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WARNING

* | am not an expert

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




Why do we need Files?
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Folders




What to do with Folders




How to Organize




/ Folder Organization




File Explorer is your friend

~ W Favorites
O Desktop
BN Downloads
e Recent Places
& Google Drive
& OneDrive
%; Dropbox
sync
J= Box Sync
lmm SpiderCak Hive
RealPlayer Cloud
2 MediaFire

~ IFA Libraries
+ B Documents
+ J3 Music
+ IB Pictures
+ i Videos

- ; Computer
+ [ Local Disk [C)
+ m Programs & Data (D)
+ [ HPvizSw (G
+ [ David External -10 [H)
g!a Secure Digital Storage Device ()]
RealPlayer Cloud

+ k. DAVID-VAIO




File Explorer

Computer View

1T W » ThisPC v & | | Search ThisPC
« Favorites 4 Folders (6)
B Desktop
i Downloads h Desktop

+» Recent places

A This PC “ Downloads

iy Desktop

|| Documents h Pictures
4 Downloads

¥ Music
& Pictures

. o |

5 o~
£, Windows 8.1 (C) W 322 GE free of 504 GB S 655 GB free of 257 GB

 Data Disk (D) Windows 8 (E!) a
<& Windows 8 (E) ; b BD-ROM Drive (F)

67.8 G8 free of 145 GB

4 Devices and drives (4)
Windows 8.1 (C) Data Disk (D)

& Network




Windows 10 File Explorer

. | = | ThisPC

Computer View

« v 4 O ThisPC

> Quick access

» Q Drophbox
» @ OneDrive

v [ This PC
> [ Desktop
» Documents
> b Downloads
» ﬁ Music
» [&=| Pictures

E Videos

» i Local Disk (C)

* s Programs 8 Data (D:)

» wma Extra Storage - 27TE (E)

» s My Passport (F:)

b s David BExternal -10 (G:)

> ,;-, Secure Digital storage device (H
» s DVPWIR Passport 2TB (k)

» s David's Passport (K

b HPVIZ5W (Z:)

b aa HPV125W (Z3)
» ,-!, Secure Digital storage device (H:)
» |_i' Network

> @, Homegroup

16 items

~ Folders (6)

- Desktop

m Music

~ Devices and drives (10)

Local Disk (C:)
[T |
[

|
My % 162 GE free of 375 GB
My Passport (F:)

Wy 1,11 TE free of 1.81 TB

&
b BD-ROM Drive (1:)
="

HP V125W (Z2)

Mg 714 GB free of 7.44 GB

Documents

IEI Pictures

Programs & Data (D)

|
My % 224 GE free of 307 GB
David External -10 (G:)

|
Wy % 241 GE free of 465 GEB
DVPWIR. Passport 2TB (1)

My 1,33 T free of 181 TB

v | Search This PC

l Downloads
i Videos

Extra Storage - 2 TB (E:)
]
My 1,31 TB free of 1.99 TB

Secure Digital storage device (H:)
7.35 GB free of 7.39 GB
David's Passport (K2

| |
My 860 GE free of 931 GB




Windows 10 File Explorer
Quick Access

= | File Explorer — O *
Home Share View v o
“ v A4 3 » Quickaccess v O Search Quick access @
> 3F Quick access ~ Frequent folders (13)
» g Dropbox Desktop Downloads Documents
&y
5 This PC ‘ This PC ”—'E This PC
» @ OneDrive -+ * »
v O This PC Pictures N SpiderOak Hive Box Sync
This PC This PC\Documents David Williams
> [ Desktop IEI * ,E » -
» Documents
Google Drive |Drive-Sync MediaFire
» ¥ Downloads David Williams E David Williams ,ﬂ David Williams
» b Music - - b
» [i=] Pictures Files VTC Presenation Images Music Collector RELIC_HUNTER_51 D2
¥ m Videos b OneDrive\APCUG 3 This PCYDocuments . David External -10 {G:)...\Video
s % Local Disk (C) 9 '
» s Programs & Data (D) ¥ RELIC_HUMNTER_51 D3
David External -10 {G:)...\Vid
*  um ExtraStorage- 2TB (B i v smna (G:)-AVideo

¥ My Passport (F)

» wm David External -10 (G:) > Recent files (20)
> ;!j Secure Digital storage device (H

¥ DVPWIR Passport 2TB (1)
* s David's Passport (K)
> HPVIZ3W ()

> mm HP VIZ5W (Z)
> \gj Secure Digital storage device (H:)
» |_j MNetwerk

> *& Homegroup

33 items f: =




My Documents

| = | Documents

Home Share WView
&« - 1 » ThisPC » Documents
> 3k Quick access Name
2014 tax stuff
> Dropbox
@ P 2015_03_13
» i OneDrive Any Video Converter
cache
~ [ This PC . .
- Camtasia Studic
> [ Desktop

> Documents

» ; Downloads

» J\ Music

» [&] Pictures

> B Videos

b am Local Disk (C)

> s Programs & Data (D:)

= Extra Storage - 2 TB (Ez)
= My Passport (F:)

» s David External -10 (G:)

» t.;-, Secure Digital storage device (H
> s DVPWIR Passport 2TB (J:)
s David's Passport (K:)

- HP V125W (Z:)

b s HPVIZ3W (Z3)
» ,-!-, Secure Digital storage device (H:)
» :_" Metwork

> ol Homegroup

27 items

L]

Corel PaintShop Pro
Custom Office Templates
DVDFab9

HRBlock

Movie Collector
Music Collector

Wy Music

Wy Pictures

My RoboForm Data
Wy Videos

OneNote Notebooks
Outlook Files

Snagit

SpiderOak Hive
Sync

xwidget

Zoom

Ciacug board bt

CIACUG October 2012 Board Meeting Mi...
copier@conlinproperties.com_20150714_...
David Williams 2013-Application for Me...

desktop.ini

Date modified

8/4/2015 11:31 PM
8/4/201511:51 PM
8/4/2015 11:51 PM
8/4/201511:31 PM
8/4/2015 11:51 PM
8/4/2015 11:31 PM
8/1/2015 8:48 AM
8/4/2015 11:51 PM
8/4/201511:31 PM
8/6/2015 7:38 PM
8/9/2015 510 PM
8/4/201511:04 PM
8/4/2015 11:04 PM
8/4/201511:53 PM
8/4/2015 17:04 PM
8/3/2015 &:41 AM
8/9/2015 7:39 PM
8/4/2015 11:46 PM
8/3/201512:13 AM
8/5/2015 12:09 PM
8/3/201512:14 AM
2/16/2015 7:23 PM
2/16/2015 7:16 PM
10/15/2012 8:24 PM
714720157011 AM
2/6/2015 10:45 PM
8/5/2015 3:00 PM

Type Size

File folder

File folder

File falder

File folder

File folder

File folder

File folder

File falder

File folder

File folder

File folder

File folder

File falder

File folder

File folder

File folder

File folder

File folder

File folder

File folder

File folder

File folder

Text Document
Microsoft Word D...
PDF File

PDF File
Configuration sett...

1KB
11 KB
215 KB
38 KB
TKB

v O

Search Documents

X
v @

P




You can store Files anywhere

v [l This PC
» I Desktop
3 Documents
p ; Downloads
» J‘: Music
» &= Pictures
> B Videos
» 5 Local Disk ()
> Programs 8 Data (D)
*  am Extra Storage- 2 TE (E:)
¥ s My Passport (F)
b um David BExternal -10 (G2
> .;j Secure Digital storage device (H
b OVPWIR Passport 2TB ()]
*  mm David's Passport (K]
> am HPV1Z5W ()

b HPWI125W ()
» \;j Secure Digital storage device (H:)

¥ Q Metwork




Folder Strategy

Folder organization: Surname folders

Mother ‘s family lines

| Family line |’| Surmame |




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

) Search This PC

0o

y kisssing santa claus X

Search Tools | saw mommy kisssing santa claus - Search Results in This PC
Search
MName . v Date modified Type Size Folder
| saw mommy kissing Santa Cluse last nite 8/9/2015 7:56 PM  Shortcut 1KB  Recent ltems (C\Users\dvpwj\AppData\Roaming\Microsof...
| saw mommy kissing 5anta Cluse last nite 8/9/2015 736 PM  Shortcut TKB  Recent (ChUsershdvpw]
[ saw mommy kissing Santa Cluse last nite 8/9/2015 T:56 PM  File folder Docurnents (C\Users\dvpwj)
0 [ saw mommy kissing Santa Cluse last nite
| saw mommy kissing santa Claus 8/9/2015 846 PM  Shortcut 1KB  Recent ltems (C\Users\dvpwj\AppData\Roaming\Microsof...
| saw mommy kissing santa Claus 8/9/2015 846 PM  Shortcut 1KB  Recent (C\Users\dvpw)
@ | Saw Mornmy Kissing Santa Claus - Simpson, Jessica - 06mp3  11/28/2006 10:0.. MP2 File 4443KE  Rejoyce - The Christmas Alburn - 2004 (G\Music\Music Fil...

@ | saw mommy kissing santa Claus



Viewing and Sorting Files

View
Extra large icons [&=| Large icons Medium icons I []] Group by ~
== Small icons EEEE List =2 Details = T Add columns ~

=gl - _ sort
5 Tiles EE content ~ by - F Size all columns to fit




Viewing and Sorting files

+ | OneDrive

- v M & » OneDrive

Share Wiew

3 Quick access

£3 Dropbox
‘@ OneDrive

[ This PC
[ Desktop
Documents
“ Downloads
) Music
[&=] Pictures
m Videos
e Local Disk (C:)
== Programs 8 Data (D:)
- Extra Storage - 2 TB (E:)
- My Passport (F)
- David External -10 (G:)
.:!j Secure Digital storage device (H
== DVPWIR Passport 2TB (J:)
- David's Passport (K
- HP V125W (Z2)

- HP V1250 (Z:)
:;-, Secure Digital storage device (H:)
|_j‘ Metwork

*& Homegroup

MName

AR A A A A Al

APCUG

CIACUG

Cloud presentation
David Stuff

Documents

Joans Contest pictures
Meeting Presentation
MemeryZone

Music

My Ringtones
Mewletter

Pictures

Program Files

@ Public

2
2
L)

Remote presenttaions

Video

Work
849C9593-D756-4E56-BD6E-42412F2AT707B
desktop.ini

Pres&Repemails.csv

}

Date modified

8/9/2015 6:57 PM
8/9/2015 5:54 PM
/42015 11:37 PM
/472015 11:38 PM
&/4/201511:40 PM
8/4/201511:09 PM
&/47201511:37 PM
/472015 11:10 PM
8/4/201511:09 PM
8/9/2015 5:23 PM
8/4/2015 1115 PM
/472005 1110 PM
/42015 11:08 PM
87472015 11:42 PM
&/4/2015 1116 PM
/472015 11:38 PM
2/4/201511:38 PM
8/4/201511:18 PM
8/6/2015 8:31 AM
/472015 11:08 PM
/2272015 8:31 PM

Type S;
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
249C59553-0756-4... 0 KB
TKB
SKB

Configuration sett...
Microsoft Excel C...



iewing and Sorting Files

Home Share View

= [‘—I £ cut , ) x ETJ | ‘ [ New item ~ | g open - HH setectanl
= [ Copy path ‘¢ 5 . b, —‘a Easy access v \l_v:f’f Edit ]
Copy Paste Move Copy Delete Rename New Properties . o v
[2] Paste shortcut tor to- - folder - ‘¢ History o Invert selection

Clipboard Organize New Open Select

@ ~ 1 1 » Libraries » Documents » Lesson Folder for Office Testing (V] Search Lesson Folder for Offic... ©

¢ Favorites 4 A long time ago (29)

|5 Recently Changed ==l = =3k . :
U Public 1‘ J = e

B Desktop Creating  DATALET EXECIS2  EXERCIST.B  EXERCIS3  EXERCISE6 EXERCISE6  Exercise3  Exercises

& Downloads charts AK LetterMerg Merge

| Downloads (2) e LETTER

%7 Dropbox —é—] — — =5
|| Google Drive =I W = = w

“E Recent places FORMLET ~ JUICES.EXM  Kingston LESDISK2.P  LESSON10  Lessonl Lessonl LESSON2 ~ LESSON3  LESSON3
@ SkyDrive Library

[ Documents Lessond LESSON8 LESSON9 MEDICA| MEDICAL2 Memol MERGE(L‘ET
J? Music

|k=| Pictures

i Videos

1% Computer
&, Local Disk (C)

“! Network

29 items




iewing and Sorting Files

@@v‘i » Libraries » Pictures »

Organize ¥ New Folder Share with ~ =2~ [ o

- . .
. Favorites — Pictures llbrary Arrange by:  Tag ~ 2 library locations
_» Recently Change

}.. Public

B Desktop

4 Downloads
| HardwareSoftwal
« My Site

+<» Recent Places

Colors
~» Recent Places

& Libraries
. Documents
< Music
& Pictures Horses New York Note
~ Personal Picture ———
B Public Pictures
B Videos

sailing

‘& Computer 4

& Local Disk (C) Sports Summer Fun Water Fountain Unspecified

on .

| 14 items

=1




Viewing and Sorting Files

L —— ———— W — . _——.

@Cﬁ‘ .. » Libraries » GregWork » Images » Paintings v]‘,” Search Paintings pl
Organize v =] Preview ¥ Share with v Burn New folder i 0 @

'
<! Recent Places

Greg Work library

Arrange by: Folder v

& Downloads

Paintings
4 Libraries
@ Documents o ... W
il Greg Work
@l Music Bonnington_  Dove_Louvre Everson Fotofinder Freedom HorseRace | MunchSP191 Parisienne
[ Pictures Venice 9
$¥ videos 2
@ Homegroup & -
Parisienne_at Wales
S -
1% Computer _Syracuse
&, Windows7_05 (C:)

g@? Lenovo_Recovery (Q:)

€ Netwnrl
MunchSP1919 Authors: Greg Reser
TIF File Comments: Add comments
Date taken: 11/2/2007 11:393 AM Camera maker: Canon
Tags: Paintings (visual works)... Camera model: Canon EOS 20D

Rating: w5 W W W W Subject: Edvard Munch (1863-1944), Self-Portrait after Influenza
Dimensions: 640 x 425 F-stop: f/5.6
Size: 703 KB Exposure time: 1/40 sec.

Title: Self-Portrait after Influe...




Right Clicking on a File

Open
Edit
Mew
Print
(2) Scan CIACUG October 2012 Board Meeting Minutes.docx

Move to Dropbox

&

IDrive S
Open with...
Share with

SpiderCakOME p
Add to archive...

Add to "CIACUG October 2012 Board Meeting Minutes.rar"

Compress and email...

Compress to "CIACUG October 2012 Board Meeting Minutes.rar” and ermail

Upload using W5_FTP Upload Wizard

A i i o

True Image e
Restore previous versions

Send to T
Cut

Copy

Create shortcut
Delete

Rename

Properties




Folder Options

Organize v M Map network drive...

’ Disconnect network drive...
PN, Eanones Open Sync Center...
Bl Desktop nd

& Downloads Folder options...
: —

& Documents

.\7 Library

‘2l Recent Places

Deskto
-.,_,_ : p ‘m3 Pictures
.~ Libraries _\7 Library
@ Documents
J? Music
le=| Pictures

B8 videos




Folder Options

Folder Options Ex

General |View | Search

Browse folders
E (@) Open each folder in the same window
(") Open each folder in its own window

Click tems as folows
ﬂ () Single-click to open an item (point to select)

Undedine icon titles consistent with my browsear
#® Undedine icon titles onby when | point at them
®) Double-click to open an tem (single-click to select)

Mavigation pane
[¥] Show favorites

|} Show all folders
[ ] Automatically expand to cument folder

Restore Defaults

Haw do | changs folder aptions?

ok [ Cenes

=
g
-t




Folder Options

Folder Options

Folder views
You can apply the view (such as Detais or icons) that
you are using for this folder to all folders of this type.

Apply to Folders Reset Folders |

Advanced settings:
) Files and Folders )
[] Aways show menus
Display file icon on thumbnails
Display file size information in folder tips
[] Display the full path in the title bar
. Hidden fies and folders
() Dont show hidden files, folders. or drives
(®) Show hidden files. folders, and drives
[] Hide empty drives in the Computer folder
[ ] Hide extensions for known file types
Hide folder merge conflicts v

" Restore Defauits |

0K Cmcel}_m




Remember, you can store
Files and Folders anywhere




Home Server




- W¥ Metwork

~ fa ASUS-LAPTOP
+ W§ My Apps
“ W§ Public - Asus Ultrabook
+ W Users

~ (. DAVID-MAIN-WINT
+ Mg Amazon
+ 4§ Downloads
+ W Movies and stuff
+ Wy Users
+ W9 win 7 extra
+ W Win 7 Programs

~ fa DAVID-VAIO-PC
+ W§ My Apps
+ W§ Public
+ W§ Users

~ fa DVPW-HP-SERVER
+ W§ CIACUG Storage
+ W§ David Stuff
+ W§ DVPW Storage
+ W§ Mature Picture
+ W9 Mature Videos
+ ¥ Music
+ 4§ Photos
+ W¥ Program Files
+ W§ Public
+ W¥ Recorded TV
+ W¥ Software
+ Wy Users
+ ¥ Videos

+ [k WUALA_BY_LACIE




External Drives




Cloud Storage

ictures; - STORAGE =

ocuments







Questions

David V.P. Williams
APCUG Director
[515] 957-1339
dwilliams@apcug.org

about.me/dvpwir
about.me/apcug




