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LO2 pre-assess paper & Loz pre-assess paper Properties et

@ LO2 pre-assess paper
General Details

| LO2 pre-assess paper

File Properties

Opens with: Adobe Acrobat DC Change...
Right hand click on a file, then Location: ‘
select Properties from the list of Size: L.44M8 (1,517,151 bytes)
Commaﬂds Size on disk:  1.46 MB (1,540,096 bytes)

Created: 12 Movember 2020, 16:40:12
The number of tabs that appear |
d d th t ]c f[ Modified: 12 Movember 2020, 16:40:15

epeﬂ S UpOﬂ e J\/pe o Ie. Accessed: 12 Movember 2020
Click on the General tab if not Attributes: [ Read-only [ ]Hidden P
already selected.
Notice the Attributes section at
the bottom of the box.
Cancel Apply




2 10 | o
General Details
Read Onl LO2 pre-assess paper
y Type of file:  Adobe Acrobat Document (.pdf)
Opens with: Adobe Acrobat DC Change...
Clicking on the Read-only check box will activate the Read- ocalims | l
Only protection of a file, when the Apply button is clicked. To Size: 1.4 MB (1,517, 151 bytes)
complete, click the OK button. Operation done and file Size ondisk:  1.46 MB (1,540,096 bytes)
properties now closed. Created: 12 November 2020, 16:40:12
_ . . . Modified: 12 November 2020, 16:40:16
Meaning, the file can only be read and not edited in any way. PR
It protects the file from file attributes as opposed to
_ _ _ Attributes:  [“]Read-only [ ]Hidden Advanced...
application software option.
If a file is Read-only, the checkbox can be changed back to
the default by clicking the tick - it is an on/off selection.
OK Cancel Apply




& LOZ pre-assess paper Properties X

General  Details

H i dden LO2 pre-assess paper

Type of file:  Adobe Acrobat Document (. pdf)

Opens with: Adobe Acrobat DC Change...
Clicking on the Hidden check box will place the file into a |

Location: [ ]
hidden from view state within the window containing the file, . L 44MB (1,517, 151 brytes)
after the Apply button is clicked and the File Properties Size on disk: 146 MB (1,590,096 bytes)
dialog box is closed by clicking the OK button to confirm the Crested: 12 November 2020, 16:40: 12
operation as complete. Modified: 12 November 2020, 16:40: 15

Acrcessed: 12 Movember 2020

Attributes: [ |Read-only [«]Hidden Advanced...

Cancel Apply



Mame

Hidden file

The file will not be shown in the
folder view / File Explorer view of
the folder whilst in Hidden state.

@ LOZ pre-assess paper

Notice the file LO2 pre-assess
paper only has the PowerPoint file
remaining, the PDF that is in
hidden state is not viewable.

It has indeed been hidden.



To view hidden files, use the View ribbon from within the folder view (otherwise known

\/ leWIHg as the File Explorer view of folders). Note the 'Hidden items’ checkbox within the

Show/Hide grouping.
‘ [ ] , (]
Hldden flles This is an on/off button to show or hide hidden files. Returning files to being on show.
Reversing the 'hidden’ operation, for example, right click on the ‘hidden’ file that is
now displayed, un-checking the 'Hidden’ checkbox to relieve the file Properties of the

hidden attribute, click Apply and then OK to complete the operation should mean the
permanent return of the file that had previously been hidden.

This can be useful for files that are hidden for protection, but the user wishes to view
and to work.

Home Share Wiew o
[I TH Preview pane | = Extra large icons &=| Large icons I Group by - [ ] Item check boxes
iz Medium-sized icons = Small icons - [|i|Add columns = [] File name extensions
Mavigation i B .. - ) _ Sort Hide selected Options
e [ Details pane g |t [ Details ¥ py~ [miSizeall columnstofit [ ] Hidden items o -
Panes Layout Current view Show/hide
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LO2 pre-assess paper =

@ LO2 pre-assess paper
General  Details

Encryption . — x

|:| Choose the settings you want for this folder.
Type

For security purposes, files can be encrypted. Opend | File attributes

File is ready for archiving

Again, right hand C[i;kiﬂg on a ﬂle' selecting Loy Allow this file to have contents indexed in addition to file properties

Properties from the list of commands, takes the Size:

user into the Properties tabs dialog box. cizeo|  Compress or Encrypt atiributes

At the bottom of the General tab is Attributes, i Compress contents to save disk space

with an ‘Advanced.’ button. Creall  [Z]Encrypt contents to secure data Details
Modifi

The Advanced Attributes all the user to ‘Encrypt - Cancel

contents to secure data’ by using the checkbox, s|

again, itis an Oﬂ/OﬁC button. Attributes: [ JRead-only [ ]Hidden Advanced...
Clicking OK, then Apply, then OK to complete the
whole operation. The file will now be secured
using encryption by Microsoft Windows.
oK Cancel Apply



Cancel or undo

Attrbutes: [ /|Read-only [ JHidden Advanced... To undo one of these commands after applying, it is a
matter of reversing the process and clicking away the
tick in the checkbox to clear.

Also, if the user does not wish to proceed with changes,
prior to hitting the ‘Apply’ button will allow the user to

just ‘Cancel’ the whole operation and no changes will be
implemented for the time the dialog box had been open.
All changes that are not applied using the ‘Apply’ button
can be cancelled using the ‘Cancel’ button and no harm

done.

QK Cancel Apply

It is always wise to note changes and to be sure of
changes in the first instance.
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