How to compress a file into multiple smaller files.
Right click on the target file or folder, then 7-Zip, then Add to Archive…[image: image1.jpg]pen L
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Once in the 7-Zip application change the name it you’d like.
Set the Archive Format to 7z
Set the Split to Volumes, bytes:  to “10M” for 10 Megabyte files
Then Click OK
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The files will now be created the file extension of .001 .002 .003 etc
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The recipient will just need to copy all of the files to the same location and double click on the .001 file to get access to the file(s).

The intended recipient will need to have the application 7-Zip installed on their computer. If they are using an Access computer the application will already be installed.
If they are not using and Access computer, they will need to download 7-Zip from the following location.  http://www.7-zip.org/download.html
Below is some example text that you may want to add to outgoing emails to external parties.

This email has an attached 7-zip multi-part archive. To extract the files you will need to have 7-zip installed. It can be found at http://www.7-zip.org/download.html
