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Folder Options

There are many options you can make them to the folder like the following:

Change Folder Options

You can change the way files and folders function (their working) and how items are displayed

on your computer by using Folder Options in Control Panel.
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e Tochange general file and folder settings:

Find these settings on the General tab in Folder Options. As in figure (a).
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Figure (a)
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Open each folder in its own folder window. Use
waorking with on the screen at the same time.

Open files and folders with a single click (just lik

this setting to keep all open folders that you're

e links on a webpage).

Click Open each folder in its own window, and then click OK. (To make each newly opened folder replace the previous one,
click Open each folder in the same window.)

Click Single-click to open an item (point to select), and then click OK. (To switch back to the standard double-click, click
Double-click to open an item (single-click to select).)

To restore the original settings on the General tab, click Restore Defaults, and then click OK.

e To change advanced file and folder settings:

Find these settings on the View tab in Folder Options. As in figure (b).

To restore the original settings on the View tab, click Restore Defaults, and then click OK.
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Include a folder (not file) in a library
You can include folders from different locations in the same library, and then view and

arrange the files in those folders as one collection. You can include folders in a library from
many different locations, such as: any drive in your computer, an external hard drive or a USB
flash drive (the content won't be available if the drive is disconnected), an additional hard disk

inside your computer or a network but not CD or DVD. To do this: make Right-click the folder

that you want to include, point to Include in library, and then click a library.
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Remove a folder from a library

When you no longer need to monitor a folder in a library, you can remove it. When you
remove a folder from a library, the folder and its contents are not deleted from their original

location.
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Share Folder or File with someone

You can share individual files and folders and even entire libraries with other people.
The quickest way to share something is using the new Share with menu. Make Right-click
the item you want to share, and then click Share with.

Share with »

Nobody
Homegroup (Read)

Homegroup (Read/Write)

Specific people...

Share something quickly using Share with.

o Homegroup (Read). This options shares the item with your entire homegroup but only to open
the item. Homegroup members can't modify or delete the item.

o Homegroup (Read/Write). This option shares the item with your entire homegroup to open,
modify, or delete the item.

o Specific people. This option opens the File Sharing wizard, which allows you to select
individual people to share items with.

o Nobody. To stop sharing a file or folder make Right-click the item you want to stop sharing,
click Share with, and then click Nobody.

The purpose of permissions

Notice that in Windows you can decide not only who gets to see a file, but what recipients can
do with it. These are called sharing permissions. You have two options:

« Read. The "look, don't touch™ option. Recipients can open, but not modify or delete a file.
« Read/Write. The "do anything" option. Recipients can open, modify, or delete a file.

Hide Folder or File

Although you usually can't see a hidden file, it's an ordinary file in all other respects. You can
choose whether a file is hidden or visible by changing its properties. Here's how to do this:

1. Right-click a file icon, and then click Properties.
2. Next to Attributes, select the Hidden check box, and then click OK.

oy


mshelp://windows/?id=90ce43ee-33ac-4913-868c-3130e8c62416#gtmt_library_def
mshelp://
mshelp://windows/?id=4c7a98ab-e99e-485d-ae81-28110bfe3b9c#gtmt_file_def
mshelp://windows/?id=e18cb038-4ac9-42ad-af03-4af222c12a11#gtmt_icon_def

Accessed: Wednesday, February 18, 2009, 2:01:03 PM

Attributes: [ Read-only  [¥] Hidden Advanced...

OK [ Cancel ][ sppy |

The Hidden check box selected for a file

To show hidden folders or files

If a file is hidden and you want to display it, you'll need to show all hidden files to see it.
Here's how to display hidden files and folders.

1. Click to open Folder Options.
2. Click the View tab.
3. Under Advanced settings, click Show hidden files, folders, and drives, and then click OK.

Create a New Folder

A folder is a location where you can store your files. You can create any number of folders and
even store folders inside other folders (subfolders). Here’s how to create a new folder:

1. Go to the location (such as a folder or the desktop) where you want to create a new
folder.

2. Right-click a blank area on the desktop or in the folder window, point to New, and then
click Folder.

3. Type a name for the new folder, and then press Enter.

The new folder will appear in the location you specified.

Encrypt or Decrypt a Folder or File

Encrypting folders and files is a way to protect them from unwanted access. Encrypting File
System (EFS) is a feature of Windows that you can use to store information on your hard disk
in an encrypted format. Encryption is the strongest protection that Windows provides to help
you keep your information secure.

To encrypt a folder or file

1. Right-click the folder or file you want to encrypt, and then click Properties.
2. Click the General tab, and then click Advanced.
3. Select the Encrypt contents to secure data check box, click OK, and then click OK again.
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To decrypt a folder or file

1. Right-click the folder or file you want to decrypt, and then click Properties.
2. Click the General tab, and then click Advanced.
3. Clear the Encrypt contents to secure data check box, click OK, and then click OK again.

Find a file or folder

Windows provides several ways to find files and folders. There isn't one best way to search
you can use different methods for different situations.

e To find a program or file by using the search box on the Start menu

You can use the search box on the Start menu to find files, folders, programs, and e-mail
messages stored on your computer.

To find an item using the Start menu:

Click the Start button €, and then type a word or part of a word in the search box.

As you type, items that match your text will appear on the Start menu.

e To find afile or folder by using the search box in a folder or library

You're often likely to be looking for a file that you know is in a particular folder or library, such
as Documents or Pictures. Browsing for the file might mean looking through hundreds of files
and subfolders. To save time and effort, use the search box at the top of the open window.

e

>_H Search Documents p e

=~ 0O @ ‘

The search box in a folder or library

The search box is located at the top of every library. It filters the current view based on text that
you type. The search looks for text in the file name and contents. In a library, the search
includes all folders included in the library as well as subfolders within those folders.

To search for a file or folder by using the search box:
Type a word or part of a word in the search box.

As you type, the contents of the folder or library are filtered to reflect each successive character
you type. When you see the file that you want, stop typing.
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For example, suppose your Documents library as in figure (c):
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Now, suppose that you're looking for your invoice files, so you type "invoice" in the search box.
As you type, the view is automatically filtered and you see something as in figure (d).

Prevent changes to a file or folder

Setting your important or personal files to read-only can help protect them from unintentional or
unauthorized changes. When a file is set to read-only, it can't be changed.

1. Right-click the file that you want to set to read-only, and then click Properties.
2. Click the General tab, select the Read-only check box, and then click OK.

If you need to make changes to the file later, you can turn off the read-only setting by clearing
the Read-only check box.

‘ Modffied: Thursday, February 05, 2009, 2:04:20 PM
Accessed: Thursday, February 05, 2009, 2:04:20 PM

Atributes: [V]Readonly  [7] Hidden Advanced...

OK | [ Cancel ][ Apply

The Read-only check box in the Properties dialog box

In the same way that you set a file to read-only, you can set a folder to read-only. However, it
doesn't affect the folder itself. Setting a folder to read-only makes all the files currently in the
folder read-only. Any files that you add to the folder after you set it to read-only won't
automatically be read-only files.

Read-only files can't be modified, but they can be copied, moved, renamed, or deleted.
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