INVISIBLE DOCUMENTS

Problem: Y our Windows Explorer screen looks something like the one below
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Note: Werecommend that you read and fully understand each of the following
steps before proceeding with it.
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Step 1 Click on the Tools drop-down menu, as above, then select Folder Options... to
show the following screen

Folder Options

General MFHE Types || Offiine Files |
N
Tasks

() Show commaon tasks in folders
(®)illze Windows classic folders

Browse folders

E (%) Open each folder in the zame window

(") Open each folder in itz own window




Step 2 Click on View drop-down (circled above), then go to folder Hidden files and
folders in the Advanced settings: window (circled below)

Step 3  Click on Show hidden files and folders button so it hasagreen dot in it,
asillustrated

Folder Options

General | View | File Types/| Offine Files

Folder wiews
Y'ou can apply the view [zuch az Detailz or Tiles) that

vou are uging for thiz folder to all folders.

I .&ppl_l,l/h:n.-'l'-._ll Folders l [ Rezet All Folders

Advanced setting

Do miok zhow hidden files and folders

Show hidden filez and folders
Hide extensions for known file lypes hd

/l/vEIK H Cancel H Apply ]

Step 4 Click on OK button and the Windows Explorer screen will show al three
documents, as below
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Personal File Folder 12f09/2008 22:01
chlinicalnntes Z0KE Microsoft Word Doc,.,  27/058/2003 12:23

EJEMERGENC\" IDEMTIFICATION ., 678 KB Microsoft Word Doc,,.  2708/2008 12:23

Step 5 Right click on file EMERGENCY IDENTIFICATIO... and select Properties to
show screen below



EMERGENCY IDENTIFICATION AU 802 Properties 2 |[X]

@eneral | Cuskam | Surmmary
@ | EMERGENCY IDENTIFICATION AlJ 502 |
Type of file:  Microsoft Word Document
Cpens with: Microsoft Word
Location: L
Size: 675 KB (694,272 bytes)
Size on disk: 650 KB (696,320 bytes)
Created: Friday, 12 September 2003, 22:01:04
Modified: Wwednesday, 27 Augusk 2008, 12:23:18
Accessed: Today, 15 Movember 2005
Attributes: v [#]Hidden [ archive
/
[ / oK A ] [ Zancel ] apply
/
/
Step 6 Click on box aongside Hidden to remove tick from box. Ensure that both the other
boxes are a'so empty, then click in OK box
Step 7 Do the same with the folder labeled Personal, and the screen will then appear as

below (NB Do not touch clinicalnotés document)
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Step 8 (Optional) If you wish to return your computer to its previous setting, click again
on Tools, then Folder Options... then View and click on Do not show hidden
files and folders.

Step 9 Click on OK and the screen will then appear as below.
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You can now open and complete your Emergency | dentification Document (EID)



