
                  
 
 
 

 
 

 
 

1) New 

2) Name it and choose the right 
place to save it. 

3) CANCEL at this “add” 
screen. We will add by 
dragging into the NEXT 
screen. 

4) Drag the folder you want to zip ONTO this 
blank white space and drop it anywhere. 



 

5) check the “Recurse Folders” 
and the “Save Extra Folder Info” 

6) Then click the “Add” button. 
Now all the folder info will be 
saved along with the files (and 
folders and sub files) within the 
folder. 


