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Aspects of managing files
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• 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
• 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
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Terminology
• Properties
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Terminology
• Access

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 - ?
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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.

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

How does Richard do it?
• I do not use Libraries (Windows7)

Default libraries

Keeps it simple
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How does Richard do it?
• I do not use Libraries (Windows7)
• I do not undo what Windows (or others) does on its
own

It’s a losing battle!

How does Richard do it?
• I do not use Libraries (Windows7)
• I do not undo what Windows does on its own
• I use the Root directory to organize my folders
Root directory

The most straight forward
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We use a home network (or Local Area Network – LAN)

We use a home newtork (or Local Area Network – LAN)
Folder accessible to every computer
on our home network
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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 Microsoft does it: Documents, Music, Pictures, Video
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Use the “Save As” function to put a file in a
specific folder

Recommendations for File Folders
• Separate Program Downloads (Install files) and
Program Files (Installed programs) from Data Files

• Do not hide file extensions in Folder Option settings
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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
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http://www.thetop10bestonlinebackup.com/

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: \ / : * ? " < > |.,
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Keywords
• Part of the file properties
• Searchable information

• File details in an accompanying document file

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

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
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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.
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