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 How to password protect a Zip file with 7Zip 

1. Select the files/folders you want to archive using 7Zip. 

 

2. Right click and hover over the 7Zip context menu item until the submenu expands. 

 

 

3. Select the “Add to archive” submenu item. 



 
 

 
 - Page  3 - 

 

4. In the “Add to Archive” screen that appears, give your archive a name, select your 
archive format and compression level. Then under encryption type in the password you 
want, click on Show Password if required, then press OK for 7Zip to process your files and 
created your zip file. 
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5. Next 7Zip will compress your files into an archive and add the password. 

 

6. The archive will be saved in the same folder as the files you have chosen to archive 
unless you changed the location in the Archive options screen. If you double click on the 
archive file you will be confronted with the files you archived. Double clicking on any of 
the files will cause the password prompt to appear. 

 

 

7. Send the file password to the recipient in a separate email. 


