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Folders(Directory) & Files

IR BlesT & T THh oFd 91T U folder &Y Y 30 &H
windows explorer & Quick Access 3IT START & Folder
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Pin to Quick Access
Select the folder > Right click on Folder > Pin to Quick Access

Unpin from Quick Access

Open Windows Explorer > Navigation pane & Quick Access
wles? X Right click Y > Unpin from Quick Access

Pin to Start Right click on Folder > Pin to Start
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Unpin from Start cCilick on Start > Right click on folder of
start Pane > Unpin from Start



Folders(Directory) & Files

Pin & Unpin your favorite application on taskbar
To Pin:

Click on Start > Choose your application > Right
click on application > Pin to taskbar
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To Unpin:
Right click on icon of Taskbar > Unpin from Taskbar

Create Shortcut of folder or File

Copy a folder or file from any location > Come to
your local place > Right click > Paste Shortcut




Folders(Directory) & Files
Properties Of a File BPC Properties

General Sharing Security Previous Versions Customize

or Folder
N a m e Type: File folder

Location: F:\

I ype Size: 9.07 GB (9,742,691,839 bytes)

Sizeondisk:  9.07 GB (9,743,982 592 bytes)

[ |
Location Contains: 562 Fhes, 5 Fders
S i Created: Thursday, March 11, 2021, 11:23:54 AM
- -
Contains [ tiadon Agvanced.

Creation Date
Hidden

Attributes: [m]'‘Read-only (Only applies to files in folder)




General  View Search

* 3' al a I m m W Open File Explorerto: | Quick access o
Browse folders

W % m W m — (@) Open each folder in the same window
—— (_) Open each folder in its own window

() Singleclick to open an item {point to select)

D} Linderdine icon titles consistent with my browser
I LUindedine icon titles only when | point at them
a (@) Double-click to open an item (single-click to select)
.
ailé 34' q;|<7§q Sﬂl i:igl Privacy

s Show recently used files in Quick access

*
ﬂ_ W ql- m H-q-a-l- l-'-—-l Shaow frequently used folders in Quick access

Clear File Explorer history Clear
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Folders(Directory} & Files
Hide & Unhide a fo

der

WIS IqT Plesy HT YT AT c@&T (Hidden)

a) How to hide a fo

Ider ®iesX #1 HA o

1. right click on folder >Choose/select Hidden > click on apply > Ok
2. Open windows explorer(window+E) > View > Options > View > select
Don't show hidden files, folders and drives > Click on apply > Ok

M vweb course Properties

Twpe:
Locatior:
Size:

Size on disk:

Comtains:

Created:

Ahtrbutes:

Seneral Sharng Security Previous “Wersions Customize

wwebh course

File folder
Couvldsers~BPCWDesktop

143 MB {(150.822.957 bytes)
143 MB {(150.863,. 872 bwtes)
17 Files, O Faolders

Wednesday., February 15, 2022, 104716 AR

] Bead-onby {Onby applies to files in foldaery

EliHidden: Advanced ..

| Ok | Cancel Apphy

Folder Fltl ons

Genaeral Wieww Search

Folder views

You can apply this wiew (such as Details or lcons)to
all folders of this type.

I Apply to Folders I Eesaet Folders

Advanced settings:

Files and Folders -~
[ Always shaow icons, never thumbnails

[ Always show menus

Display file icon omn thumbnails

Display file size imnMormation in folder tips
Display the full path in the title bar

Hidden files and folders

R Dlon't show hidden files, folders, or drives
) Show hidden files. falders, and drives
Hide empty drives

Hide extensions for known file types

Hide folder merge corflicts b
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Restore Defaulks

L] o Cancel Apohy



Hide & Unhide a folder (Hidden)
b.) How to unhide a folder

mgtrtlﬂ—stas‘ramﬁaﬂm

Open windows explorer > View >
Options > View > select show hidden
files, folders and drives > Click on
apply > Ok

2. right click on folder >unselect Hidden
> click on apply > Ok

Genera | View  Search
Folder views
You can apply this view (such as Details or lcons) to
! allfolders of this type.
Apply to Folders Reset Folders
Advanced settings:

Files and Folders

[ ] Mlways show icons, never thumbnails
[] Mways show menus

Display file icon on thumbnails

Diisplay file size information in folder tips

[] Display the full path in the title bar
Hidden files and folders

(") Dont show hidden files, folders, or
(® Show hidden files, folders, and drives

Hide empty drives
Hide extensions for known file types
Hide folder merge corflicts

drives

oK Canc

Restore Defaults

el Apply




Folders(Directory) & Files

S ity tab of fold
ecu rlty a o o er - Computer Fundamental Images Properties

How to secu re a fOIder? General Sharinql Security :Previous\z'ersions Customize
= = Object name:  F\BPC\Computer World\Computer Fundamental Irr
Select the folder > right click on folder >

QI’DUP Or user names:

go to properties > Click on security tab >| =unceiue:

52 SYSTEM

CIiCK on Edit Option > CIiCK on Edit > 52 Administrators (DESKTOP-GKUFSR6\Administrators)

- - 52 Users (DESKTOP-GKUFSR6\Users)
click on deny for all the users > Click on
To change permissions, click Edit. “T
apply and 0kl Permissions for Authenticated

Users Allow Deny

How to remove security? ,\

Modify

Select the folder > right click on folden -

List folder contents

> go to properties > Click on security |
tab > Click on Edit > click on Remove | ooemsosammmsis | o
by selecting each user > Click on

apply & Ok




Folders(Directory) & Files
g7 FYeT & BIesT F AT M I T T ¢

B Video Properties

General Sharng Securty Previous Versions Customize
ic»-(s{ h hLh _

Vi'hat kind of folder do you want?

- Cptimize this folder for:
Customize f— .
\J \
34-I-CQ I o-l C ')T -C,I o-l ﬁ') { [] Also apply this template to all subfolders
> Folder pictures Look for icons in this file:

change Icon Choose a file to show on this folder icon.
('C—|0'| 3‘||$Ch|o-|) 'q' Choose File...

Bestore Default
ﬁ(’i D cﬁ)‘{ D m- Falder icons : R
T T fou can change the folder icon. F you change the icon, it will 3 & @ @ =
8- 3-| s Ch I o-l G no longer show a preview of the folder’s contents.
Change lcon... g _ﬂ &3 L-il ‘™ ﬁ-
Jolae hIford 3T R -
-2 =@ :
OK U T&Faleh T }
a-‘ 3 I I Restore Defaults Ik Cancel

Close Cancel Apphy

Browse...
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