HOW TO MAKE PASSWORD PROTECTED FILE

1. Select your files/folder

MName

MISC

[£] 01 SPESIFIKASI BARANG

[#] 05 TATA LETAK DAN DETAIL GAMBAR

E 2021 ASEAN Cafe - Concept Design

@ 2021 ASEAN Cafe - Invitation to submit proposal
@ 2021 ASEAN Cafe - Preliminary Confirmation

@ 2021 ASEAN Cafe - Terms of Reference (TOR)

[ﬁ Invitation to Quote Service Provider to Manage the ASEAN Cafe

2. Right click your selected files/folder

~

MISC

Date modified

10/8/2020 10:59 AM

[£] 01 SPESIFIKASI BARANG
[£) 05 TATA LETAK DAN DETAIL GAMBAR

10/6/2020 3:56 PM
10/6/2020 3:56 PM

[£] 2021 ASEAN Cafe - Concep

’i 2021 ASEAN Cafe - Invitatic -

Scan for viruses

2021 ASEAN Cafe - Prelimin |5
] 2021 ASEAN Cafe - Terms o B
[£ Invitation to Quote Service E

Share

Add to archive...

Add to "1. Preparation.rar”
Compress and email...

Compress to "1. Preparation.rar” and email

Always available offline

Send to

Cut
Copy

Create shortcut
Delete

Rename

Properties

3. Click “Add

Name

MISC
[£) 01 SPESIFIKASI BARANG

Ii 05 TATA LETAK DAN DETAIL GAMBAR
[£) 2021 ASEAN Cafe - Crncent Desian

to archive”

Date modified

10/8/2020 10:59.,
10/6/2020 3:56 P

Q/24/3020 1-5

[£) 2021 ASEAN Caf

¥a  Scan for viruses

2021 ASEAN Caft |13 spare

(£ 2021 AsEAN Caff B Add to archi

T it
= Invitation to Quo g G

: ation.rar”

g Compress and email...

g Compress to 1. Preparation.rar” and email

Always available offline

Send to

Cut
Copy

Delete

Rename

Create shortcut

Properties

10/6/2020 3:56 P

Pl
Pl
Pl
Pl

P

Name

MISC

2)
%)
)
Z)

01 SPESIFIKASI BARANG

05 TATA LETAK DAN DETAIL GAMBAR
2021 ASEAN Cafe - Concept Design
2021 ASEAN Cafe - Invitation to submit proposal
2021 ASEAN Cafe - Preliminary Confirmation

[ﬁ 2021 ASEAN Cafe - Terms of Reference (TOR)
[ﬁ Invitation to Quote Service Provider to Manage the ASEAN Cafe
Name : Date modified
MISC A
01 SPESIFIKAS| BARANG Open Py
05 TATA LETAK DAN DETAI YEEr M T Py
2021 ASEAN Cafe - Concep Pin to Quick access PN
2021 ASEAN Cafe - Invitati¢ , Scan for viruses PN
2021 ASEAN Cafe - Prelimil PN
Always available offline
2021 ASEAN Cafe - Terms PN
N Restore previous versions
Invitation to Quote Service P
Pin to Start
g Add to archive...
B Add to "MISCrar”
E Compress and email
E Compress to "MISC.rar” and email
Send to >
Cut
Copy
Create shortcut
Delete
Rename
Properties
Name Date mi
MISC 102120
[£ 01 SPESIFIKASI BE Open 0
[£) 05 TATA LETAK D Open in new window 0
E 2021 ASEAN Cafe Pin to Quick access 0
)
L 2021 ASEAN Cafe ¥ Scan for viruses 0
33| 2021 ASEAN Cafe 0
[£) 2021 ASEAN Cafe Always available offline 0
[;‘ Invitation to Quot Restore previous versions 0
: § Add to archive...
d to "MISC.rar*
g Compress and email...
g Compress to "MISC.rar" and email
Send to >
Cut
Copy
Create shortcut
Delete
Rename
Properties




4. Rename the file
Sample: PT XYZ Quotation Service Provider ASEAN Café.rar

Name Date modified Name Date modified
MISC 10/8/2020 10:59 AM MISC B Archive name and parameters ? x

[#] 01 SPESIFIKASI BARANG 10/6/2020 3:56 PM [£] 01 SPESIFIKASI BAR

N N N General Advanced Options Files  Backup Time Comment
[£ 05 TATA L| B Archive name and parameters ? X [£] 05 TATA LETAK DA

3 E) A Archi Browse...

=) 2021 ASE General Advanced Options Files Backup Time Comment L\ 2021 ASEAN Cafe e tame - -
(&) 2021 ASES [£) 2021 ASEAN Cafe - [Vendor Name] Quotation [Subject of the bidding].rarf v

2021 AcEf  AAuchive name Browse... 12021 ASEAN Cafe -
(£) 2021 ASES ‘ [Vendor Name] Quotation [Subject of the biddingfl.rar J v [£) 2021 ASEAN Cafe - Frofiles... e o
= ——/ =
) [£) Invitation to Quote
[£ Invitation Default Frofile Update mode - Q Archive format Archiving options
Add and replace files w0
Frofiles... B @rar  ORaRa OzP [pelete files after archiving
Archive format Archiving options ‘ ) thod gCreate SPX archive
ompression metho Create solid archive
@ RAR O RAR4 OZIF D Delete files after archiving
Normal e []add recovery record
Dcreate SFX archive [rest archived fi
Compression method [C] create solid archive Dictionary size et archved e
32 M8 o [JLock archive
Mormal ™ [C] Add recovery record
Dictionary size DTest archived files Split to volumes, size

32 MB v [ tock archive B v Set password...
Split to volumes, size

5. Click “Set password”

Name Date modified Name a Date modified
18/ 159 AN
. Misc 10/8/2020 10:59 AM MisC B Archive name and parameters ? X
2 3. n
I; 01 SPESIFIKASI BARANG 10/6/2020 3:56 PM Iﬁ 01 SPESIFIKASI BAR | } !
Ii\ 05 TATA LI E Archive name and parameters ? X Ii 05 TATA LETAK DAR General Advanced Options Files Backup Time Comment
2| -
[2) 2021 AsEf General Advanced Options Files Backup Time Comment [%) 2021 ASEAN Cafe - Archive name Browse...
’i 2021 ASEA |£) 2021 ASEAN Cafe - [Vendor Name] Quotation [Subject of the bidding].rar ~
r Archive name Browse... =)
2021 ASE
[£) 2021 ASEA [Vendor Name] Quotation [Subject of the bidding].rar v| 2021 ASEAN Cafe - Default Profile Update mode
- £ . Profiles... Add and replace files -
[£) Invitation Default Profile Update mode I— 2021 ASEAN Cafe romes
a [#] Invitation to Quote
(il gadiandisplaceliies ¥ o @ Archive format Archiving options
Archive format Archiving options @raR  (ORARE (7P [ pelete files after archiving
© RAR O RAR4 OZIP D Delete files after archiving D Create SFX archive
[ Create SFX archive Compression method [ create solid archive
Compression method [create solid archive Normal > [[]add recovery record
Normal b [] Add recovery record Dictionary size [JTest archived files
Dictionary size [[JTest archived files 12 M » [ Lock archive
32 MB - [JLock archive
Split to volumes, size
Split to volumes, size ~||B ~ Set password...

oK Cancel Help
Cancel Help.
6. Type your preferred password
. ~
Name Date modified Name Date modified
MISC 10/8/2020 10:59 AM MISC |§ Archive n 5 ? X
[£] 01 SPESIFIKASI BARANG 10/6/2020 3:56 PM [i\ 01 SPESIFIKASI BAR General Enter password ®
[£) 05 TATA LI ~rchive s ? X [ 05 TATA LETAK DAN L
~ N Archi ith d
@ 2021 AS General Enter password x g 2021 ASEAN Cafe - Archivd rchiving with passwor e
] E £ L [Vend
L 202/ Archive Archiving with password . [l 2021 ASEAN Cafe |: :|
20 1l Mvend ] 2021 ASEAN Cafe - Default
S en N | Ent d I
(2] 2021 s [£) 2021 ASEAN Cafe - l” l pml”w i z
& itation | Default ~ L | aseani23| ~
(2 invitation " Enter password F [£ Invitation to Quote .
‘asean123| v‘ [ @
R4
Archi
R
®= ComPN ] show password
Morrg [CJEncrypt file names
€OmPre 2] show password s
Dicti
NO ] Encrypt fle names cHony
32 M8
Diction: |
32 8| Split t Organize passwords...

Split to| Organize passwords... I:

Conce ol T Hels

T oK T Gancel | [ Help




7. Click “OK”

~
Name Date modified Name Date modified
MISC 10/8/2020 10:59 AM MIsC B Archive name and parameters ? ®
[2] 01 SPESIFIKASI BARANG 10/6/2020 3:56 PM 4] 07 SPESIFIKASI BAR General | ENter password x
fi 05 TATA LIE Archive name and parameters ? > Ii 05 TATA LETAK DAN
3 B Archivi Archiving with password
[ 2021 Asi General | ENter password X =] 2021 ASEAN Cafe - ra
(£ 2021 Asl | = &) 2021 ASEAN Cafe -| | [vend
" Archiving with password E.
2021 AS| Archiv = 2021 ASEAN Cafe - Defaul
5 | Ent d
2021 AS Lvend [ ~] [£ 2021 ASEAN Cafe - LTl
L | asean123 v|
Invitation|  Default [£) Invitation to Quote |
| Enter password F- Archi
[aseant 2] o] [ @R
Archi
@& €omPrl 7] show passwiord
N
M8 [ encrypt file names
Compr (] show password Dictory
H
oM encrypt file names 32 MB|
Diction Split t Organize passwords... L
32 M8|
Split tol Organize passwords... L Cancel Help
’ — T T G ] "Help
Cancel Help
ok [ Help
H 11 ” H
8. Click “OK” again
N ~
Name Date modified Name Date modified
MISC 10/8/2020 10:59 AM MisC g Archiving with password ?
3 B
[ﬁ 01 SPESIFIKASI BARANG 10/6/2020 3:56 PM L\ 01 SPESIFIKASI BAR General Advanced Options Files Backup Time Comment
[£) 05 TATA L @ Archiving with password ? X (£) 05 TATA LETAK DAY
— oo ' [£) 2021 ASEAN Cafe | Archive name Pipwee )
~ =)
£) 2021 ASEA  Ganera Advanced Options Files Backup Time ~Comment | [£) 2021 ASEAN Cafe - [Vendor Name] Quotation [Subject of the bidding].rar -
| 2021 ASE4
L Archive name Browse... f 2021 ASEAN Cafe - Default Profile Update mode
2021ASEA - = = Profil Add and replace files v
[ tvendor Name] Quotation [Subject of the bidding].rar I | 2021 ASEAN Cafe - rofiles..-
2021 ASE4 P
Invitation to Quote
£ Initation Default Profile Update mode Archive format Archiving options
Profiles... Add and replace files ~ @RraR  (ORARE (P [Ipelete files after archiving
[ create sFx archive
Archive format Archiving options Compression method [[create solid archive
@raR Orara OzP [ Delete files after archiving Normal & []4dd recovery record
[ create sFx archive Dictionary size [Dest archived files
Compression method [ create solid archive 32 M8 o] [rockarchive
Normal & []Add racovery racord
Split to volumes, size
Dictionary size L Test archived files Ve~ ] Set password...
32 M8 o [ Lock archive
Split to volumes, size
oK Cancel Help
“e ] f Set password... ]
( oK Cancel Help
Name Date modified Name Date modified
MISC 10/8/2020 10:59 AM MISC 10/8/2020 10:59 AM
[£] 01 SPESIFIKASI BARANG 10/6/2020 3:56 PM [£) 01 SPESIFIKASI BARANG 10/6/2020 3:56 PM
[ﬁ‘ 05 TATA LETAK DAN DETAIL GAMBAR 10/6/2020 3:56 PM @\ 05 TATA LETAK DAN DETAIL GAMBAR 10/6/2020 3:56 PM
1) _ N X - i - .
L‘ 2021 ASEAN Cafe - Concept Design B Creating archive [Ve..  — % L\ 2021 ASEAN Cafe - Concept Design IS Creating archive [Ve..  — %
« 2021 ASEAN Cafe - Invitation to submit proposal 9, [#) 2021 ASEAN Cafe - Invitation to submi proposal 9
2021 ASEAN Cafe - Preliminary Confirmation 1(  [vendor Name] Quotation [Subject of the bidding].rar 2021 ASEAN Cafe - Preliminary Confirmation 4(  [Vendor Name] Quotation [Subject of the bidding].rar
= adding N adding
[+] 2021 ASEAN Cafe - Terms of Reference (TOR) 9/ 2021 ASEAN Cafe - Concept Design.pdf 100% [#) 2021 ASEAN Cafe - Terms of Reference (TOR) 9| mIsc 0%
@\ Invitation to Quote Service Provider to Manage the ASEAN Cafe 9 [#) Invitation to Quote Service Provider to Manage the ASEAN Cafe 9
Elapsed time 00:00:00 Elapsed time 00:00:00
Time left 00:00:00
Compression ratio 0% Compression ratio 0%
Processed 78% Processed 81%
|
Cancel Mode... Help Cancel Mode... Help




10. Your password protected file is ready
Mame

MISC
&8 [Vendor Name] Quotation [Subject of the bidding]
] 01 SPESIFIKASI BARANG
[ﬁ 05 TATA LETAK DAN DETAIL GAMBAR
£ 2021 ASEAN Cafe - Concept Design
[ﬁ 2021 ASEAN Cafe - Invitation to submit proposal
5| 2021 ASEAN Cafe - Preliminary Confirmation
%] 2021 ASEAN Cafe - Terms of Reference (TOR)

%) Invitation to Quote Service Provider to Manage the ASEAN Cafe

) () B

11. Double check for password protection

Screenshot below shows that your file has been successfully protected by a password and need a
password that you have been created before to be able to access the file.

access e T T - tolaer = tuany o
@ﬁ:‘"c Name] ( Subjec e 1g - O X
File Commands Tools Favorites Options|Enter password X ]
g @ i Enter password for the encrypted file P v “
S M 2021 ASEAN Cafe - Invitation to submit proposal. pdf s
Add  ExtractTo  Test View D inarchive [Vendor Name] Quatation [Subject of the bidding].rar it Protect SEX
m ‘& [Vendor Name] Quotation [Subject bytes v
= Enter password
Name ‘ | o | Checks...
[#2021 ASEAN Cafe - Concept Design.pdf * . 4524D..
ﬁ 2021 ASEAN Cafe - Invitation to submit pre . 3A4TA..
\ 2021 ASEAN Cafe - Preliminary Confirmati Szt 8638A...
I; 2021 ASEAN Cafe - Terms of Reference (TQ . B17340..
Use for all archives
Organize passwords...
EImB Selected 306,686 bytes in 1 file Total 3,825,241 bytes in 4 files
[ —— |
access — T 0T L - Tolder e Rt | e
g':":c Name] ¢ g — O *
File Commands Tools Favorites Options|Enter password X i
gg ( ﬁ 1 i Enter passward for the encrypted file P @ %
=y MISC\Invitation to submit proposal of ASEAN Cafe.docx .1'_/
Add  ExtractTo  Test View  D| inarchive [Vendor Name] Quotation [Subject of the biddingl.rar it Protect SEX
m ‘@ [Vendor Name] Quotation [Subject 095 bytes ~
— Enter password
Name ‘ | "l Checks...
@ Attendance List Site Visit ASEAN Cafe.pdf D251F
witation to submit proposal of ASEAN Ca L 268E19..
2 B .
=|RFP_service prvider ASEAN Cafe_she.docx s pmmEd 66E699.
Use for all archives
Organize passwords...
EJm Selected 16,080 bytesin 1 file Total 538,095 bytes in 3 files

Thank You



