How to Compress Youth Enrollment Data and Email the File

Click on My Computer, click on the drive that contains your Youth Enrollment Data, if you are
not sure open Youth Enrollment and check the data path for the location
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Data path is located at bottom of the Youth Enrollment program screen
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Double click on Program_Files, or the file where the data is located
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Double click on Youth Enrollment file or the file where the data is located
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nghhght the data file / right mouse click and select copy

C:\Pregram Files\Youth Enrollment X
File Edit View Favorites Tools Help "#

@Eack - d l_’@; ;__:]Seardq ‘u__’ Folders v

Address |33 C:\Program Files\Youth Enralment be | i

o
@ I‘:’! Documentation
|

‘!‘,;J Lacks II.;’ Temp

=
~ rane T counn e e

File and Folder Tasks 2
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Go back to your desktop and right mouse click and select paste the copy of your data file to the
desktop / I like to use the desk top as a temporary location because it makes finding the data easy

»

Arrange Icons By
Refresh
[rae |
Paste shortout

Graphics Properties. ..
Graphics Options 3

Mew >

Properties

My Documents ¥ Explore
Search...

G Sharing and Security. ..

K Scan for viruses..,
Recyde Bin
send To

Cut
frm )
~ Copy

Create Shortcut
Delete

Properties

(=il County Mame
date

Sharing and Security...

3




To compress the file / right mouse click and select send to: compressed folder
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The folder that has the zipper on it is the one that needs to be sent in to me

@AM

My Network: Youth
Places Enrollment

=2 O
My Documents  County Mame
date

Recyde Bin [TNIAE S
date.zip

=

To email the compressed file / open Eudora or Outlook / send attached compressed folder to
elder2@ag.osu.edu / highlight the compressed folder and select attach
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Click the send button and the file will be sent to my office / if you have questions or have
problems let me know
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Once the file has been successfully emailed you can delete the two data files from your desktop
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