
 
Compressing Individual Folders to save disk space. 

If you have a folder that contains large amounts of documents or files you can choose to compress that individual folder. 
The compressed files are still accessible--Windows decompresses them on the fly when you open them--but they may take a 
little longer to open. You can tell a file is compressed because its file name is blue in Windows Explorer. 
 

Open Windows Explorer, 
select the folder to compress. 
 
Right click the folder. 
Scroll down and left click 
[Properties]. 

In the properties menu 
click the [Advanced] 
button. 

 
Check the 
Compress 
contents to 
save disk 
space. 
 
Then click 
[OK]. 

You will be returned 
to the properties 
menu. 
 
Click [Apply] 

 
A conformation box 
will prompt to confirm 
that you wish to 
compress just that 
folder or all 
subfolders. 
Click [OK]. 

Windows will collect 
the folder files and 
compress their 
contents. 
Click [OK] to back-
out of the properties 
menu. 
To uncompress the 
folder, uncheck 
Compress contents to 
save disk space, 
In step (3) and follow 
on from there. 
 


