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How to Organize an Electronic Filing System

Much as you might use afiling cabinet and file folders to organize paper documents, you can use your computer
as an electronic filing system to manage digital files including photographs and documents. Choose what files
you want to...

Method 1 of 2:

Creating a File System on Windows

Yellis

How

Choose what files you want to organize. To select multiple files that are listed together in Windows
Explorer, click thefirst file you want to select and then hold 2 shift. and click the last file.
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Choose a location for thefiling system. Windows has default main folder names such as My Documents,
My Pictures, and My Music or you can choose where to create the folder.

(€ o A -
e Desichop

' Decumenty
i Downlcads
& Musiz

= Pictures

H Videos

B void {voidoid)

B Local Digk (C)
e Local Disk {Ix)

W Mebwork

3.

15 g

&)
."I
®
B

L]
=2

Shortout

Microzodt 2
Contact
Ieflcressodt W
Feurnasl De<u

oou

Pictures

Miicreaodt PowerPoint Presentation

Meacrescdt Publisher Document
el AR archivg

Teeet Dogument

Mecreoft Excel Workshert
WeRAR JIF aichirg

w

cat i jpg

cat P_;p-g-"

Wi

Sort by

Group by

Befresh

Ciitomane this folder._
Paste

Paste shoricut

Undo Remame

Share with

& Shared Foldsr Synchranitstnses

Mew

Prcperties

e+

cat Bipg

catiipg

cat Bipg catfigg

ot 10pg W

wiki

Createa new folder. Thisfolder will serve as your filing cabinet, holding other organized subfolders.

Click New .

agrwdpE

Press 2 Enter .

Click Folder . The folder name New Folder is highlighted.
Type the folder name you want to use.

In Windows Explorer, right click where you want to create the folder.
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Add subfoldersto your main folder. Double-click the main folder name to open that folder. In the same
way you created the main folder, create subfolders to organize your files.
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Movethefilesinto the new folders. Y ou can open two versions of Windows Explorer side by side and
then drag files from the original location to the new folder.
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Backup your organized files. Use Windows Backup to regularly copy them to an external hard drive or

to acloud server. If your computer hard drive fails, you can use your backup to restore the filesto a new
hard drive.

1. Click Start.

2. Inthe search box, type Backup.
3. Click Backup and Restore.

4. Click Set up backup and follow the steps in the wizard.
Method 2 of 2:

Creating a File System on Mac




Choose what files you want to organize. To select multiple files that are listed together, click thefirst file
you want to select and then hold 2 shift' and click the last file.

1. Control-click one of the files and then click New Folder with Selection .

2. Type aname for the new folder.

3. Press?Return .

Add subfoldersto your main folder. To open the main folder, press and hold ? Command' while you
double-click the folder. In the same way you created the main folder, create subfolders to organize your
files.

Name:

P—1 Available: —

j _ ‘Didest Backup: December 22, 2008
Latest Backup: Today, 1:52 PM

Dptiens.. Hext Backup: Today, 3:35 PM

:-l:hl.ngt Disk...

Time Machine o wachiee keeps

& Hewrly backups for the past 24 hours
= Daly Backups for the pase mosth

OFF -j O = Weekly backups urtil your backup disk is full

EShn.v Time Machine status in the meny bar

i_P Click the lock to prevent further changes., @

Backup your organized files. Use Time Machine to copy them to an external hard drive, to Time
Capsule, or to an OS X server an your network. If your computer hard drive fails, you can use your backup
to restore the filesto anew hard drive.

1. In the Time Machine menu, click Time M achine Pr efer ences.[1]



Click the Select Backup Disk button.[2]

3. Choose where you want to backup your files. This may be an external hard drive or Time Capsule.
Select the drive and click Use Disk.[3l

4. 1f you want to backup on multiple drives, you can select Add or Remove Backup Disk and this

will give you the option to add another backup device. Thisis an optional, additional safety step.[4]
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Y ou finished reading the article "How to Or ganize an Electronic Filing System" edited by the TipsM ake
team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search for similar
articles on tips and guides. Thank you for reading and for following us regularly.
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