Miscellaneous
Brief Tutorial - Additional Features

 

This is the end of the Brief Tutorial. As you get to know WinZip better, be sure to explore the following more advanced features:

· WinZip's Drag and Drop operations simplify archiving. 

· Internet, America Online, and other online services users: see Downloading and Processing Files with WinZip. 

· The Install and Checkout features make it easy to try software distributed in archives. 

· Using WinZip's Explorer interface, you can access most WinZip functionality directly from Windows Explorer or My Computer shortcut menus, from the Start menu, or from the desktop. See Explorer Interface for details. 

Reminder: press the F1 key at any time while working with WinZip for context-sensitive help.

You may want to review the tutorial and explore some of the many links it contains by pressing the buttons above.
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Downloading from the Internet

You can use WinZip® to work with archives you download from the Internet just as you do with other archives.

If you download an archive, the current versions of Microsoft Internet Explorer and Netscape Navigator/Communicator will give you a choice of opening the archive or saving it to disk. If you choose to open the archive, you should be aware that the Internet browser will probably delete the file when the browser is closed. To avoid this problem, use the Internet browser's "save to disk" option, and specify an easy-to-remember folder, for example, c:\download.

Problems Downloading? When you download a file, many things can go wrong, resulting in a damaged copy of the file that WinZip cannot open. The solution to most download-related problems is simply to download the file again. For more information on resolving Internet download-related problems, please check the web page http://www.winzip.com/downprob.htm.

Note:

Many files available for download on the Internet are executable (.exe) files. If the .exe file is a self-extracting Zip file, you can open and process it in the WinZip Classic interface by choosing Open Archive from the File menu, or by right-clicking on the file and choosing Open with WinZip.

Related Topics:

Downloading from America Online and other online services 

Hints For Working With Downloaded Files 

Hints for Working with Downloaded Files

WinZip® makes it easy to work with files downloaded from the Internet and online services like America Online.

· The Install feature makes it easy to install most software distributed in Zip files: if a Zip file contains a "setup" or "install" program, a desktop theme, or a screen saver, WinZip can unzip the files, run the installation program if present, and clean up temporary files. If the Zip file does not contain any of these, you can use the CheckOut Feature to try the downloaded file. 

· The Favorite Zip Folders feature makes locating Zip files you want to open much easier. 

· The Downloading and Processing Files with WinZip topic provides further hints, tips, and helpful procedures. 

· The Archive Management features make it easy to move archives to floppies, or to delete them if they don't meet your needs. 

Of course, you should always use appropriate caution when using files downloaded from the Internet. See Security Hints and Tips for some basic security information to keep in mind when you work with downloaded files.

To print this page, click the Print button in the toolbar.

One strategy for handling downloaded files involves three folders:

	\DOWNLOAD
	Recently downloaded files

	\UPLOAD
	Files you are planning to upload

	\ARCHIVES
	Archives you are planning to keep


A relatively empty download folder makes it much easier to stay organized. It is a good idea to download all archives into your \DOWNLOAD folder, and after each on-line session perform the following steps for each archive:

1. Open the archive. An easy way to open files is to first open the \DOWNLOAD folder in My Computer or Windows Explorer. Then double click on an archive to open it. You will probably want to click on the Modified column header in My Computer or Windows Explorer so that the most recent files are shown at the top of the list. 

2. Read about the software in the archive. Many archives contain a file named "file_id.diz". By convention this file contains a brief description of the archive contents. If this file is listed in the main WinZip window, double click on it to view its contents. When you are done viewing the file, close the program being used to view the file. Repeat this process for any files with the word "read" in the filename (e.g. "readme.txt" or "read.me"). 

3. Try the software if the archive looks interesting. One easy way to do this is with the Install or CheckOut buttons on WinZip's toolbar. If the archive contains an "install" or "setup" program, a desktop theme, or a screen saver, the Install button will be displayed, otherwise, it will contain the CheckOut button. Note: downloaded software should always be scanned for viruses before you install or use it. If you download archives containing software, you should obtain a reliable virus scanner, keep it up to date, and always use it on the contents of such downloaded archives. See the section titled Virus Scanner Configuration for information on configuring WinZip to use your virus scanner to test the contents of archives for virus infection. 

4. Move each archive out of your download folder after trying the software. If you want to keep the archive on your hard disk, choose Move from the Manage Archive submenu of the File menu to move the archive somewhere else on your disk, such as \ARCHIVES. Note that the folders you have most recently used for move and copy operations are available for quick access in a drop-down list. If you don't want to keep the file you downloaded, you can easily delete it using the Delete entry in the Manage Archive submenu. 

Of course, these are just suggestions. There are other good ways to use WinZip to work with downloaded files. Feel free to use whatever method works best for you.

Related Topics:

Hints and Tips
More Hints and Tips 

Using the Explorer Interface
Frequently Asked Questions (FAQs)
Favorite Zip Folders

About Favorite Zip Folders
The "Favorite Zip Folders" feature organizes Zip files into one convenient list that is sorted by date, making it easier to locate all Zip files, regardless of where they came from or where they are stored. Unlike the standard Open Archive dialog box, the Favorite Zip Folders dialog box treats the contents of multiple folders as though they were one folder.

Using the Favorite Zip Folders Dialog Box
Click the Favorites button on the toolbar or select Favorite Zip Folders from the File pull-down menu to activate this facility. When you open the Favorite Zip Files dialog box, all Zip files in your Favorite Zip Folders are listed by date, with the most recently modified files listed first.

The first time you activate the Favorite Zip Folders dialog box, it will automatically search your computer for folders containing or likely to contain Zip files. You can easily add and remove folders from your list of "Favorite Zip Folders" using the Options button.

To open a Zip file, select it and click Open, or simply double click on the Zip file.

Click Search to search for Zip files in other folders. The results of your search will temporarily replace the list of files in the Favorite Zip Folders dialog box.

To add folders to your Favorite Zip Folders
To add a folder to the list of Favorite Zip Folders, click the Options button in the Favorite Zip Folders dialog and then click Add a folder to list. In the resulting folder-browsing dialog, select the desired folder and click OK.

Here's another way to add folders to the list: click the Search button in the Favorite Zip Folders dialog box, select the type of search you want, and click OK. When the search completes, the list of files in the Favorite Zip Folders dialog is temporarily replaced by the search results; select a Zip file and click Open, or double click the Zip file. If the Zip file resides in a folder that is not currently in your Favorite Zip Folder list, then by default, WinZip® will ask if you would like to add the folder to your Favorite Zip Folders.

WinZip can be configured to handle the folder in one of three ways: it can automatically add the folder to your Favorite Zip Folders, it can ask if you want to add the folder to the Favorite Zip Folders (as described above), or it can skip adding the folder to the Favorite Zip Folders. You can change this section by clicking Options in the Favorite Zip Folders dialog and then clicking the Other Zip Folders tab.

This setting should be chosen prior to running a search and only applies when opening a Zip file from search results. In particular, note that setting the option to "Add the folder to Favorite Zip Folders automatically" does not automatically add the folder of every Zip file you open to your Favorite Zip Folders.

Archive Management

The Move, Copy, Rename, and Delete entries in the Manage Archive submenu of the File menu facilitate archive management.

Move moves the open archive to another folder or disk. The Move dialog box is displayed so you can choose the destination for the move operation.

Copy copies the open archive to another folder or disk. The Copy dialog box is displayed so you can choose the destination for the copy operation.

Rename gives you an opportunity to change the file name of the open archive. The Rename dialog box lets you change the open archive's file name but not the filename extension (file type). Simply type the new file name and press the OK button.

Delete deletes the open archive. A confirmation dialog is displayed to avoid accidental deletion. If you choose to continue the archive is closed and deleted.
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