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QUESTION ...

don’t know where to find a file”?
wasting time looking for lost files?

not sure how and where to save files?
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AGENDA

Folders (sub folders) & Files (extensions)
Creating practical folder structure

File Locations | Cloud Platforms
Organise Files: Move | Copy

Search | Views

Backups 2
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TIP OF THE DAY




When SAVE ?

New document

New spreadsheet Immedlately
| before

New presentation start

Email attachment typing




Relevant Where?
Remember / Recognise Computer / Cloud
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Folders: structure - example
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— Contracts

— Reports

= Presentations




Relevant Where?
Remember / Recognise Computer / Cloud
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Files: naming - example

Client Proposals:
Client ABC Project Proposal 2024

Client XYZ Sales Pitch Q1 2024 Kee p

Financial Reports: t
Q1 Financial Report 2024 I
Annual Budget 2023

Marketing Documents: Short

Social Media Campaign Plan 2024
Marketing Budget 2024 Q1




FILES (types)

Word = document .docx FILE EXTENSIONS
Excel = spreadsheet .xlsx

PowerPoint = presentation .pptx

Image Photo Picture Graphic .jpg .jpeg

Portable Document Format .pdf

Handout




Document File Extensions

.doc / .docx — Microsoft Word Document
Jpdf — Portable Document Format

ixt — Plain Text File

.0dt — OpenDocument Text Document

Itf — Rich Text Format

Xls / xIsx — Microsoft Excel Spreadsheet

ppt/ .pptx — Microsoft PowerPoint Presentation




Image File Extensions
Jpg /.Jpeg — JPEG Image
.png — Portable Network Graphics
.gif — Graphics Interchange Format
bmp — Bitmap Image
1iff — Tagged Image File Format

.svg — Scalable Vector Graphics




Audio File Extensions
.mp3 — MP3 Audio

wav — Waveform Audio File
flac — Free Lossless Audio Codec
.aac — Advanced Audio Coding

.0gg — Ogg Vorbis Audio




Video File Extensions
.mp4 — MPEG-4 Video
.avi — Audio Video Interleave
.mkv — Matroska Video
.mov — Apple QuickTime Movie

wmv — Windows Media Video




Compressed/Archive File Extensions

.ZIp — ZIP Archive

rar — RAR Archive
.7z — 7-Zip Archive
tar — Tape Archive

.gz — Gzip Compressed Archive




Executable File Extensions

.exe — Executable File (Windows)
.bat — Batch File

.Ssh — Shell Script

.app — Executable File (macOS)




Web File Extensions
html / .htm — HyperText Markup Language File

.css — Cascading Style Sheets File
Js — JavasScript File
php — PHP Script

xml — Extensible Markup Language




Programming File Extensions
.py — Python Script
Java — Java Source Code File
.cpp — C++ Source Code File
.cs — C# Source Code File
.r'b — Ruby Script

Json — JavaScript Object Notation File
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File extensions: Hide / Show

Folder Options X

File Explorer: View tab =« ==
chmapplyrht'ysp‘;i?w (such as Details or Icons) to
| Applyto Folders | Reset Folders

L
L
E

Options Advanced settings:
i [C] Aiways show icons, never thumbnails "

[[] Aways show menus
Change folder and search options |>!. [ Display file icon on thumbnails

[ Display file size information in folder tips
[[] Display the full path in the title bar
Hidden files and folders
(® Don?t show hidden files, folders. or drives
(O Show hidden files, folders, and drives
[ Hide empty drives
%] Hide extensions for known file types
[ Hide folder merge conflicts
[ Hide protected operating system files (Recommended) Vv

Adobe Acrobat Create PDF Toolbar




Relevant Where?
Remember / Recognise Computer / Cloud




File Explorer: File Locations

# Quick access v Folders (7)

@ OneDrive - SCA - Computer Software Trair

v [ This PC - - —=
-3 3D Objects
Il Desktop 3D Objects Desktop = Documents
% Documents v Devices and drives (1)
& Downloads
D Music --
&=/ Pictures ..

- B Videos ‘

‘%= Local Disk (C:) Local Disk (C:)

@ Network

3 D =

Downloads Music Pictures







Microsoft 365

@ sH

OneDrive SharePoint




Home Share View Clou
Pin to Quick Copy Paste Move Copy Delete Rename New

File Explorer: organise Folders/Files
= ch Cut X =F
access |#] Paste shortcut tor to-~ v folder

w.. Copy path
Clipboard

Organize




File Explorer: View

Home Share View

lj TH Preview pane = Extra large icons & Large icons slsl Medium icons I
& smallicons  EEE List °== Details =

Navigation [TH Details pane & . o=
pane~ sﬁ.- Tiles E;__ Content

Panes Layout




File Explorer: Search

Home Share View Search Cloud Storage

. Current folder E E'.',—_-] Kind v 6’-‘ Recent searches v
= All subfolders L] size ~ :-| Advanced options ~
This : Date : _ Op
PC y Segrch again in modified v = Other properties ~ m Save search loc

Refine Options




File Explorer: Search

v o [ s x

.docx XIsSX PPtX JpPg .jpeg pdf

FILE EXTENSIONS




External Backups




External Backups

e Show All Time Machine Q, Search

Select Backup Disk...

Time Machine

OFF m ON Time Machine keaps:

» Hourly backups for the past 24 hours
« Daily backups for the past month
» Weekly backups for all previous months

The oldest backups are deleted when your disk becomes full.

Show Time Machine in menu bar Options...

?




Clean out

Recycle Bin
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