CAWEE Acclaim Quarterly - September 2008 Page 1 of 2

CAWEE

CAMADIAN ASSOUIATION
OF WOMEN EXECUTIVES

acclaim:

quarterly news issue 27 september 2008

WHAT'S INSIDE

Get Organized - And Ge1_-\
Growing! Cluttertalk with
Maxine The Maximizer

Mission Statement

President’s Message

The Woman Within -

Patty delLaat

Here We Grow Again!

CAWEE Meets

Your Voice - Keeping Your
Computer Organized

Members” News and Notes

AGM Update

CAWEE Exclusive

Final Words

http://www.cawee.net/images/Acclaim/Acclaim_September_08/yourvoice.html

YOUR VOICE

broaden your perspectioe

KEEPING YOUR COMPUTER ORGANIZED
by Joy Neuhold

There’s a reason why the terminology for computers (files and folders)
is the same as for your office. If you like to keep your office files
sorted and filed away properly you'll likely have done the same with
your computer files. On the other hand, if you use the top of your
dining room table, filled with papers in no particular order, as your
filing system, you've likely done the same with your computer; files
and folders strewn randomly across your Desktop and My Documents
folder. Where do you start?

Categorizing

Think from the top down — What are the primary things in my life | use
my computer for? Work? Household? Photos? Hobbies? Games?
Think of broad categories like these and make them folders in your
My Documents folder.

Now think from the bottom up — Take all your individual files that are sitting on your Desktop or
My Documents folder and ask yourself, are any of these similar in some way? If so, create a
folder and put all those files inside. Then put this folder inside one of your broad category
folders. Do you have a bunch of letters to family sitting on your desktop? Create a folder called
Family Letters and put them all inside. Now think about what broad category the Family
Letters folder belongs in and put them there. Everything in your life should be able to fit into
the broad categories, so don’t leave any individual files sitting on your desktop or the root of
your My Documents folder.

Long Term Storage

You don’t want to delete the spreadsheet you used to add up your tax receipts 3 years ago,
but you don’t exactly need to access it on a regular basis. The more files and folders you have
lying around the more confusing it is, even when it's well organized. So create a broad
category called Historical, or something similar, and put all your folders containing files you
don’t use often in there. Zipping those folders will save hard drive space.

Managing Shortcuts

Every program and its brother wants to put a shortcut on your Desktop AND Start Menu. Go
through all these and determine which ones you don’t use on a regular basis. Removing these
from your desktop will make things much less cluttered.

Use your Desktop as a... Desktop

Have different types of shortcuts on your desktop (some to games, others to programs for
work, etc)? Who arranges everything on their real desks in order of creation from the top
down? Why not right click on the desktop and turn off the Auto-Arrange feature? Now you can
drag shortcuts around your screen and they’ll stay where you drop them. Maybe put all your
game shortcuts in the top right and all the Microsoft Office programs in the bottom left, and so
forth.

In The Future
Name stuff — Don’t call new files “temp” or “Document 1” - give them descriptive names so
you'll know at a glance what they are. Make sure you save them in your new folders.

Clean out your Recycle Bin regularly — Stuff in there is just taking up space. Empty it on a
regular basis or just skip that step and press Shift+Del whenever you delete something to
bypass the Recycle Bin and permanently delete things (make sure you really want to delete
it).

An organized computer saves you time when working and gives you easy access to the files
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you need to be successful.

Joy Neuhold is a Certified Adult Educator who has spent the last 5+ years helping computer
users throughout Canada improve their skills by conducting one-on-one training sessions both
online and on-site. As an entrepreneur, she built JN Software Consulting from the ground up
into a business that now helps numerous medium business, small business and individual
clients meet their Software Training, Website Design and Database Development needs. Try
out JN Software Consulting's www.jnsoftware.ca free downloads for Microsoft Office tips and
tricks. Be sure to click on www.jnsoftware.ca/month_tips.php ASK JN for the Microsoft Office
tip of the month.
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