
Downloading a single file 

1. Click on the button in the row of the document you want to download.  

 

2. A new window or tab will open. If you are using Internet Explorer 7 or 8, a new window will open. If you 
are using Internet Explorer 9, Chrome or Firefox, a new tab will open. 
 

 
 

3. Click on the button. 

 

 

 

 



4. Fill out the information requested.  Although it is not required, you must fill in the “Company Name” 
field if you wish to be included on the plan holders list. 
 

 

 

5. Once all the fields have been completed, click  
 

6. Click “OK.”  
 

 
 
 
 
 



7. A link to your download will appear. You will also receive two email messages; one confirming your 
download with the subject “Your Iowa Department of Transportation purchase” and another with a link 
to the download.  
 

 
 

8. Click on the “Click here” to download the file. 
 

9. A box will appear that has the options to “Open” and/or “Save.” Select “Save.” 
 

10. Choose the location to save the file. 
 

11. The saved file will be a .zip file, so it will need to be unzipped to access the contents. 
 

12. To unzip the file, right-click and choose "Extract all" and follow the directions. 
 
Third-party software is required to open .zip files in earlier versions of Windows. Many free programs 
are available online. 
 
7-Zip is free, easy to use, virus-free and contains no adware. 
 
Instructions 
1) Download the 7-Zip exe. file to your computer. Double-click the program icon and choose "Run."  
2) Choose a location on your hard drive and choose "install." 
3) Once complete, open 7-Zip. Navigate to the .zip file you wish to open and double-click. 
4) Drag contents to your desktop or other location. 
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