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HOW TO ZIP FOLIO FILES FOR UPLOADING 

WINDOWS OPERATING SYSTEM 

 

Detailed version 

1. Find the original files in File Explorer 

a. Note: The student’s TASC ID must be at the start of the file name. 

 
2. Select all relevant files 
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Quick version 
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3. Right click over the files, then: 

a. Select Send To 

b. Select Compressed (zipped) folder 

 

4. The zipped file has now been created 

a. Rename the zip file with the TASC ID first, followed by the course code. 

Note: It is important that the TASC ID is first in the file name otherwise the system will 

not be able to load it. 

How to zip files using other operating systems 

• How to zip files on a Mac 

• How to zip files on a Chromebook 

https://www.howtogeek.com/672240/how-to-zip-and-unzip-files-and-folders-on-mac/
https://www.howtogeek.com/409680/how-to-zip-or-unzip-files-on-a-chromebook/

