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Customize Windows Explorer in Windows 7

Working with Windows, however often or not, means you will work with folders and files. The process of
working with folders and files in Windows also means you have to work with Windows Explorer. That means
you have to use Windows Explorer regularly, so why not give Windows Explorer a personal interface to it.

In this article we will show you some ways to customize the look of Windows Explorer in your own way.

Working with Windows, however often or not, means you will work with folders and files. The process of
working with folders and files in Windows also means you have to work with Windows Explorer. That means
you have to use Windows Explorer regularly, so why not give Windows Explorer a persona interface to it. In
this article we will show you some ways to customize Windows Explorer.

1. Refresh the Windows 10 interface with 8 customizable tools

L earn about Windows Explorer

Windows Explorer is an application that displays the contents of hard drives and folders. You use it to navigate
to al folders and files on your computer.

This feature makes Windows Explorer a file management application. In fact, Explorer has replaced the File
Manager application found in Windows versions from Windows 3.0 (1990) to Windows 95. Since 1995,
Windows Explorer has had alot of adjustments, at times it was not. called Windows Explorer.

That was the time of 2001, when Windows XP was released. With XP, Microsoft decided to make Explorer
more 'discoverable’ and task-based. So instead of launching Windows Explorer as a separate folder, when you
open the My Documents or My Music folder or My Whatever, they open Windows Explorer, although it points
to private folders on the hard drive.

When you open the Windows 7 Start menu and click on My Documents, you will launch Windows Explorer that
points to the My Documents folder.

With Windows 7, the name Windows Explorer is used again. Y ou can still open the Documents folder, but you
can aso launch Windows Explorer separately. In fact, Windows Explorer is one of the default icons included in
the new taskbar, as illustrated in Figure 1 below; Click the taskbar icon and you can open Windows Explorer.
(You can also launch Explorer by opening the Start menu and selecting All Programs, Accessories, Windows
Explorer).
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Figure 1: Open Windows Explorer from the taskbar in Windows 7

Tip : If you right-click on the taskbar icon of Explorer, you'll see alist of most recently visited folders, click on a
folder to return to that location.

When you launch Windows Explorer, it will take you to the new Library view - it is a view of 4 default
Windows 7 libraries (Documents, Music, Pictures and Videos). As you can see in Figure 2, the Explorer version
of Windows 7 also features a revamped navigation pane on the left, with five maor sections. Favorites,
Libraries, Homegroup, Computer and Network.
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Figure 2: Welcome to Windows Explorer

The easiest way to navigate in Windows Explorer is to use the Favorites and Computer sections in the navigation
pane. The Favorites section gives you direct access to your favorite folders (by default, they include Recently
Changed, Public, Desktop, Downloads, Network and Recent Places, although you can customize your favorites
list. This), while the Computer section allows you to access all folders and drives as well as subdirectories on
your computer system. Click the arrow next to each item to expand the selection in the navigation panel; Click
any item to display the device's content or folder in the details pane of the Explorer window.

The navigation and details panel are contextual toolbar. The content of the toolbar changes depending on what
you choose in the navigation pane. For example, select Computer in the navigation panel when the toolbar will



show you the options Organize, System Properties, Uninstall or Change a Program, Map Network Drive, and
Open Control Panel; Select the Documents item, the toolbar displays the Organize, Share With, Burn and New
Folder options.

One thing that doesn't change in the toolbar is the Organize button. Click this button to display the Organize
menu, see the proof in Figure 3. This menu is specific to al file-related activities, such as Cut, Copy, Paste,
Delete and, .
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Figure 3: Organize menu of Windows Explorer

At the top of the Explorer window are two 'back’ and ‘forward' buttons and two boxes. The larger box is the
address box, but Microsoft likesto call it breadcrumbs bar . This box shows the directory path, but you can undo
it by clicking on any folder in the path; Click the arrow next to the folder, you will see the subfolders in that

folder.

The second box above the Explorer window is the search box. As you guessed, you can use this box to search for
files and folders in your system; Just enter the file or directory name (or part of it) and press Enter; Explorer will
return you alist of items that match your search, see theillustration in Figure 4 below.
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Figure 4: Search results of Windows Explorer

Display or hide other panels

There are a number of things you can customize in Windows Explorer. Let's start with the Windows Explorer
window itself and other panels displayed.

By default, Windows Explorer displays navigation and detailed panels, as well as a small library panel, above
the details pane that displays the current directory and library information. Y ou can choose to display a preview
panel to the right of the details pane to display the files you selected in the details pane first, as shown in Figure
5. Thisis quite a useful way, but it will be lost. go to navigation and browse, which may be the reason why it is

turned off by default.



The preview pane is not enabled by default.
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Figure 5: Explorer window with preview pane is displayed

To select which panel is displayed in the Explorer window, follow these steps:

1. From within Windows Explorer, select Organize, Layout .
2. Check the panel you want to display.
3. Uncheck the panels you don't want to see.

Tip : You can display the preview panel by clicking the Show the Preview Pane button on the right side of the
Explorer toolbar. Click this button again to hide the preview panel.

Display the menu bar of Windows Explorer

There is one more component that you can choose to display especialy if you are a nostalgic person. Although
Microsoft does an interesting job, put contextual activities on the Explorer toolbar, but some people still like to
see an old style menu used as part of every Windows window. Although Microsoft has given up on these menus,
we can show you an option if you want to.
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Figure 6: Windows Explorer menu bar is not displayed in default mode

Y ou can choose to permanently display the Windows Explorer menu bar by doing the following:



1. From within Windows Explorer, select Organize, Layout .
2. Check the Menu Bar option.

Tip : You can aso temporarily display the menu bar at any time by pressing the Alt key on the keyboard.
Pressing Alt again will hide this menu bar.

Change View mode in Windows Explorer

Do you like to see your files and folders displayed? Windows Explorer offers alot of view options, including:

e Content , Figure 7, displays each item in aline with information about it - including the date of editing,
Size, author and type.
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Figure 7: View by content

e Tile, Figure8, isagrid of small icons for each item, with filename and size next to each icon.



@.\;.- J = futches b Amwerica Orling + ADL Digial Lifestyle b Artiches and FAGS § w | 3 |I| Seevch Adicles ard FAQ P
Organize = [ Gpen = Share with = Print  E-mail  Buen Hew folder =~ 3 8
i Favertes Documents library e

5 Recently Cranged Adteeles anvd FAGE
I Public
B Desitop Ep| Auteie bR| T
&0 e Fi fcddns I | File folder
g Netweoskc HOME NETWORSING ARTICLES] HOME METWORKING FAQS] v |
Y1 Recent Places Mmoot (Hfce Word Document Wicreach O#fice Weed Documaent
= i= s.7ER I 321kE
Gy Libraries MUSIC ARTICLES) MUSIC FAQSL
= Mt sodt THiwce Wond Decument Wicresael OHice
+| Doouments i= I moEE
o Music
FAUSC-00 F 7 MUSIC-02
i Picture: h 1BG File PG Fie
B videm ol 117 MB = 422 KB
MUSIC.03 —— BLSIC08
PG File PG il

8 Computer
e SOz 2

1.5 MB 'L T KB
h:lI.IS.IE-Ub m MUSIC-06
i JPG File BG
s Network 5 39 8

i
v
T AROIT K
I TCSHIAROTRNCIO e MUSIC-OT MUSIC-8
5T KB Eatyei]
MUSIC -0 1 MLSIC:00
- DS Fala 1 oG e b
Ig i HOME NETWORKING ARTICLES] Date sodieed: 6572000 708 PM Tags Add & tag
Micrasolt Offsce Word 57 « 2003 Document Authore Michael Midler

Figure 8: View by title

e Detail (details), Figure 9, aline listing each item with column names, edit date, type and size. An
interesting thing in the detailed view is that you can categorize directory contents by columns; Just click
on the column header to make the classification. Y ou can also rearrange columns by clicking and dragging
columnsto anew location. Y ou can also customize the columns displayed by right-clicking on the column
header row and selecting or deselecting the file propertiesin the menu that appears. A very flexible view
mode.
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Figure 9: Detailed view



o List (list), Figure 10, lists the contents of the directory, does not show details, only uses some necessary
columns. Thisisthe most area-saving view.
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Figure 10: Viewing thefileasalist

e Icon, each file or folder will be displayed along with the icon and folder / file name, the icon is small
(image 11) to large (Figure 12).
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Figure 11: Viewing file with small icon
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Figure 12: Viewing files with large icons
Note : In most view modes, fileicons display thumbnailsin the preview of the content in thefile.

To switch views, ssimply click the Views button on the toolbar and select the mode you want, as shown in Figure
13. With view icon mode, use the dlider to change the size of the icon, this size is complete. All may change so

you are not limited to one or morerigid sizes.
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Figure 13: Change the view of Windows Explorer

Note : Displaying the view may slow down your computer's performance, especialy when viewing photos (and

folders containing images).

Sort and classify filesand folders

Whichever mode you choose, you still have to find the best way to organize directory content - especially in

I

folders with multiple files and subdirectories inside. But here you have afew options.

Sort content within the directory

Y ou can arrange how folders or files within another folder are organized. By default, all content inside is sorted
by directory, in this arrangement, files and folders appear as a separate item in the Explorer window. However

there are afew other options here that you can choose from:

e Author - Author, content arranged by the person who created them, as shown in Figure 14; Double click

on a stack to see dl filesin the directory created by that author.
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Figure 14: Sort files by author

e The date of change, the content is sorted by the date they were last changed, as shown in Figure 15.
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Figure 15: Sort files by the last change date

e Tag, content arranged by tags assigned to files. Since most files are not tagged by default, this option is
less useful for most users.

e —Typetype, where the files are sorted by file type, as shown in Figure 16; Double click on any cluster to
see all file types of that type.
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Figure 16: Sort filesin style
e Name - Name, list files and folders a phabeticaly.

To change the way the content is organized within a certain folder, you need to make sure that the library paneis
displayed; then click the Arrange By button and make your selection, as shown in Figure 17.
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Figure 17: Sort folder contents
Categorize content within the directory

Sorting content within the directory is completely different from saving those content. You may want to
categorize the directory contents by file name, file type, file size, or file date to be changed. Whether in any view
you can also categorize the contents of the directory by following the steps below:

1. Right-click an open areain the details pane and select Sort By .
2. Choose the way you want to classify: Name, Date Modified, Type, or Size.
3. Choose whether you want the content to be categorized in ascending or descending order.



Tip: To get more sorting options, select More from the menu that appears to display the Choose Details dialog
box. Check the details you want to display, then click OK. You can then sort by them by repeating the steps

described above; New details will be displayed in the Sort By list.

Show details

Let's go back to Details view, showing some details about your file. By default, the details shown are names,
change dates, styles and sizes. However, Windows allows you to display a lot of other details, which can help
you better manage your files.

To display more details in the additional column, right-click the column header row and choose one of the
details listed in the menu that appears, or click More. This will display the Choose Details dialog box, shown in
Figure 18. This dialog box will give you an array of details that you can display about items in this folder. The
detailed product you want to display, then click OK.

i

Choose Details

S

Select the details you want to display for the items in this folder.

Details:
Mame Mowve Up |
Date modified
Size
File count
Type
|:| # Hige

8] 35 focallength_

|:| Account name
] Album

] Album artist

] Album ID

|:| Anniversary

[] Assistant's name
[7] Assistant's phone
] Attachments

Width of selected column (in pixels):

—

Cancel

Figure 18: Displaying additional file details



Customize navigation panel

Another part of the Windows Explorer window can be personalized, which is the navigation pane. There are two
things you can customize about this panel - which folders are displayed and which items are displayed in the

Favorites section.

Show morefolders

By default, the navigation panel will display 5 sections: Favorites, Libraries, Homegroup, Computer and
Network. However, you can still display other folders such as Desktop, main user folder and Recycle Bin. To

display these items, follow the steps below:

1. From within Windows Explorer, select Organize, Folder and Search Options. (Another way isto open

Control Panel and select Folder Options.)

2. When the Folder Options dialog box appears, select the General tab, as shown in Figure 19.

i

Folder Options

=

General |View | Search

Browse folders

Click tems as follows

Mavigation pane

(@ Open each folder in the same window
=3

(") Open each folder in its own window

(7 Single-click to open an item (point to select)
4 l:i Lnderine icon titles consistent with my browser
(@ Underine icon titles only when | poirt at them
i@ Double-click to open an item (single-click to select)

4 ), [VIiShow allfolders
. [ Automatically expand to curent folder

How do | change folder options?

Bestore Defaults

J | Gancel | [ sopy |

Figure 19: Adding items to the navigation panel



3. Inthe Navigation Pane section, check the Show All Folders section .
4. Click OK .

Add other itemsto the Favorites section

What about the Favorites section of the navigation panel, where your favorite folders are displayed? What
happens when there are no favorite folders for you? What happens if you want to display more folders here?

It's easy to add items to the Favorites section. All you need to do isfollow the steps below:
1. From within Windows Explorer, navigate to and open the folder you want to display in the Favorites|ist.
2. Right-click the Favorites item in the navigation panel and select Add Current L ocation to Favorites.
Tip : To delete a certain item from the Favorites list, right-click it and select Remove.

Add itemsto the New menu

You may or may not be friendly with the New menu of Windows Explorer. Only see it when right-clicking an
empty areain the Explorer window; The results menu has a New option. As you can see in Figure 20, select the
New option, then you have the option of creating new files with different types. Thisisagreat way to create new
documents directly from Windows Explorer quickly.
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Figure 20: New menu of Windows Explorer

Many applications add items to the New menu when applications are installed. For example, Microsoft Office
adds New items to its document types - Microsoft Office Word Document, Microsoft Office PowerPoint

Presentation, Microsoft Office Excel Workshest, .

Y ou can even add multiple document types to the New menu, if you don't remember how to adjust the Windows
Registry, thisis how you can easily create new documents with the types that you work regularly.

To add options to the New menu, follow the steps below:



1. Open the Start menu, enter regedit in the search dialog, and then press Enter.
2. When the Registry Editor window appears, unlock HKEY _CLASSES ROOT , asshown in Figure 21.
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Figure 21: Use Registry Editor to add new file typesto the New menu

3. Right-click the key for the extension of the file you want to add to the New menu and select New , Key .
Name the new key ShellNew .
4. Right-click the new ShellNew subkey and select New , String Value . Name the new value NullFile.

Note: The file types shown on the New menu have a ShelINew subkey.

The next time you open Windows Explorer, when you right click and select New, you will see the option of the
file type you want to add.

Tip: You can use Registry Editor to remove file types from the New menu. Just navigate to the lock for the file
extensionin HKEY_CLASSES ROOT key, then right-click the ShellNew subkey and select Delete.

If you're like most other Windows users, you definitely use Windows Explorer a lot. However, how you use it
depends entirely on how you configure everything. There are many configurations that can be introduced in this
article so you can use Windows Explorer to display files and folders the way you want.

Y ou finished reading the article "Customize Windows Explorer in Windows 7" edited by the TipsM ake team.
We hope this article has provided you with many useful tech tips and tricks. Y ou can search for similar articles
on tips and guides. Thank you for reading and for following us regularly.
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