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Aspects of managing files
234

* Deciding where to keep files
* Managing the content

* Backing up

* File naming
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Considerations for managing
files

* User friendly

* Findable and Searchable
* Tools

* Longevity or shelf-life

Typical recommendations for
managing files
* Back up files
* Consistent naming methods

e Short names

* Keep working or temp files separate
from final copies
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Typical recommendations for
managing files
* KISS
* Use shortcuts
* Use jump lists (Windows7)
* Use keywords

* Use libraries (Windows7)

Terminology
* File

Space on a computer storage device that
contains information that is considered to be a
separate identifiable item. A file can contain a
document, a photo, a database, a program, a
spreadsheet, a recipe, a book, an email
message, a PowerPoint presentation, an
image, a list, etc.

It has a name, and some specifications
that define it.
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Terminology
* File
* Folder

A folder is a catalog or listing of a collection of
files that allow arbitrary groupings of files for easy
organization of your information. There can be
folders within folders (sub-folders) so that a
hierarchy of folders can be created. A folder may
contain a variety of different types of files, but the
names of files must be unique within a folder.

Terminology

* File name

Each file must have a name consisting of a title
or label and a code that defines what type of file
it is.

Each file within a folder must have a unique
name.
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Terminology
* File name
* File type (file extension)

The file type, or extension, is a three or more
character code that identifies the type of information
stored in the file. It tells the computer what format to
expect when a program tries to open a file.

Examples:

Jones.paf  Seattle Trip Expenses.xls MSWord.exe

Managing Computer Files.pptx Letter-2013-03-23.doc

Name Description Current Defauit
Extensions
386 Virtual device driver Unknown application
B 392 3GPP2 Audic/Video Windows Media Player
» 3gp 3GPP Audio/Video Windows Media Player
B 3gp2 3GPP2 Audio/Video Windows Media Player
= 3gpp 3GPP Audio/Video Windows Media Player
Tz 7Z File Prism Video File Converter
:;Bba 8BAFile Adobe Photoshep Elements 9
= 8bc BBC File Adobe Photoshop Elements 9
|/ 8be 8BE File Adcbe Photoshep Elements @
(%] 86f BBF File Adobe Photoshep Elements 9
- 8bi 8B File Adobe Photoshop Elements 9
| 8bp 8BP File Adobe Photoshop Elements 9
=) Bbs 8BS File Adobe Photoshop Elements 9
& 8bx 88X File Adobe Photoshop Elements 9
| 8by 8BY File Adobe Photoshop Elements 9
5 Bk 8LIFile Adobe Photoshop Elements 8
R aac ADTS Audio Windows Media Player
\e -30r ABR File Adobe Photoshep Elements @
e AQ Collaborative Working File Ancestral Quest
* a3 AC3 Audio QuickTime Player
& accda ACCDA File Microsoft Office 2010
M accdb ACCOB File Microsoft Office 2010
M .accde ACCOC File Microsoft Office 2010
W) accde ACCODE File Microsoft Office 2010
M .accdt ACCDT File Microsoft Office 2010
W .accdw ACCOW File Microsoft Office 2010
ad AutoCorrect List File Unknown application
i aco ACO File Adobe Photoshop Elements 9
5— \acrobatsecuritysettings Adobe Acrobat Security Settings Documant Adobe Acrobat
act ACT File WavePad Sound Editor

Microsoft Office Access Project Extension

Microsoft Office Access
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Name Description Current Default
T s Microsott Uttice bxcel Add-In Microsoft Uttice bxcel
B sdam Micresoft Office Excel Add-In Microsoft Office Excel
=} Microsoft Excel Worksheet Mi ft Application Vi DDE Launcher
) e Microsoft Excel Chart Microsoft Office Excel
M ad Microsoft Excel 5,0 DialogSheet Mi ft Office Client Vi Handler
@.xlk Microsoft Office Excel Backup File Mi ppli vir DDE Launcher
E Microsoft Office Excel XLL Add-In Microsoft Office Excel
& xim Microsoft Excel 4.0 Macro Mi ft Application \ DDE Launcher
[ s XLS File wlicons.exe
@.xlsb Microsoft Office Excel 2007 Binary Workbook Mi ft Appli DDE Launcher
g.xlslﬂml Microsoft Office Excel HTML Dy Mi ft Office Client V Handler
5] xdsm Microsoft Office Excel 2007 M Enabled Wer.., Mi ft Application | DDE Launcher
|| dsmhtml XLSMHTML File Unknown application
B dsx Microsoft Office Excel 2007 Werkbook Microsoft Application Virtualizstion DDE Launches
w.xlt Microsoft Office Excel Template Mi: ft Application Virt DDE Launcher
a adthtml Microsoft Office Excel HTML Template Mi Office Client Vi Handler
é] xltm Microsoft Office Excel Template Microsoft Application Virtualization DDE Launcher
Q it Microsoft Office Excel Template Mi ft Application | DDE Launcher
v Microscft Office Excel VBA Module Unknown application
= aw Mi ft Office Excel pace Mi ft Application \ DDE Launcher
B} leml Microsaft Office Excel XML Worksheet Mi ft Office Client Vi Handler
| xml XML Document XML Editor
dnk Exchange Shortcut Microsoft Office Outlook

XPS Document XPS Viewer

XrML Digital License Internet Explorer

Microsoft Office InfoPath Form Definition File Mi it Office InfoPatk

XSL Stylesheet Internet Explorer

Microsoft Office InfoPath Form Template Microsoft Office InfoPath

Office Data File Unknown application
=) aovid XVID File WavePad Sound Editor
|_| afsendtotarget Compressed (zipped) Folder SendTo Target Unknown application

Terminology

* Properties

JPEG image (iog)

1] Windows Photo Viewsr [ Change J
C\Users'\Richand\Fictres

412 KB {422,082 byrea)

416 KB (425,584 bites)

Seturdey. September 28, 2011, 43521 PM
Saturday. Septenber 24, 2011, 44023 FM
Saturday. Sectember 28, 2017, 43521 PM

[ClRestonty [ tdden [ Advanced_ |

[T =

ity

3BAM

behap C52 Wi

Aoory

elected for backup)

Cocal |
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Terminology
* Access

2 Richerd (RRs-¥in7Deskton\Rchard)
t"{ Admiristrators (RRs-Win TDesktop \Administrators)

To change permesaions, chek Edt [ ?ﬂ

Pecmissions for Everyone Alow Dery
Full control
Modfy
Read § exocute
Fesd

Sopesial penmissions

For special permissions or sdvanced setlings. click Advanced
w Advanced ‘4 )

Lok f[ Coes || =

Terminology

* Media — the type of storage device

* Shortcut — Alternative link to a file

* Library (Windows7) — Virtual folder

* Fragmentation — Non-contiguous file parts
* Security — File access limitations

* Relative addressing — Assumed folder hierarchy
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Terminology

* Program files — Applications (.exe files)

* Data files — Not program files

* Database — Data file with a structured format
* Lossless — Fixed resolution photo file

* Read-only — A file that cannot be modified

« Read/Write — A file that can be modified

Terminology

* Screen shot — an image captured from your
computer screen

* Text file vs Document — Raw text vs a formatted
document

* Others -7
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Disclaimer

The opinions expressed in this presentation are entirely those of the presenter and do
not represent the official position of the Silicon Valley Computer Genealogy Group.
Using these methods will not guarantee that you will never lose a file, nor that your
computer files will be well organized. There is no warranties expressed or implied by the
material in the presentation or the handout.

Managing Computer Files
Where to start?

What do you want to accomplish?
What makes you want to change?
How much change are you willing to do?

Do want to use Microsoft (Windows)
recommendations?

Do you use networking?
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How does Richard do it?

Windows Explorer (not to be confused with Microsoft Internet Explorer

= | 43 || Seowch Desitep

T*« Ubraries
=

R Richard
."A Computer
@ Network

= Recycle Bin
R

& FamilySearchindexing
o Contacts

o Desktop

o8 Downloads

- o Favorites modified: 8/15/2012 10:57 PM

o Links KB

o/ My Documents

{# My Documents

S My Music

= My Pictures i

Sl My Videos

W Rowrng w CardMinder

3 Saved Garnes ¢ Type Shortcut

@ Sesrches # FamilySearch Indexing
(B 1ype shocut

H Adobe Reader 9
L. Type Shortcat

Ancestral Quest 14 fieck 1171672012 7:43 PM
Type Shortcut
Carbonite InfoCenter fied: 10/1/2012 6:32 AM
Type Shomeut

ifed 12/13/2012 10:48 AM

Tied: 10/30/2011 5:01 PM

o Tracing
flect 11/17/2011 7:28 PM

-
3 ,“mpmu Google Earth
« & sqooazavo3 () B 5 snonest
) 2007-02-28-1745-28
o Address Database & 'j“"&s‘h ~ e 12/17/2012 7:45 PM
[ /pe Shorc

Ji AQ12-1 Setup CD (Temporary Folder)
= oified: 62302012 SAS PM

“3) Launch Biue Manager Suite

Computer

AO Temo
. . |

How does Richard do it?

* | do not use Libraries (Windows7)

| 4 Desktop
4 Libraries

s i:;’: Docurnents
> @l Music
" |l Pictures

Default libraries

4 A Richard

Keeps it simple

10
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How does Richard do it?

* | do not use Libraries (Windows7)

* | do not undo what Windows (or others) does on its

own > §% Videos
4 3 Richard
" o FamilySearchindexing
& Contacts
I o Desktop
I o8 Downloads
I g Favorites
o Links
> o My Documents

'@ My Documents .
< It’s a losing battle!

How does Richard do it?

* | do not use Libraries (Windows7)
* | do not undo what Windows does on its own
* | use the Root directory to organize my folders

g 1iauny
4 /% Computer
« £, sqoosszsvo () === Roo0t directory
o Address Database
AQ12-1 Setup CD (Temporary Folder)
AQ Temp
Astronomy
. BSM Newsletter
Classwork
DOCS
Document Downloads
Documents and Settings
Eudora Mail
Family History

The most straight forward

e 2 0 e 0 0 8 0 €

11
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We use a home network (or Local Area Network — LAN)

4 Computer (6)

"M JANET-WINT ’A" JZBNEWDELL
z(‘:—\‘ E \

"My MACBOCKAIR-7C20 ’A;’ RICHARD-LAP2
z“"\ £ '\q

i | RRS-A10-LAPTOP ‘A" RRS-WIN7DESKTOP
t%.‘?\: F3 ‘\

We use a home newtork (or Local Area Network — LAN)

o Richard Rands Folder accessible to every computer
4 . SharedDrive

2012 Reunion on our home network
Book Catalog
Bruteforce

CASE

Dads Files

Family History

FH Consuitants
FH PowerPoints
FitBit Logs
Hillview-Monday
Hillview-Tuesday
Janet

Little House

Los Altos FH Class
Los Altos FHC
Misc

NIGS

Old_XP_Files
SVCGG

Temp

2 f 2 8 2 0 . 2 2 2 0 8 C 2 . 0 0 0 8.0

Unknown Rands Data
o SV-CGG

12
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Deciding where to keep files

 Start at the Root Directory or the (c:) drive

* Create folders and sub-folders that reflect how you
allow your computer to interact with your life-style

* Issues: Work vs Personal

* Visibility (avoid “out-of-sight-out-of-mind”)

* Finances, hobbies, avocations, church, volunteer, family,
etc.

* It should be changing frequently

How Miicrosoft does it: Documents, Music, Pictures, Video

—

= r&‘}'braﬂes " o | My Documents J o Users
:. “ :Aocuments > ant My Music o Guest
& @ Music ‘
"x| Pict > g My Pictures o Public
i | Pictures '
b E Videos ol My Videos > & Richard

13
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| &

Use the “Save As” function to put a file in a
specific folder

& Computor

o, Recentllems
HE Deskop
|

Recant Places 4 Uibraries
| A Richard
. w& Homegroup
Deskop 1% Computer 010t Office Click-to-Run
E & oscy (Protected] (Q)
§ SharedDrive
- |, FamilyHistory
Litradas ] DVDRW Ditve (©)
[ e Deatop E ()
‘& 3 My Book (L)
Computar s Microsoft Office Clicieto-Run 2010 (Protected) (|

a L. Janets Public
m Agnone Files

ol

R
3 Canareconetamiyhiston\Cal_anson_vamey ag
20 dlaesh

A

5 2 / edory\ag datal
§ C\SharealnveiF amilyHisionQ UastenRancs Mastec Fila ag

Network Class Flles
Genvatogy

Office 2003
Power Point Files
Utitdties

o )

Save as type. Iao Databases (" ac) :J

Recommendations for File Folders

« Separate Program Downloads (Install files) and
Program Files (Installed programs) from Data Files

o Program Downloads 10/22/201212:15,,,  Filefolder
| Program Files 12/15/2012 10:49 .. File folder
.. Program Files (x86) 12/22/20129:38 PM  File falder

* Do not hide file extensions in Folder Option settings

14
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Managing the content

* Be very careful when saving files to avoid
overwriting a file

Unless you know what you are doing, always use
Save As instead of Save

Keep working files in a Temp folder

Include a date or version number in the file name

Example: RandsMasterAQ_2013-01-12.aqz

Backing up

* Manual Backups
— After changes
— On your hard drive and on an external media
— Off site, protected
— Requires constant attention

* Automated Backups

— Saves lots of mistakes

15
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http://www.thetop10bestonlinebackup.com/

meBEST | () ONLINE BACKUP S —

_ Online Backup Industry Review

myPC EXENE
s

+ $88
i zip cloud

- N

. - 2
8

File naming

Develop a comfortable, consistent method

Name should reflect the content

Don’t use very long names

Let the system add the extension

Avoid using the following characters: \/:*?"<>|,,

16
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&=/ Cowley_Ann_1802Birth.jpg 8/28/20116:24 PM  JPEG image 431 KB
&=/ Cowley_Henry_1808Baptism.jpg 8/28/2011 9:10 AM  JPEG image 393 KB
&= Cowley_Henry_1827Marriage.jpg 8/28/2011 5:58 PM  JPEG image 1,143 KB
#=| Cowley_Henry_1851Census-pgl.jpg 8/28/2011 9:07 AM  JPEG image 504 KB
&= Cowley_Henry_1851Census-pg2.jpg 8/28/2011 9:08 AM  JPEG image 503 KB
&= Cowley_Henry_1861Census.jpg 8/28/20119:09 AM  JPEG image 497 KB
&= Cowley_Henry_1870Burial.jpg 8/28/20116:14 PM  JPEG image 931 KB
= Cowley_James_1776Marriage.jpg 8/29/2011 5:23 PM  JPEG image 1,286 KB
&= Cowley_James_1777Birth.jpg 8/29/2011 6:07 PM  JPEG image 1,188 KB

Name : Date modified Type Size

| Small Headstones 5/4720111:35PM  File folder

& Catale_Albert_Headstonejpg 10/30/2010 2:38 PM  JPEG image 207 KB

&= | Catale_Albert_WeddingAnnniversary.jpg 8/21/20109:21 PM  JPEG image 42KB

| Catale_Albert-Theresa_Headstone,jpg 10/30/2010 3:47 PM  JPEG image 217 KB

\&=| Catale_Anthony_Father_Headstonejpg 10/30/2010 3:28 PM  JPEG image 434 KB

= Catale_Anthony_Obit1962,jpg 8/21/20109:02 PM - JPEG image 41 KB

&= Catale_Anthony_Son_Headstone.jpg 10/30/2010 245 PM  JPEG image 102 KB

|=| Catale_Charles WWI-DraftRegistration.jpg 11/17/201011:38 ..,  JPEG image S3KB

| Catale_Family Plot_Headstones.jpg 10/30/2010 258 PM  JPEG image 308 KB

& Catale_Florence_Headstone,jpg 10/30/20103:35PM  JPEG image 149KB

&= | Catale_Frank_Albina_Headstone.jpg 10/30/2010 3:55 PM JPEG image 181 KB

| Catale_Frank_Headstone,jpg 10/30/2010 3:05 PM  JPEG image 261 KB

\&=| Catale_Frank_Headstone_Military-medalion.jpg 10/30/2010 3:07 PM  JPEG image 28 KB

= Catale_Jennie_Headstone,jpg 10/30/2010 3:43 PM - JPEG image 140 KB

&= Catale_Maria_Obit1950.jpg 8/21/20109:52 PM  JPEG image 73KB

= Catale_Mary_Headstone,jpg 10/30/2010 3:25 PM JPEG image 330 KB

| Catale_Patsy_Headstone.jpg 10/30/20103:33 PM  JPEG image 155 KB

@ Catale_Tony&Mollie.pdf 8/7/201011:38 PM  Adobe Acrobat D... 398 KB

| Catale_Tony_1910Census.jpg 7/4/2010 8:58 AM JPEG image 565 KB

| Catale_Tony_1920Census.jpg 7/4/2010 1:24 AM JPEG image 1,237 KB

\&=| Catale_Tony_1930Census.jpg 7/1/2010 9:56 PM JPEG image 740 KB

17
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Keywords

Part of the file properties
Searchable information

& CapeTown1850.,jpg
B CaptTcwnlESD -2ipg i

S P

1412003739 PM  JPEG image
11172013740 PM  JPEG image

File details in an accompanying document file

e

[#] Ship_Nonantum_docked-at-NYC.doc

Microsoft Word D,..

1/11/2013 815 PM

40 KB Watercolar Painting Dovwntown
25KB Drawing landscape bayview

1443 KB

5/27/2011 817 PM  Adobe Acrobat D...

1397 KB

|@ Ship_Nonantum_docked-at-NYC.pdf

" ouny TAmIRG TUSME Nay i .

Ship Nonantum docked at NYC
New York Daily Tribune
Tuesday, 19 May 1868

Bottom right corner

Port-@arden's Potice,

The designation of the wharf or slip where the Nonantum was
docked is Coe's which may have been Coenties Slip on the East River

18
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which was in existence from at lease 1772. In 1835, the slip itself was filled in,
but a stereograph taken in 1876 shows its extension still in use as a wharf.

e a3y

File:Coenties Slip. N.Y, from Robert N. Dennis collection of stereoscopic views jpg

o L e The a2

L
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