Unzipping Files Using Windows 7

On the Windows Lab — File Management Assignment web page you need to download and unzip the File
Management Homework.zip file. | suggest that you save the file to your USB drive and then unzip the
files. The steps are as follows:
1. Click the File Management Homework.zip link. Click the Save button on the File Download
dialogue window.
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Susan Fuschetto

CIS 101 Intro. to Computer Information Systems

Windows 7 Lab - File Management

This lab assignment is from the Introduction to Office 2007 lab book. But...
the Windows and file management chapters are written for XP. If you
have Windows 7 then some things are still the same as XP, but there are
other things that look dlfferent In order to reduce the cost ofthe books
we decided to keep the |
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Homework steps:

1. For the homework assignment you will need another set of files to
work with. Download and unzip (uncompress) the File Management
Homework.zip file to your USB Flash Drive. The steps for unzipping
files are explained in the attached document.

2. Open Windows Explorer and view the unzipped files. Make sure you
can see the folders in the left pane.

3. In the File Management Homework folder create two file folders. One

named Excel and the other named Word.

. Move all of the Excel .xls files in to the Excel folder.

. Move all of the Word .doc files in to the Word folder.

. Copy the Coffee Bean.bmp file to the Word folder.

. Rename the Notes txt file to Term Paper Notes txt
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The Save As dialogue window will open. In the left window pane scroll/find your USB drive. Select
your USB drive. In this example it is the J drive.
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Click the Save button.

The Download complete window will be displayed.
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Click the Open Folder button. Windows Explorer will open showing the contents of your USB drive. My
drive only has the File Management Homework.zip file. The contents on your drive may look different.
That’s OK so long as you see the File Management Homework.zip file. If you are using Windows and no
other compression software is installed on your computer, then the icon on the folder will look like a file
folder with a zipper as shown below. If your computer has compression software installed such as



WinZip you will see a different icon. That’s OK. You may use that software to extract/uncompress the
files. The following steps are using the Windows Extraction Wizard.
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Unzip (uncompress) the files by right-clicking the folder to get the shortcut menu and then select the
Extract All... command.

& |

) _ » Computer b SFUSCHETTO (J) » ~ |42 ||| Search SFusCHETTO (1) 0

MNew folder A=

-

Organize » 7l Open = Bumn
M Desktop e
& Downloads

CE]
"=l Recent Places

MName

| 1 File M

Date modified Type

1101 205 ORA

Open
Open in new window

4 Libraries
@ Documents

Jz’ Music
|| Pictures
i Videos

& Homegroup

% Com puter

& He (o)

a FACTORY_IMAGI_|

e SFUSCHETTO (J)

-

=

Extract All...
Merton Internet Security
Open with...

Send to
Cut
Copy

Create shortcut
Delete

Rename

Properties

Date created: 8/3/2010 3:07 PM

i File Management Homework.zip Date modified: 8/3/2010 3:05 PM

Compressed (zipped) Folder Size: 36.7 KB

The Extraction Wizard will open. You need to select the destination for the files. The wizard usually
defaults to the same folder as the .zip file. Make sure that the folder listed is correct. In my case my USB
drive is drive J. So the folder shows J:\ File Management Homework. This is correct. A folder named
File Management Homework will be created on my USB drive (drive J) and the files will be saved there.
Click the Extract button.
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Windows Explorer opens up displaying the File Management Homework folder.
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In the File Management Homework folder you will find the 12 files you need for the homework
assignment. Navigate to these files by double-clicking the File Management Homework folder.
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You are now ready to perform the file management commands outlined in the instructions.




