
Instructions to Create and Upload a ZIP File 

Goal: create a ZIP file in order to upload more than the maximum 10 documents to 

Smartsheet for your marijuana business license application.  

1. Save all of the documents that you would like to include in the ZIP file and upload to the 

application in a single folder on your Desktop or in the “My Documents” section of your 

computer. Include all documents you want to submit in a single folder. 

 
2. Right click the folder and select “Send to” and then select the “Compressed (zipped) 

folder” option. Your documents will be compressed into a single ZIP file with a Zipper in 

the image. 

 

 

  



3. To upload this file to the application, you have two options: 

Option A: Drag and drop the file from your desktop to the application.  

 

Option B: Browse for the file via the application. In the file browser, go to your desktop 

and select the ZIP file. 

 



 

4. Confirm that your file properly uploaded. You should see your file listed in the file 

upload section of the Smartsheet form.  

 


