Password protection
of documents and
folders in Windows 11



In order to password protect the contents of folders in Windows 11 it is necessary to
install third-party software. The program we will use for this presentation is called 7-Zip
and can be downloaded from https://www.7-zip.org. This is freeware and is safe to
install without bringing any malware with it.

The top left of the 7-zip home page looks like this:

7-Zip
Z| P 7-2Zip is a file archiver with a high compression ratio.

Download 7-Zip 25.00 (2025-07-05) for Windows x64 (64-bit):

Home
7z Format Link Type Windows Size
LZMA SDK .exe 64-bit x64 1.6 MB
Download
FAQ
Support Download 7-Zip 25.00 for a Windows platforms (32-bit x86 or ARM64):
Links
Link Type Windows
English Download .exe 32-bit x86
Chinese Simpl. Download  .exe 64-bit ARM64

Chinese Trad.

= _______

The best download link is this one.

Once you have run the installer (.exe file) it is a good idea to restart your
PC to ensure the program integrates itself into right-click options.


https://www.7-zip.org/
https://www.7-zip.org/
https://www.7-zip.org/

To password-protect the contents of a folder, navigate to the
level above in File Explorer so that the folder is visible in the

right-hand pane.

&«

v > This PC » Data (D:) » Documents > Correspondence >
car stuff Name e
CoffeeCup Software Household e folder 10.5 MB
Letterhead 16/07/2025 12:05 File folder 777 KB
computer_stuff
Newsletters )7/2 File folder 232 MB
Correspondence
Personal )7/2 File falder .22 MB
Custom Office Templates
02/2 Microsoft \ 59.0 KB
Cyberlink
yberlin 13/2 21.0KB
DO NOT DELETE 372 Ac 116 KB
L+ Downloads 12/2 13.0 KB
Estate planning 04/05/2 Mic 23.0 KB
16/04/2( 275 KB
Excel : !
3/02/2 Mic 14.4 KB
exe file
2 PG 664 KB
Facebook
07, Mi 806 KB
FB scraper T Al 184 KB
Financial and tax 1/11 16.7 KB
Freema ke 1/01 Mic 14.1 KB
FUNNIES ) Mic 46.0 KB
Mic 12.7 KB
game:
JPG 32 KB
Holiday:
Mic 5 KB
Home im| provements
i 16.4 KB
Home Insurance

For the purposes
of this exercise we
are going to
password-protect
the contents of
the “Letterhead”
folder, a sub-folder
of the
“Correspondence”
folder, as shown
on the left.



Name Date modified Type Size
Household 16/07/2025 12:05 File folder 0.5 MB
: =35 12:05 File folder 777 KB
Open
Open in new window 12:( File folder 232 MB
Pin to Quick access 12: File folder 1.22 MB

S & Add to VLC media player's Playlist ) 1628 Microsoft Word 97 - _. 200 KB

= CEWE Creator

o ¢ 5 11:00 Microsoft Word Doc... 21.0KB

B CEWE Photoshow

B & Play with VLC media player B 11:01 Adobe Acrobat Docu... 116 KB
W Add to Winamp's Bookmark list 15:42 M 13.0KB
R AUV  18:54 M 0 KB

Play in Winamp
-
1-Zip Add to archive...

@ f CRC SHA Compress and email...

) &  Bulk Rename Here Add to "Letterhead.7z"

- Give access to Compress to "Letterhead.7z" and email

B Restore previous versions ddclioplatiaieadzipy
- B sitdefender Compress to “Letterhead.zip" and email
- . (LA MICrosoTt word Doc... 10./'KB

Include in library
- Pin to Start i 15:2 Microsoft Word Doc.. 14.1 KB
i 4 BB Add to archive.. 201 Microsoft Word 97 - ... 46.0 KB
B Add to “Letterhead.rar*
o 9 18:5 Microsoft Word Doc... 12.7 KB
B8 Compress and email...

24 = Compress to “Letterhead.rar* and email 21:5 JPG File 3.82 KB
o Copy as path 10:50 Microsoft Word Doc... 13.5KB
- Send to | Microsoft Word Doc... 16.4 KB

Cut
Copy
Paste

Create shortcut
Delete

Rename

Properties

If we now right-click the
“Letterheads” folder we should
see the secondary window
(outlined in orange for clarity),
and hovering over “7-Zip” in this
window will open the extra
window (outlined in green for
clarity).

Note: depending on your PC’s
settings the “7-Zip” option may
not be in the secondary window,
in which case you will need to
click on “More options” to find it.

Once you have opened the window showing the options for 7-Zip,

click on the top item “Add to archive...”.
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Archive:

~

~

Letterhead.72] v

Archive format: 7z v Update mode: Add and replace files
Compression level: Normal ~ Path mode: Relative pathnames
Compression method: LZMA2 v Options

(] Create SFX archive
Dictionary size: 16 MB ~

(] Compress shared files
Word size: 32 hd (] Delete files after compression
Solid Block size: 4GB ~

Encryption

Number of CPU threads: 16 /186 Enter password:
Memory usage for Compressing: 2624 MB

Reenter password:
Memory usage for Decompressing: 18 MB

Split to volumes, bytes:

Parameters:

(] show Password
Encryption method: AES-256

[:] Encrypt file names

Help

The 7-Zip window will now
open as shown to the left.
At the top is a line showing
where the zip file will be
created, normally the same
folder as the uncompressed
folder, and the name it
proposes to give the zip file:
this can be changed if you
want.

Lower on the right is where
you can enter a password
(twice) to protect the zip
file. Any combination of
characters will work.

When you are ready and have made a note of the password, click “OK”.



<
>

v M This PC

>

= Local Disk (C))

v == Data (D:)

v

>

— Documents

&

Access development
AutoRecover

Book

Business

Calibre

car stuff

CoffeeCup Software
computer_stuff
Correspondence
Custom Office Templates
CyberLink

DO NOT DELETE
Downloads

Estate planning
Excel

exe files

This PC > Data (D:) > Documents > Correspondence

Date modified

Name Type Size
Household 16/07/2025 12:05 File folder 10.5 MB
Letterhead 16/07/2025 12:05 File folder 777 KB‘
Newsletters 16/07/2025 12:05 File folder 232 MB
Personal 16/07/2025 12:05 File folder 1.22 MB

23/02/2005 20:12 Microsoft Word 97 - ... 46.0 KB
16/04/2006 10:30 Microsoft Word 97 - ... 27.5 KB
04/05/2006 18:54 Microsoft Word 97 - ... 23.0KB
16/02/2010 16:28 Microsoft Word 97 - ... 29.0 KB
19/02/2011 12:27 JPG File 664 KB
19/02/2011 12:36 Microsoft Word Doc... 14.4 KB
16/08/2012 21:55 JPG File 3.82 KB
11/01/2014 15:29 Microsoft Word Doc... 14.1 KB
21/11/2018 10:12 Microsoft Word Doc... 16.7 KB
21/07/2020 10:38 Microsoft Word Doc... 806 KB
21/07/2020 10:39 Adobe Acrobat Docu... 184 KB
13/08/2020 18:55 Microsoft Word Doc... 12.7 KB
08/12/2020 10:50 Microsoft Word Doc... 13.5 KB
12/12/2021 11:32 Microsoft Word Doc... 16.4 KB
23/12/2021 15:42 Microsoft Word Doc... 13.0 KB
13/03/2023 11:00 Microsoft Word Doc... 21.0 KB
13/03/2023 11:01 Adobe Acrobat Dacii oRE
W Letterhead.7z « 19/07/2025 20:55 7Z File 533 KB

The 7-Zip window will
disappear and you
should see File
Explorer again. Among
the files and folders
will be the new 7-Zip
file containing the
password-protected
contents of the source
folder.

Here you can see the
new file with the 7z
suffix.
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Name

Household

M Edit with Notepad++

&

3

Open

Add to Favourites
Open with Code

Extract All...

7-Zip

CRC SHA

Bulk Rename Here
Open with

Open with WinRAR
Extract files...

Extract Here

Extract to "Letterhead\"

Bitdefender
Copy as path
Share

Restore previous versions

Send to
Cut
Copy

Create shortcut
Delete

Rename

Properties

~

[l Letterhead.7z

[ 1 =

Date modified Type Size
16/07/2025 12:05 File folder 10.5 MB
16/07/2025 12:05 File folder 777 KB
16/07/2025 12:05 File folder 232 MB
16/07/2025 12:05 File folder 1.22 MB
23/02/2005 20:12 Microsoft Word 97 - .. 46.0 KB
Open archive 275 KB
Open archive > 23.0 KB
Extract files... 39.0 KB
Extract Here
664 KB
Extract to "Letterhead\"
Test archive 14.4 KB
Add to archive... 3.82 KB
Compress and email... 141 KB
Add to "Letterhead_2.7z"
. 16.7 KB
Compress to "Letterhead_2.7z" and email
Add to "Letterhead_2.zip" 806 KB
Compress to "Letterhead_2.zip" and email 184 KB
13/08/2020 18:55 Microsoft Word Doc... 12.7 KB
08/12/2020 10:50 Microsoft Word Doc... 13.5 KB
12/12/2021 11:32 Microsoft Word Doc... 16.4 KB
23/12/2021 15:42 Microsoft Word Doc... 13.0 KB
13/03/2023 11:00 Microsoft Word Doc... 21.0 KB
13/03/2023 11:01 Adobe Acrobat Docu... 116 KB
19/07/2025 20:55 7Z File 533 KB

If you now right-click the
7z file you will see the
secondary windows here.
You should click on the
top entry in the smaller 7-
Zip menu called “Open
archive”, not the second
option which itself leads
to more options.



D:\My Documents\Correspondence\Letterhead.7z\ = O X

File Edit View Favorites Tools Help The 7'Zip WindOW Wi” Open
$ = v w» = x i
Add Extract Test Copy Move Delete Info H _
* W D:\My Documents\Correspondence\Letterhead.7z\ v S h OWI n g t h at t h e n eW Iy C re ate d
Name Size Packe.. Modifi... Attribu... CRC Encryp... Method Block Folders Files 1 1 1
‘Letterrrhrefirdl 796 107 546 128 2025-... D 78E3B.. - 0 10 72 fl Ie CO nta I n S a fo I d e r W It h

the same name as the source

folder.
0/ 1 object(s) select: J
! D:\My Documents\Correspondence\Letterhead.7z\Letterhead\ = (m} X
o Bt Vey Fovrtes Took _tidp_ Double-clicking the folder will
4 - v i
Add Extract Test Copy Move Delete Info H h h H H
» D:\My Documents\Correspondence\Letterhead.7z\Letterhead\ v O pe n It to S OW t at It CO nta I n S
Name ] Size Packe.. Modifi... Attribu... CRC Encryp.. Method  Block Folders Files II h f'I h
815 Lakeside letterhead (no ph... 19456 546 128 2004-.. A 978A0... + LZMA.. 0 a t e Sa m e I es a s t e SO u rce
@ 15 Lakeside letterhead (no ph.. 10 389 2014-... A BC6A3.. + LZMA.. 0
- 15 Lakeside letterhead.doc 26 112 2011-... A A570A.. + LZMA... 0 fO I d e r-
@9 Amex.docx 18 301 2018-... A 55481.. + LZMA... 0
" flower paper.doc 23 552 2001-... A DE8D9.. + LZMA.. 0
| letterhead.mix 194 560 2002-... A D1CF1... + LZMA.. 0
@ PTVM letterhead A5.docx 54 482 2017-... A OA6FO... + LZMA.. 0 h Id ”
@ PTVM letterhead.docx 54 430 2017-... A 5D61D... + LZMA.. 0 On t e neXt S I e We WI See
| watermark.doc 363 520 2002-... A E0095.. + LZMA.. 0 . . . .
B vatsiandocs 2305 w02 A NG, +lzvA. 0 how to open individual files.
f
10 / 10 object(s) selec i )




My Documents\Correspondence\Letterhead.7z\Letterhead\

File Edit View Favorites Tools Help
& = v w» = % 1 . . . . .
Add Extract Test Copy Move Delete Info nght_cllck On any fIIe In the 7_Z|p
* D:\My Documents\Correspondence\Letterhead.7z\Letterhead\
Name Size Packe.. Modifi.. Attribu... CRC Encryp.. Method  Block Folders  Files H d h I' k I’O ”
B 15 Lakeside letterhead (no ph.. 19456 546 128 2004-... A 978A0... + LZMA.. 0 WI n OW t e n C IC pe n
@ 15 Lakes:de letterhead (no ph.. 10 389 2014-... A BC6A3.. + LZMA.. 0
. a2 aan s A ASTOA.. + LZMA.. 0
@ Amexdocx <n Enter A 55481.. + LZMA... 0
| flower paper.doc OPEH Inside Ctrl+PgDn A DESDS... + LZMA.. 0
letterhead.mix Open Inside * A DI1CF1.. + LZMA.. 0
@ PTVM letterhead Open Inside # A 0A6FO... + LZMA... 0
@ PTVM letterhead X A 5D61D... + LZMA... 0
& watermark.doc OpenOutsice ShiftsEnter A E0095.. + LZMA.. 0
@ watermark.docx View F3 A 31FFC... + LZMA.. 0
Edit F4
. Rename F2
1/ 10 object(s) selec Copy Tos Fs )
Move To... F6
Delete Del
Properties Alt+Enter
Comment... Ctrl+Z
CRC >
Create Folder F7
Create File Ctrl+N W ! oo - o e - Windows ~ M
Gz O
: Macro
Hak File Edit View Favorites Tools Help " u
& - v W = % il
Add Extract Test Copy Move Delete Info
* DAMy Documents\CorrespondencelLetterhead.7z\Letterhead\ v
Name Size Packe.. Modifi.. Attribu... CRC Encryp.. Method  Block Folders Files
. . B 15 Lakeside letterhead (no ph... 19 456 546 128 2004-... A 978AQ.. + LZMA.. 0
Th e WI n d OW W h I C h o p e n S - 15 Lakeside letterhead (no ph... 10 389 2014-... A BC6A3.. + LZMA... 0
B 15 Lakeside letterhead.doc 26 112 2011-... A AS70A.. + LZMA... 0
d th d t @ Amex.docx 18 301 2018-... A 55481.. + LZMA.. 0
n e e S e p a SSWO r o #i-| flower paper.doc 23 552 2001-... - , — 0
| letterhead.mix 194 560 2002-...
be en te re d b efo re t h e @] PTVM letterhead AS.dacx 54 482 2017-... Elan=adiiane; 00:00:56 Tl 55057
- PTVM letterhead.docx 54 430 2017-... Remaining time: Speed:
re u ested fi I e iS 0 e n ed B watermark.doc 363 520 2002-... Files: 0 Processed: 0
q p . | watermark.docx 31305 2012-... Compression ratio: 0
Enter password
The same applies to |
. 1/ 10 object(s) selec26 112 26 112 2011-05-27 20:13:59 |
every file ‘
y ‘ [] show password
oK Cancel
Background Pause Cancel



The more observant amongst you may have spotted a tick box on the original
7-Zip window called “Encrypt file names”.

. D:\My Decuments\Correspondence\
Archive:
Letterhead.72]
Archive format 7z Update mode Add ghd replace files
| Compression level: Normal Path mode: Rejftive pathnames

When we covered this topic in the
session, | said that this changed the file
- A names but | have since discovered that |
s CU st 0 was wrong. Ticking this box in fact
[ applies the password protection to the
| T whole 7-Zip file rather than the

vyt s individual files contained within it, so is
probably a much more convenient

option in most cases.

Parame! ters

oK Cancel Help




When you enable encryption of file names, the 7z file is created in the same way and
stored in the same location. To open it, right-click then select 7-Zip and “Open
archive”.

Name Date modified Type Size
Household 16/07/2025 12:05 File folder 10.5 MB
Letterhead File folder 777 KB
Newsletters File folder 232 MB
Personal 16/07/2025 12:05 File folder 122 MB
16/02/2010 16:28 Microsoft Word 97 - ... 29.0 KB
13/03/2023 11:00 Microsoft Word Doc... 21.0 KB
Adobe Acrobat Docu. 116 KB
Microsoft Word Doc... 13.0 KB
04/05/2006 18:54 Microsoft Word 97 - .. 23.0 KB
X X Open
16/04/2006 10:30 Microsoft Wi ©
L Edit with Notepad++
19/02/2011 12:36 Vicrosoft V .
9/02/2011 12:36 Microsoft Wi Add to Favourites
[W] Letterhead.7z 19/07/2025 21:36 7Z File ¢ Open with Code
19/02/2011 12:27 JPG File Extract All...
21/07/2020 10:38 Microsoft Wi 7-Zip v Open archive
CRC SHA > Q 5
21/07/2020 10:39 Adobe Acrot Ceeglachive
& Bulk Rename Here Extract files...
1172018 10- Micracaft W )
21/11/2018 10:12 Microsoft W Open with 5 Extract Here
11/01/2014 15:29 Microsoft Wi &8 Open with WinRAR Extract to "Letterhead\"
23/02/2005 20:12 Microsoft wi Bl Extract files... Test archive
) ~ ) 3 Extract Here Add to archive...
13/08/2020 18:55 Microsoft Wi
BB Extract to "Letterhead\” Compress and email...
16/08/2012 21: PGFHle  E) Bitdefender > Add to "Letterhead 27"
08/12/2020 10:50 Microsoft Wi Copy as path Compress to "Letterhead_2.7z" and email
= . -
12/12/2021 11:32 Microsoft w & Share Add to "Letterhead 2.zip
Restore previous versions Compress to "Letterhead_2.zip" and email
|
Send to >
Cut

Copy



Name
Household
Letterhead
Newsletters

Personal

Letterhead.7z

The password screen will appear immediately, and the file cannot be
opened without it.

Date modified

16/07/2025 12:05
16/07/2025 12:05
16/07/2025 12:05
16/07/2025 12:05
16/02/2010 16:28
13/03/2023 11:00
13/03/2023 11:01
23/12/2021 15:42
04/05/2006 18:54
16/04/2006 10:30
19/02/2011 12:36
19/07/2025 21:36
19/02/2011 12:27|
21/07/2020 10:38
21/07/2020 10:39
21/11/2018 10:12
11/01/2014 15:29
23/02/2005 20:12
13/08/2020 18:55
16/08/2012 21:55
08/12/2020 10:50

12/12/2021 11:32

Type

File folder
File folder
File folder

File folder

0% Opening...

Elapsed time:

Remaining time:

Files:

Compression ratio:

Size
10.5 MB
777 KB
232 MB

1.22 MB

00:00:32

0

Enter password:

Total size:
Speed:

Processed:

Enter password X

() Show password

Cancel

Microsoft Word 97 - ...

Microsoft Word Doc...

JPG File

Microsoft Word Doc...

Microsoft Word Doc...

Background

46.0 KB
12.7 KB
3.82 KB
13.5 KB

16.4 KB

Pause

Cancel

533K
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D:\My Documents\Correspondence\Letterhead.7z\

File Edit View Favorites Tools Help
& - v w - x i
Add Extract Test Copy Move Delete Info

* W D:\My Documents\Correspondence\Letterhead.7z\

Name Size Packe.. Modifi... Attribu...
Letterhead | 796 107 546 128 2025-...

0/ 1 object(s) select:

D:\My Documents\Correspondence\Letterhead.7z\Letterhead\

File Edit View Favorites Tools Help
&b - v ") - x i

E
Add Extract Test Copy Move Delete Info
¥ D:\My Documents\Correspondence\Letterhead.7z\Letterhead\

D 78E3B..

CRC Encryp... Method

Block Folders
0

Files
10

Name Size Packe.. Modifi.. Attribu...

815 Lakeside letterhead (no ph..| 19456 546 128
@ 15 Lakeside letterhead (no ph.. 10 389

o ‘~ 15 Lakeside letterhead.doc 26 112
@-| Amex.docx 18 301
14 | flower paper.doc 23 552
f letterhead.mix 194 560
M- PTVM letterhead A5.docx 54 482
@ PTVM letterhead.docx 54 430
¥ watermark.doc 363 520
9 ) watermark.docx 31305
L
fi

0 / 10 object(s) selec

2004-... A 978A0...
2014-... A BC6A3..
2011-... A AS570A..
2018-... A 55481..
2001-... A DE8D9...
2002-... A D1CF1..
2017-... A OA6FO...
2017-... A 5D61D...
2002-... A E0095...
2012-... A 31FFC..

CRC Encryp... Method
+ LZMA..
+ LZMA..
+ LZMA..
+ LZMA...
+ LZMA..
+ LZMA..
+ LZMA..
+ LZMA..
+ LZMA..
+ LZMA..

Block Folders
0

O O 0O O OO o oo

Files

J

As before, once the password
is entered correctly the 7-Zip
window will open showing that
the newly-created 7z file
contains a folder with the same
name as the source folder.

Double-clicking the folder will
open it to show that it contains
all the same files as the source
folder.

The difference here is that the
documents in the protected
folder can all be opened
without individual passwords.

In addition to avoiding the hassle of having to enter a password to open every
document in the folder, there is another advantage to this method in that file names
(which can often reveal information in themselves) are also hidden.



So why would we want to password protect files or folders
anyway? The most common situations are:

¢ To email confidential documents to someone and send the
password separately, either in a separate email or (even more
securely) by a different medium such as letter or text.

¢ To hide confidential documents from anyone who may have
access to your computer. For this to be effective it is
necessary to delete the source folder after creating the 7-Zip
file.

* If this second reason is why you want to encrypt your
documents, then you need to be certain that you will not
lose the password or the documents may be inaccessible
forever.



If you only have a couple of documents you want to password-protect, then
bear in mind that most files created by Microsoft Office (Word docx documents,
Excel xIsx spreadsheets and PowerPoint pptx presentations) can be individually
protected by passwords.

To do this, navigate to File/Info/Protect (document, presentation or workbook)
and then select “Encrypt with password”.

mhichever method you choose to use for encrypting your \
data, you must ensure that you do not lose or forget the
password(s) otherwise you will lose access to the data. While
there are companies which claim to be able to “crack”
password protection:

» There is no guarantee of success.

» The process can be very expensive.

» You have no control over what the company does with

\your data. /




THE END
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