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STEP-BY-STEP PROCESS IN PUTTING A PASSWORD ON AND COMPRESSING YOUR FILES 

 

1. Press right click on your file/s then choose “Add to archive”: 
 

 

 

2. In the “Archive name and parameters”, choose “ZIP” then click on “Set password”: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3. Type in your password then click “OK”: 

 

 
 

 

4. Your password-protected archive folder is now ready for submission: 

 

 


