How To Zip

1. Open DMC Work 2 drive

2. Open “needs to be zipped” folder

3. Double click on the first “e” folder in “needs to be zipped”

4. Open the “tif” folder

5. Highlight all of the tif files within the tif folder, right click, and select “add to zip”

6. This will open the program ZipCentral and a “Create new archive” box will appear

7. Find the “look in” drop down menu and select DMCWork2, then select the folder Melissa zipped done
8. Under file name, call the zip archive the complete exact name (see below for examples of what to name the zip archive) of the folder the tif files were in and click “open”

9. This will bring up a box titled “Files to add to current archive” – click ok
10. After clicking ok, ZipCentral will begin to add tif files into a zip archive.  Wait for this to be done.  You will know it is done when all of the individual files appear in a list on the ZipCentral screen under “Contents of E:\melissa zipped done\file name.  Also, in the bottom left corner of the ZipCentral screen, you will see the words “ # files/folders in archive” – if this says “0 files/folders in archive” it is not done, but if there is the number of tifs you are putting in the archive in that phrase, it is done.

11. Once you are positive that all the tifs have been saved into the zip archive in “melissa zipped done”, delete the original files from “needs to be zipped” to keep everything organized

how to know what to name the archive
Examples:

· You are zipping tif files from the “e160” folder, call the archive “e160”

· However, if the tif files you are zipping are within another folder in e160 titled “rev1” “print2” etc, call that archive “e160rev1” “e160print2” or even “e160rev1print2” – just make sure to get every subfolder the files are in into the name!

· It is important to get the name right so that we are able to know exactly which bulletin and version of the bulletin that archive is for

