
How to Create a .ZIP File 

 

When submitting your online application, please use the instructions below to create a .zip 
file with all individual course profile documents:  

1. Select all of the files that you wish to combine by holding Ctrl and left-clicking on 
each of the files so that they are all highlighted 
 

2. Once all files required are highlighted, right-click on one of the files and highlight 
“send to” and then select “compressed (zipped) folder”  
 
 

 

 

 
3. A new ZIP file will now be visible. This can be re-named and uploaded to your online 

application.  
 

 

 


