BEGIN COMPUTER

FILE ORGANIZATION On your current

computer, do you
save all of your files to
a central location?

171

CURRENT
ILES IN ONE YES
OCATION?

Identify all files on your

NO computer that need to be
managed. We recommend
that you move them all to
a central folder

1.7.2
IDENTIFY ALL

FILES ON
COMPUTER

strategy that you selected

1.7.8

EXPAND FOLDER
STRUCTURE

ORGANIZE YOUR COMPUTER FILES (1.7)

Carefully place all files on your
computer into their proper folders

1.7.9
DEVELOP
FILENAME

CONVENTION

Develop a file naming convention that you understand
and force yourself to always name files in this manner

REVIEW ALL

DESIGNATE 77
SEPARATE

DOWNLOAD
FOLDER

TRANSFER ALL

EXISTING FILES

PRODUCTIVITY

you access, one that can be purged (deleted), or one you
can backup on an external hard drive, CD/DVD, etc.

1.7.3

1.7.4

PURGE / BACKUP
FILES

OLD FILES

Create a folder for files to be
deleted and another for those
to be backed up. As you review
them, move the files accord-
ingly and then delete/backup
the files when you have
completed your review

1.7.5

DEVELOP FOLDER
STRATEGY

Build out the sub-folders underneath your centralized storage folder according to the folder

1.7.6

SPECIFY CENTRAL
FOLDER

Identify a separate download folder
where all of your downloads are placed

1.7.10

When you create / download
new files, manage them

immediately by placing them
into the proper folder location
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Review each file to determine whether it is an active file that

There are several preferred folder strategies from
which you can select, but you can also create a
custom solution

Project / Topic Based: A project topic based
approach organizes files under different
categories (i.e. Projects, Proposals,
Accounting, efc.)

Date Menu: Some prefer to store files by date by
creating a hierarchy of year and month folders.
This is most effective when used for lower-level
folders for selected topics rather than as the sole
organizing principle

Alphabetical Menu: This is an effective solution
where you create folders “A", “B", “C", and then
create subfolders that begin with the letters

(e.g. "ABC Project”)

Custom Solution: Most people end up
utilizing a custom solution that combines a
Project / Topic approach with a Date Menu
or Alphabetical Menu

Identify one folder under which all of your files
will be managed. On PCs, this is often the ‘My
Documents’ folder

1.7.13
MODIFY FOLDER
STRATEGY/FILENAME
CONVENTION

YES

COMPUTER FILE
NO ORGANIZATION
COMPLETE

Your file management system that you've developed is unique fo you.
Adjust it whenever necessary to capture new file types/categories, etc.



