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The two rules of storage

Your files expand 
to 110% of 

capacity

If you have plenty 
of storage, it will 

not last
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Real-world tips to manage disk space, 
files, photos and videos

My phone / 
tablet / computer 

has run out of 
space. What do I 

do?

How to find what 
you want

PLAN

AHEAD GOOD 

STRUCTURE
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Today’s plan
Give our files helpful names

Arrange our files in folders that work well

How to identify large files

How to offload files

Photos best practice
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What we need to do

Have a strategy Manage storage 
as you go along
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Components of our strategy
FILES
• How to name files
• How to organize files
• Identifying large rogue files

• Version numbers
• Offloading files to external disks

PHOTOS
• How to manage photos
• Tags and albums (why they work 

well and are efficient)

• Face identification
• Write a journal so you know what 

the files are
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File names

• Problem: Computers can lose the date created and date modified
Result: don’t know age of files or photos
• Solution: rename files meaningfully, with date and contents in file name

IMG_6940.MOV  or  2025-11 stuck propeller shaft.MOV
• Much work, but using renaming tools can help.

• Windows: I recommend ancient, brilliant and free A.F.5 
http://fauland.com/download.htm

• Mac: use the renaming built into Finder
• iPhone: FileBrowser Professional by Stratospherix £14.99
• Use special characters in the file name if you like: ! % & * @ and more

http://fauland.com/download.htm
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Best practice example - photos

• You return from holiday with four memory cards, covering different 
days
• Alert! Some cameras restart numbering when you change cards

Result: potential files with the same name. e.g. DSC001.jpg
• What to do
• For each card, rename all files 

“2025-11-11 u3a holiday Chineham DSC001.jpg” DSC002/3/4… etc.
• Now, wherever your file goes, you know when it was taken and 

what the content is
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How to organize files

• As you go along, put files into folders and 
subfolders
• Try to limit your top folders to no more 

than two screens vertically. Do this and 
filing is a pleasure
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Identifying 
large 
forgotten 
files - Mac

• Mac – my favourite -
Grand Perspective

• Sourceforge for free or from 
the App Store for $2.99. 

• Alternatives
https://alternativeto.net/softw
are/grandperspective/

https://alternativeto.net/software/grandperspective/
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Identifying 
large 
forgotten 
files - iPhone
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Identifying 
large forgotten 
files –
Windows

• Alternatives
https://alternativeto.net
/software/grandperspec
tive/

https://alternativeto.net/software/grandperspective/
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Identifying 
large 
forgotten 
files  -
Android

•https://www.guidingtech.
com/best-apps-to-find-
large-files-on-android/
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Alternative storage
• Amazon Prime – free photo storage
• Buy a disk

Now £160. Elements External 
Hard Drive, USB 3.0 

compatible, Easy add on 
storage for all your pictures, 

videos, music and documents.
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Alternative photo storage for the brave
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Questions and future topics?



u3a


