15 - Libraries

Modern computer users are storing more and mooenrdtion on their machines. Digital cameras havdami
super easy to take thousands of pictures. Thengttéias made it cheap and easy to purchase huge mus
collections and even video collections too. Libearwere introduced in Windows 7 to help managesuser
rapidly expanding file collections. Power userd witen rave about libraries, but regular usergudently find
them confusing. In Windows 10, the libraries hagerbhidden away, meaning that regular users malyrar
encounter them. If you only have one hard drivggaur PC, then you can skip this lesson if you like.
Otherwise, read on for some handy tips for orgagisigger media collections.

15.1 — Activating libraries

If you want to use libraries in Windows 10, you lvmked to enable them in the Navigation pane. Tthdp
open a File Explorer window and click on the Vieak tthen click on the Options button on the rigithe
ribbon. A Folder Options window will then appeael&t the “View” tab and then scroll down in the
“Advanced Settings” section until you get rightthe bottom. The window should look like the onewghan
figure 15.1.
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Figure 15.1 — Restoring libraries to the Navigati@ame



Make sure the “Show libraries” option is selectad ¢hen click on “OK”. You will now be able to see
shortcut to your libraries in the Navigation pane.

15.2 — Working with libraries

When you access a library in File Explorer, or angwe in Windows, it appears just like a reguladéol This

is probably why beginners often find the concegie¢aconfusing. Libraries can, in fact, show daterfiseveral
locations on your computer. This can be useful ashimes with two or more hard drives. On a machlkee
this, media files may be spread over different fthindes and in different folders. If you want totuse all your
photographs or music together, you can put thetharsame library even if they are not in the saotaef.
Figure 15.2 shows a Music library on a Windows Hrhine. The user has already added some musitdiles
his computer and this can be seen in the example.
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Figure 15.2 — File Explorer in a Music library omandows 10 machine

In Windows 10, libraries only contain one locatimndefault. In Windows 8 and Windows 7, there were
locations for each of the libraries. For the Mdgicary, this would be the users own music folded #he
public music folder. If you have upgraded to Windoi® from Windows 7, then your libraries shouldl sti
include those two locations.



Note that if you have set up OneDrive (gson 32 your OneDrive folders will be included in therigbies
automatically.

To see which locations are included in a libratigkcon the Library Tools tab on the ribbon, théiclkcon
“Manage Library”.
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Figure 15.3 — Use the ribbon under “Library Todls’access the Manage library button

The window shown in figure 15.4 will then open.

D Music Library Locations >

Change how this library gathers its contents

When you include a felder in a library, the files appear in the library but continue to be stored
in their original locations,

Library locations

. Add...
Music Default and public sav...
ChUzers\Bucko\ Music
Remove
Music
2 ChUzers\Bucke\ OneDrive\Music
Learn more about libraries

Figure 15.4 — Folders included in the Music library



In figure 15.4 we can see that the library contaivs folders. To add a location, click on the “Add button.
You can then browse to any folder on any storagation on your PC (well, almost any location, thare
some exceptions that we will discuss in a momé&fitjen you have located the folder you want to inelud
your library, click on “Include folder”. Figure 1% shows a Music library with content added froneeondary
hard drive.
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Figure 15.5 — A Music library with an extra locatiadded

Now, when the user browses to their Music libréngy will in actual fact be getting a combined viefithe
“Music” folder at ‘C:\Users\Bucko\Music’, the Oneie music folder at ‘C:\Users\Bucko\OneDrive\Music’
and the folder at ‘D:\Music’. So in effect the gy will show the content in all three of thesedfais. If you're
not sure what that means, you can take a refreghile paths in our prerequisite skills sectiomther on your
Superguide DVD/Download or in the PC basics seatiofTop-Windows-Tutorials.com.

Figure 15.6 shows the newly configured library opeRile Explorer.
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Figure 15.6 — Browsing a library with three locasdncluded in File Explorer

Music folders you add to your music library likesthvill also be available instantly in the musigrhlries in the
Groove Music app and in Windows Media Player.

Notice in figure 15.5 that the top folder is marleedthe “Default and public save location”. Whag¢slthis
mean? Since we can work with our libraries like ather folder, if we were to copy or move a filéahis
library from somewhere else, the file would actyék placed into the My Music folder, since thathis
“Default save location”.

The idea of the public save location was to malkasier for users to share files. Public sectidreslibrary can
be accessed by all users of the PC, while the aeguivate sections are only accessible to the wkeris
currently logged in. Public save locations arelyansed now and Microsoft may phase them out dwgtinethe
future.

You can change the default and public save locatEasily. Simply open the Manage library windowffie
15.5) and then right click on a folder in the li&tmenu will then appear with the option to set piulic or
default save locations to this folder.

You can add several more locations to your libearfigou want to. As well as folders on local hdrdves, it is
possible to add network storage locations or eveamevable hard drive. As mentioned earlier, tlaeeesome



restrictions on what kind of locations can be adaeldbraries. Unfortunately, USB thumb or stickwits are
not supported and you can only add network locattbat are indexed and available off-line (thisicelly
means their contents are mirrored on your compiizns drive). For more information about what fisesl
folders can be included, open the Manage Librandatv again (figure 15.5) and click on the “Learnreno
about libraries” link at the bottom of the windosvhelp and support page will then open, from heliek
“What types of locations are supported in libra?ies

15.3 — Sorting data in libraries

When working with libraries in File Explorer, théghave almost exactly the same as regular fol&agare
15.6 shows a Music library with several folderseditb it. Notice that the File Explorer window shoim
figure 15.6 is showing us the path to the foldaduded in the library (C:\Users\Bucko and D:\). view your
libraries like this, you will need to use the “Gpoly” button on the View tab of the ribbon. We dissed the
Group By options briefly imesson 12.4Figure 15.7 demonstrates this button.

I Group by =
Mame
Contributing artists |
Album
| =
Title

Type

2 = e s o wm

Size
Date created
Date modified
L] Folder path
Album artist
Bit rate
Genre
Length
Protected
Rating
Year
[Mone)
| Ascending
Descending

Choose columns...

Figure 15.7 — Choosing a different grouping foibadry folder



You can also use the “Sort by” button, which ighe left of the “Group by” button to sort the fildgferent
ways. If you don't see these buttons, try makingryéile Explorer window wider using the window sigi
technigues we covered liesson 5.2Windows 10 gives you dozens of ways to view ta&dn your libraries
and folders, there are far too many possibilit@sus to cover here, so experiment and find thevyighat work
best for you.

15.4 — Pictures library

The Pictures library behaves in much the same wdle@Music library. Figure 15.8 shows a typicaitiies
library.
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Figure 15.8 — A Pictures library

The Pictures library shown in figure 15.8 has texcakions, the users personal pictures folder amgbtiblic
pictures folder. This was the default configurationlibraries in Windows 7 and 8. If you don't leaa public
folder in any of your libraries, you can add it egeasily if you want to. Simply open the Manadedry



window (figure 15.3/15.4) then add a new locatiby ¢licking the Add... button) and browse to
C:\Users\Public. There you will find several folderamed “Public Documents”, “Public Pictures” &anply
add the appropriate one to your library and yoalteset. Remember you can set the default and pehblie
locations by right clicking on any location in th&nage library window.

Just like with the Music library, data in the Pigsi library can be sorted by using the Group bySord by
controls on the ribbon. Of course, we can alsctlsdolder views, Preview pane and Details pana alitour
libraries just like we did with regular folderslagsson 12

Any picture folders you add to your Pictures lilyraill also instantly be available in the Pictuegs.

15.5 — Open file/folder location

When working with libraries, you can instantly gothe actual file or folder location by using “Opide
location” or “Open folder location” on the contexenu. Figure 15.9 shows an example of this.
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Figure 15.9 — Use this context menu option to jutimpctly to a folders location on your computer

Certain operations can only be carried out whenofmn the folders true location in File Explored aot
when viewing the file or folder in library view.



