Compress files in a Folder:
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1. To Create a New Folder
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Click on File

Click on New
   Folder 
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You will see :- 

Type in a name for your New folder eg. Letters 

Press Enter and your new folder will be created.

Note: The New Folder option can also be obtained with a mouse right-click.

2. Copy files into folder:

Drag and drop each file into the ‘new’ folder.

3. To compress a file or folder:


Right–click the file or folder.
Point to Send To.
Click Compressed (zipped) Folder.
This creates a compressed folder, identified by a zipper icon, displaying the same name as the file compressed.
4. Create email and attach compressed folder

