Instructions for saving Documents in a Password Protected ZIP (7-Zip) File
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Select all files to be included in ZIP file.
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Right click on files and select ‘Show more options’ (if using an older version of Windows, you may not
need this step)

Name Date modified Type Size
[%) Payslip FA 31.01.25.pdf 25/02/202512:52PM  Adobe Acrobat D... 10K8
Payslip FA 31.12.25.pdf 25/02/202512:52PM  Adobe Acrobat D... 11K8B
Payslip MA 09.01.25 to 22.01.25.pdf 25/02/20251252PM  Adobe Acrobat D... 70KB
(%) Payslip MA 23.01.25 to 05.0° = ** — " Acrobat D... 69 KB
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Share

Add to Favourites
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Compress to... >

Copy as path Ctrl+Shift+C

Properties Alt+Enter
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Edit in Notepad
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Show more options

Then select ‘7-Zip’ then ‘Compress and email’
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| [2) Payslip FA 31.12.25.pdf 25/02/202512:52PM  Adobe Acrobat D... 11K8|

| ) Payslip MA 09.01.25 to 22.01.25.pdf 25/02/202512:52PM  Adobe Acrobat D... 70K8|
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‘Add to Archive’ box will appear. Under ‘Archive format’ make sure you change this to ‘zip’. Under
‘Encryption’ you will need to enter & re-enter your password.
Please enter your Broker Originator Number as the password. Then click ‘OK’.
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Newly created ZIP file will automatically be added to an email for you to send.

If you have any issues with the above, please contact your BRM, Lender or our Broker Support Team.
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