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WARNING

• I am not an expert

• This is a collection of my opinions, ideas and 
research



Why do we need Files?
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Files



Folders



What to do with Folders



How to Organize



Folder Organization



File Explorer is your friend



File Explorer



Windows 10 File Explorer



Windows 10 File Explorer
Quick Access



My Documents



You can store Files anywhere



Folder Strategy



Folder Strategy

• You need to use a strategy you are 
comfortable with.

• Name files and folders so you know what 
they contain.

• Files are searchable

• Name them so you can find them



Searching



Viewing and Sorting Files



Viewing and Sorting files



Viewing and Sorting Files



Viewing and Sorting Files



Viewing and Sorting Files



Right Clicking on a File



Folder Options



Folder Options



Folder Options



Remember, you can store 
Files and Folders anywhere



Home Server





External Drives



Cloud Storage
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