	[image: image4.wmf]
	[image: image2.png]File Manaaement







[image: image1.png]iSisters"



Five (5) File Management Quick Tips
Developing good file management habits helps you work more efficiently.
 It also reduces the stress of not being able to find your files!

1) Use My Documents 
This handy folder is already organized with sub-folders that are labeled My Pictures, My Video, My Music etc. 

2) Use A Naming Convention for Filenames
Using a naming scheme, such as including the date, can help you manage you collection of files over time.  For example, a resume created within Microsoft Word could be given this filename: resume-aug25-07.doc

Avoid using punctuation and special characters such as */ \ ? & % $ # @
Windows Explorer will not understand the filename

3) Keep Filenames Short But Meaningful
The shorter the filename, the easier it is to see within Windows Explorer.


4) Separate Files That Are “In Progress” From Completed Ones
If you create separate Working and Final folders, this will prevent you from becoming confused between different versions of a file. Also, you may wish to change your document back to the way it was at a previous point. 

This system allows you to keep all versions—just in case. You can always delete earlier versions when you are confident that you wouldn’t use them again.


5) Avoid Large and Deep Folder Structures
When saving folders within folders, avoid saving too many folders within folders. Otherwise, you will be clicking forever in order to find what you are looking for.
Try not to go deeper than 3 folders. For example:

Tutorial.doc > Courses > Build Your Career > Tutorials

[image: image2.png][image: image3.emf] 

 

iSisters Technology Mentoring © 2007 www.isisters.org                              
- 1 -

[image: image4.wmf]