%

%

CLEARING AND CLEANING

UP FILES ﬁ

k’
A




| asked you ALL recently what type devices you

use i.e. PC/Desktop or Tablet/Smart phone

WHY...cceereececeseccecces | i |
These two types of computer use totally different ' v v

methods of file structure.
The file structure of a regular computer/desktop/ | | I | l

laptop is organized in a hierarchical system that SR | ﬂd

allows for efficient storage, retrieval, and
management of files and directories.
The tablet/smart phone we'll look at later.

BASICS:The root directory is the topmost directory in a file system. It is the starting point from
which all other directories and files branch out. In most operating systems, the root directory is
represented by a single slash (/) or a drive letter followed by a colon and backslash (e.g., C:\) in
Windows.



Directories, also known as folders, are containers used to organize v Finance

files and other directories. Directories contain: v Budgets

Files: Files are the basic units of storage on a computer. Each file 2015

has: 2016
2017

e Filename: The name of the file, which usually consists of a base

name and an extension (e.g., document.txt). v Invoices
2015
o Extension: A suffix that indicates the file type (e.g., .txt for text 016
files, .jpg for images).
iPY ges) v [ 2017
01 - January
02 - February

J3 - March



.docx - Microsoft Word document
Xlsx - Microsoft Excel spreadsheet
.jpg - JPEG image file

.pdf - Portable Document Format
.mp3 - MP3 audio file

Zip - Compressed archive file

The file extension is crucial for proper file handling and compatibility across different software
and operating systems.



CLEARING & CLEANING FILES

Clearing and cleaning files can help improve efficiency and make it easier to find what you need.

Create a Plan
Decide on a folder structure that makes sense for your files. For example:

e Documents: Work, Personal, Receipts, Projects

e Media: Photos, Videos, Music =

Tools

e Downloads: Sort by file type or purpose I ' I I

‘ o
One.txt Twotxt | Format Stats Oid

 Applications: Organize by usage or type



Delete Unnecessary Files
Remove files you no longer need:
« Temporary Files: Use built-in tools like Disk Cleanup (Windows) or CleanMyMac.

 Duplicates: Use tools like Duplicate Cleaner (Windows) or Gemini (Mac).

 Old and Unused Files: Manually review and delete files you haven’t accessed in along time.

Never delete program files

If you need to remove a program & its files you've installed then you must uninstall i«
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Find a setting

System

[J Display

@) Sound

D Notifications & actions
& Focus assist

(') Power & sleep

3 Battery

L8  Tablet
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i Multitasking

Projecting to this PC
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Shared experiences

Storage

you don't need, like temporary files and content in your recycle bin.

Storage Sense can automatically free up space by getting rid of ﬁle<

@ or

Configure Storage Sense or run it now

OS (C) -914 GB

286 GB used

627 GB free

This is how your storage is used and how you can free up space.

Pictures

1
Manage the Pictures folder

Apps & features

Uninstall unused or undesired apps & features

Music

I
Manage the Music folder

Desktop

I
Manage the Desktop folder

Temporary files

I
Choose which temporary files to remove

99.9 GB

44.2 GB

33.3 GB

27.8 GB

18.4 GB

Storage Sense can automatically free up space by getting rid of files
you don't need, like temporary files and content in your recycle bin.
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Configure Storage Sense or run it now
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Clearing Delivery Optimization cache
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Automate the Process (for the more advanced)
Use tools and settings to keep things organized automatically:

« Downloads Folder: Set rules to automatically move files from your Downloads folder to
appropriate folders.

 Cloud Storage: Use services like Google Drive, Dropbox, or OneDrive to sync and organize
files.

e File Management Tools: Use tools like File Juggler (Windows) or Hazel (Mac) to automate file
organization based on rules.

Regular Maintenance

Schedule regular times to clean and sort your files, such as monthly or quarterly, to prevent
clutter from building up again.



Tablets & Smart Phones

The file structure of an Apple iOS system (or Android with non Apple) is significantly different
from traditional file systems like those on Windows or macOS computers. iOS, the operating
system for the iPad/iPhone, uses a sandboxed environment to manage files and apps.

App Sandboxing

The term “sandbox” is aptly derived from the concept of a child's sandbox—a play area where kids can build,
destroy, and experiment without causing any real-world damage. Similarly, a digital sandbox allows
experimentation and testing without repercussions outside its confined space.

Each app on the iPad/iPhone operates in its own sandbox, which means it has a dedicated
directory where it can store its files. Apps cannot access the directories of other apps directly.
This ensures security and stability.



User files and data are stored within the app’s sandbox.

Each iOS app operates within its own sandbox

Here's a typical structure within an app's sandbox: P —

« Documents/: User-generated content and files the —\#A MyApp.app

app creates. (g [ ™. Documents
= Library

e Library/: App-specific files and preferences. - — L tmp

o Caches/: Temporary data that can be recreated if App Sandbox
needed. Gm._..

o Preferences/: User preferences and settings. App Sandbox

- App

 tmp/: Temporary files that are not needed after the =

app terminates.

The file structure of an iPad/iPhone is designed to be secure and user-friendly, abstracting
the complexities of traditional file systems. By using sandboxing and the Files app, iOS
ensures that users can manage their files easily while maintaining a high level of security
and stability.



k| FastStone Photo Resizer 4.3

File Skin Help

Batch Convert Batch Rename

29 Folders, 0 Files

IC:\Users\44777\Picmres\

A couple of free applications that | use for file control

Name = Size

l 50th anniversary

Alfaix 2022
Alfaix 2023
Alfiax 2020
Apowersoft
Bologna 24
Camera Roll
France 2019
iCloud Photos
Italian book
Krakow

La Gomera 2019
Lisa 50

Lisa birthday pics
Logitech Webcam
Majorca 2022
Picasa

Pictures
Portugal
portugal 2020
Saved Pictures
Scans

Tigh Mor nov 13

<

Item type

File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder

Date modified ™

25/09/2020 1
10/05/2023 1
10/05/2023 1
25/09/2020 1
28/11/2023 1
01/07/2024 1
06/08/2019 1
25/10/2019 1
17/08/2019 1
07/04/2021 1
25/10/2019 1
30/10/2020 1
04/08/2020 1
04/08/2020 1
09/07/2020 0
10/05/2023 1
31/05/2020 1
29/04/2020 1
10/05/2023 1
25/09/2020 1
06/08/2019 1
28/05/2024 1
25/09/2020 1 v
>

Add =»

Add All =

Remove

Clear

Output Format: | JPEG Format (*.jpa)

Preview

All Image Formats (.jpg;*.jpe; *.jpeg; =.Jfif; =.bmp; *.aif; = tif; .tiff; =. fax; *. cur; %.ico; *.png; =.po; *.J

= O X

Input List: 0 Files Sort Files By: | No Sort v
v Settings

Output Folder: |C:\Users\44777\Desktop\Resize v Browse

|:] Use Advanced Options ( Resize ...)

|:] Rename

[Juse UPPERCASE for file extension

Keep original date / time attributes

Ask before overwrite N

Display error messages . & J | ’ Convert

Close
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¥¥ Revo Uninstaller 2.4.5

Uninstaller

Photo Resizer

k| FastStone Photo Resizer 4.3

¥¥ Revo Uninstaller 2.4.5 - O X
¢ . ‘_l :/’ pres— = &
Uninstaller WK‘:::/S Tools Hunter Mode Options | Uninstall Refresh  View Help Upgrade to Pro-$14.99
Application | Size Version | Type | Install Date v| Company | Website [ Comment -
? RoboForm 9-6-1-1 (All Users) 20 MB 9.6.1.1 32-bit 707/2024 14:04:¢ Siber Systems https://www.roboform.c...
ATy :
Any Video Converter 6.3.8 156 MB 6.3.8 32-bit 1/10/2020 18:26:¢ Anvsoft
4" ) B
Q| Printer Registration 9MB 1.9.1 32-bit 1/10/2023 08:10:( Canen Inc.
@ Canon |J Printer Assistant Tool 45 MB 1.00.1.51 32-bit /1072023 07:49:¢ Canon Inc.
= | _
f Canon My Image Garden 702 MB 3.64 32-bit 1/10/2023 07:55: Canon Inc.
E \Q Canon My Image Garden Design Files 615 MB 3.6.0 32-bit 1/10/2023 07:56:: Canon Inc.
s
Q' Canon TS5100 series On-screen Manual 13MB 1.1.0 32-bit 1/10/2023 07:54:" Canon Inc.
N
g‘él Canon Inkjet Printer/Scanner/Fax Extended Survey Program 7MB 6.5.1 32-bit 1/10/2023 07:42: Canon Inc.
ﬂ Canon Quick Menu 19 MB 2.85 32-bit 1/10/2023 07:56:¢ Canon Inc.
| y Canon |) Network Scanner Selector EX2 gMB 2.0.5.3 32-bit 1/10/2023 07:49:: Canon Inc.
i ‘__‘I Canon lJ Scan Utility 79 MB 1.4.0.16 32-bit 1/10/2023 07:49:: Canon Inc.
Driver Support One 167 MB 1.2.7321.21245 32-bit 1/10/2020 18:26: Asurvio, LP https://accountportal.dri...
s
Q' Canon Easy-WebPrint EX 18 MB 1.7.0.0 32-bit 1/10/2023 07:57: Canon Inc.
! FastStone Photo Resizer 4.3 5MB 43 32-bit 1/10/2020 18:26:+ FastStone Soft.
Gﬁ Free M4a to MP3 Converter 9.7 9 MB 32-bit 1/10/2020 18:26:+ ManiacTools.com |https://www.ManiacTooIs.comI .
4 il >
Loading... I Download our Android App ‘ l)b Like us




