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Do we really need all these 
back issues of U3A 
Newsedit dear??
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A Computer Filing System

• Drives - Usually the physical Hard drive

• Folders  - containers to put your files or other folders

• Files - the documents, pictures, music,spreadsheets etc

• Mobile phone – uses the same principle with folders and files

• Eg phone/DCIM/Camera/    will contain your photos

• phone/pictures/screenshots/   contains screenshots



Windows filing system

\documents

\Pictures

\Downloads

C:

C:\USERS

C:\USERS\name

=My Documents

=Pictures

\Desktop

=Download

=Desktop

Use Windows File Explorer – It’s your friend!



Avoid nesting too much – becomes hard to find things 

C:\users\name\documents

My Documents

Household accounts

Tax returns

C:\users\name\documents

My Documents

Household Accounts

2024

Holidays

Tax returns

2025

Tax returns

Deep nestingShallow nesting



Journaling – helps record useful info about the folder’s 
content.

C:\users\name\documents

My Documents

Household accounts

Tax returns

Holidays

Holidays

Ibiza 2022
Notes.txt (journal)
Booking docs
Hotels info

Austria 2020
Notes.txt (journal)
Booking docs
Hotels info

Austria 2020
Notes.txt (journal)
Booking docs
Hotels info
Visa info



To create a quite notes journal I use file 
explorer.

X

Right click in the white space within the folder.
Then from the menus as shown select NEW, TEXT 
document.
This will suffice for simple text notes with a simple editor 
that opens when you open the notes.txt file you create.



Computer/phone pictures contain additional 
information.  (Meta data)  



Photo viewers apps use Indexes and Tags to 
give different album views.

Holidays

People

Places

There is no need to sort photos into subjects as they can be tagged to access them.
A single photo may appear in more than one album without being copied.



Try this Android app for tagging photos 

There’s no free lunch though. Either free version with Ads  (bar at the bottom of screen) or paid pro 
version removes ads about £17.  This app supports putting on your own tags and view by location.


