Encrypting the data you wish to send using WinZip

1) Name the file you want to send using the s2s format e.g. :
101LLLL_DFESXXX_maxl5characters.xls [101 = LA number];

2) Right click on the filename, choose WinZip and click on ‘Add to zip file";

" & kirstys to add to 525 E@@

File:

Edit  Wiew Favorites Tools  Help

- = | ™ =
e EBack (D] .t 7 search || = Folders

// / /¥ @

Size  Twpe Date Modified
File and Folder Tasks 14KB  Microsoft Excel Wor/.  04/12(2009 09:36
) Remame this e ZKE 04/12/2009 14:45
z i i 2KB WinZip Fil D412{2009 14:49
E@ Mowe this file | Print KB WinZio B 4 12}2000 1449
() Copy this file | oaveAsi 4KB  Wingg/Fi 04/12/2009 14:50
&3 Publish this file ta the Web i’ ZKE Wiz 04/12/2009 16:20
) E-mail this fle ZKE 04/12/2009 16:10
o Prinkthis e . zKo fupdip Fi 04f12{2009 HiSI
3 Delt this i 2 KE 0412{2009 14:52

3k winZip File 04/12{2009 14:52

14 VR Micvoccft Feealilor (04122009 09:54

H 3 Add b ile... .
Bl Dther Places < o To , | 2 dd o DFESAC_204LLLL nolearnaim.zpx E:ﬁg;ggz i::;
3 SchoolCensus 09 @add ta recently used 7 fle _ * | oag12/2000 1454
|D Bl etents | Cut gilp an: E-:a\: EIFES><><><_204LLLL_nUIearnalm.zwpx 04/12{2009 14:54
W My Computer . o g 04/12/2009 14154
&J My Network Places Create Shortout 7 — CHlzRI0E
Delete GKE  WinZip File O412(2009 14:55
Rename 3KB  WinZip File 04/12/2009 14:55
— : 3KB WinZip File 04y12{2009 14:55
! Properties TKE Wingip File 0412/2009 14:56
CDlorEsky:_3096905_nolearnam.zp 3KE WinzZip Flle 04/12/2009 14:56

3) In the ‘Compression’ section highlight
‘Zip Legacy compression (maximum compatibility)’;

4) Under ‘Options’, tick ‘Encrygt gdded files’, then click ‘Add’;
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5) This will bring up the ‘Encrypt’ box to create a password. The
password must be at least eight characters long.




6) Please remember the password as you will have to relay it to the
destination organisation after you have been informed that the
encrypted file has been received (see Error! Reference source not
found. below).

7) Under ‘Encryption method’, click '256-Bit AES (stronger)'.

8) Click ‘OK’. The WinZip file will
you have saved the original filg
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