Digital Decluttering

By now, most of us have gigs and gigs of data on our hard drives (be they on our phones,
tablets, or computers) and no idea how to deal with all these pictures and songs and videos and

files—many of which we’ll never look at again.

Hopefully this will give you some ideas as to how to begin the process as well as systems that
you could maintain to keep things from getting cluttered again.
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File Organization

This is what gets everyone—including me. If you don’t organize your files in a manner that
makes sense to you, it will take you forever to find what you are looking for. It doesn’t matter
what anyone else tells you, the best organization structure is one that makes sense to you.

This handout has an entire section for photo organization, which shows one method you can
use, because, what works well for photos might not be the best method for other files.

Here is one kind of

. . ’ = | Dominion Hope
organization method:
Home Share WView
Within Documents I have a
= S « Bills and State.. > Dominion Hope W O

folder for Bills & Statements,

and within, there are . DATA (D) A
subfolders for each bill.

-~

Name

Documents Dominion Hope ald
This organization works Audible %] Dominion Hope 2020-12.pdf
because of how I use the files— Bills and Staterr £ Dominion Hope 2021-01.pdf
say comparing the water bill Dominion Hoj i Dominion Hope 2021-02.pdf
from this July to last July. o - .
Dominion Hi =/ Dominion Hope 2021-03.pdf

Documents > Gas Bill Health Smart

Mon Power
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Here is a slightly different
organization method:

4 ¥
Within Documents I have
Fil - sh View
subfolders for Excel and Word, ome o e
and within those folders I have - v 4 1 « DATA(D) > Documents > Excel D)
(obviously) Word and Excel
documents. o DATA (D2) ~  Name
. . . Documents Books
This organization works, _ 00
because I may forget the name Audible SugarSyncTemp
of a document but remember Bills and Staten & Age Calculationsxls
what kind it was. Books B Anthologiesxlsx
B Christmas 2018.xlsx
Documents > Excel eBooks
Excel B Christmas 2019.xlsx
Something you might want to Books I Databasel.accdb
M Diadabacad occdb

keep in mind is that you can
use a combination of systems.

For example, saving all current bills to a “current bills” folder and then filing them into another
location after they are paid. You can have “current files” in one location, and then when they
are no longer current move them into long term storage. Such a system allows for ease of
finding things for day-to-day use but reduces the clutter for things you don’t use as often.



File Explorer

File Explorer (also called Windows Explorer) is the window that opens .

to show you places and folders on your computer. Using it is akin to = [%
walking around the house and opening a drawer or cupboard to grab e
something. Documents Ui IC

ERN = | Du:ucun'sts — O *

Home Share 9
E g = Bdralarge icons [&] Large icons [ [~ [ item check boxes /

o5 Medium icons [ Small icons - - File name extensions
Mavigation T e : _ Sort Hide selected  Options
a‘iev 1] _:gmt == Details ™| | by~ o Hidden items A-items "
2] Panes Layout Current view Show/hide
“ = - T!IE » ThisPC » Documents » v {"jj-“r Search Documents 2o I
& Google Drive &+ * Mame Date modified v Type Size -
B Desktop Adobe 4/20/2021 345PM  File folder
DD images Custom Office Templates 4/28/2021 1:40PM  File folder
Digital Declutter Excel 6/1/2021 12:06 AM  File folder
Tech Security Michelle 6/17/2021 .16 AM  File folder
Week at a Glanc My Data Sources 12/13/202011:24 ... File folder
My Kindle Content 12/13/202011:24 ... File folder
e Creative Cloud Fil OneNote Notebooks 12/13/202011:24 ... File folder
i f5/2021 825 Al i g
@ OneDrive - Persor Outlook Files 175 1 A File folder
Sound recordings 572772021 11:57 AM  File folder
o OneDrive - WVU F SugarSync Shared Folders 5/11/2021 1:33PM  File folder
5,/21,/2021 8:42 AN i g
I This PC Work 6/21; 1 8:42 AM File folder
Zoom 6/21/2021 8:39 AM File folder
_J 30 Objects ) R ) i ~
@ Databasel.accdb 471372021 1:53 PM Microsoft Access .. 352
B Desktop %, Default.rdp 3/5/2019 1:33PM  Remote Desktop ... 0
‘= Documents B2 Time.xlsx 6/21/2021 11:42 AM _ Microsoft Excel W... 235 ¥
>

————p— <

13 items 1 item selected =

1 Navigation Pane — Allows you to view the folder structure of your computer, and quickly
access files and folders. You can “pin” frequently used folders to the Quick Access area of
the navigation pane.

Navigation Buttons — These are the same as your Back and Forward buttons on your
web browser. Additionally, if you have a “back” button on your mouse that you use for web
browsing, this button also works in File Explorer.

Address / Location Bar — This answers the question, “where am I?” If you've clicked
around so much you no longer have any idea where you are, this bar will tell you.

Search Box — Type into this book to search for a file by name, type, date created, etc.
Search is akin to yelling to someone in your house, “Have you see / do you remember where
X is?” Except a lot faster, and quieter as well.

Ribbon / View Tab of the Ribbon — This is where you find your “menu” options. The
View tab of the File Explorer window allows you to change how files are displayed, as well
as to change sorting, grouping, and display columns.
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Finding Files in Windows

The more complex your filing system is, the more likely you are to have trouble finding things.
This is why knowing how to use Search is important.

Sort

Sorting is a way to help you find files at-a-glance. If you know the name of your file in a specific
folder, sorting alphabetically can help you find it quickly. If you know when you created /

modified a file, sorting by date is helpful.

There are multiple ways to sort.

1. Open File Explorer.

2. Select the View tab.

3. Click the Sort by button.

4. Select your sort method from the drop-
down menu.

OR

1. Right click in the main area of File
Explorer.

2. From the pop-up menu select your
desired method.

OR

1. Ifyou are viewing by Details, click the
column head by which you want to
sort.

If you have no idea where you stored your
file, you're going to need to use search. If
you haven’t used search before, know it
does a lot more than letting you look for a
file name.

Search

View

Brge icons [&=| Large icons
= Small icons -

1== Details

m icons

Layout

iz PC » Documents

Mame

Adobe

Custom Office Templates
Excel

Michelle

My Data Sources

My Kindle Content
OneMote Notebooks
Outlock Files

Sound recordings

Spnartane Shared Enldere

1]

l =  [] item ched
|]i|' File namd
Sort
by~ |F Hidden it
*  PName

Date modified
Type
Size
Date created
Authars
Categories
Tags
Title

| Ascending
Descending

Choose columns...

Search is used when you have no idea where something is but maybe

you know its name or when you worked on it.

There are two primary places to search: File Explorer and the

Start menu from the Taskbar.
Search from the Task Bar

I just used that
file! Where did

it go?!

You can search from the taskbar using the Windows / Start icon. This will typically search your

entire system.

£ Fype here to search

Click on the icon (or tap the Windows key on your keyboard) and type in your search term.

[



Search from File Explorer

If you are in File Explorer, the simplest search is to type the term you’re looking for into the
search box. This will search the current folder and all subfolders, which can be faster than
searching your entire computer.

Al | = | Search Tools security - Search Results in Documents — O >
Home Share View | Search | 9
Current folder E “_J Kind = 43 Recent searches - x
All subfolders L size - |:=] Advanced options ~
This Date C@pen file Close
pc oo Search againin = Emodified~ L Other properties ~ HSave search \8cation search
Location Refine Options
« « 4 [l s Search Results in Documents v O I security x I
L. Google Drive & ™ = L
J ~%chnology Security.docx Size: 162 bytes
I Desktop Date modified: 6/21/2021 1:08 PM
DD images .
N J @ Technology Security.docx Size: 287 ME
Digital Declutter Date modified: 6/16/2021 2:06 PM Luthers: Klishis, Michelle
Tech Securi 5
Y - Technology and Security.pptx Size: 8.28 MB
Week at a Glanc Date modified: 6/2/2021 8:32 AM Luthers: Klishis, Michelle
& Creative Cloud Fil A Technology Security.pdf Size: 1.56 MB
) X | Date modified: 5/18/2021 1:18 PM Authors: Klishis; Michelle
@ OneDrive - Persor
_ Mac Security
@& OneDrive - WYL F Date modified: 3/15/2021 11:16 AM
[ This PC ] Tech Security
J 3D Objects Date moedified: 3/4/2021 12:00 PM
I Desktop = DHMO.pptx Size: 47.1 KB
%) Documents Date modified: 12/15/2020 4:07 PM Authors: Klishis, Michelle

Once you have clicked in the search box, the Search Tools tab of the ribbon appears, allowing
you to refine your search.

Common File Extensions
Extensions are used when you what kind of file it is.

Audio .mp3 .wav_.wma
Excel Xlsx  xls .
Image Jjpg .gif .png .tif \/Vlllutell;e dl(}zl plit
Portable Document Format | .pdf a f(.)lse 5 xce
Text Axt res:
Video .avi .mpg .wmv
Word .doc .docx
Date Values
These are important because you can sometimes remember when Where is that
you worked on a file, but maybe not what you named it. You can give file I worked on
an exact date or a general date.
yesterday?

today, yesterday, last week, past month, past year, 3/15/2020



Basic Boolean Operators 5
Boolean is a notation system that denotes logical propositions. These ‘ Ma.y be it h?d ,
operators allow you to be more precise in your search. fa.m ily reunion
in the title?

) All words in any order (security tech)

“ Exact phrase “tech security”

AND Find both Technology AND security

OR Find either item technology OR tech

date:> Find items after a date Date:>3/15/2020

date:< Find items before a date date:<today date:<3/15/2020

modified | Find items by when they were last saved | modified:last week

NOT Find one without the other security NOT tech

* Wildcard (often used with extensions) *.docx *.pdf

Once you’ve got all these basics, you can use all or none of the options to help you refine your
search. Let’s say you can’t find a PowerPoint presentation you worked on two weeks ago.

| = | Search Tools  "pphx - Search Results in Work — O Y

Home Share View Search e

Current folder E E_, Kind = 45 Recent searches + x

All subfolders Ll Size - |-=| Advanced options -
This — Date ) COpen file Close
pC  Jw Search againin = |modified =| = Other properties = H Save search lacation search
Location Today e Options
« « A4 [l 3 Searc Yesterday v @ tppbx ®
J 3D Objects A This week o A
Lastweex  UST Trivia.pptx Size: 32.3 MB
I Desktop modified: 6/9/2021 2:48 PM Authors: Elishis, Michelle
|=| Documents LLIDEIAN
: Last montn | 81 Media pptx Size: 198 MB
Adobe : modified: 6/2/2021 11:17 AM Authors: Klishis; Michelle
Custam Office LG
Lastyear  DOOKPPIX Size: 11.6 MB
Bxcel modified: 6/2/2021 10:19 AM Authors: Elishis, Michelle

In the search box we entered *.pptx because we are looking for a

PowerPoint File. In the Search tab, from the Date modified icon, Where 1s‘the
we can select Last month. The search results should return every presentation I
presentation we worked on during the previous month. All these created last
refinements allow you to find a specific file without looking through month?

every subfolder on your computer.

File Naming

One of the best things you can do is to name your files in a way that
lets you know what their contents are. You can search by contents,
but in the long run it will be easier if your files have helpful names
like: “2019 tax info” or “2018-06 resume” or “Family history 2020
update”.

‘IMG_1635171’
What on earth is
that picture of?

There are a variety of programs you can use to batch rename files, although this is more useful
with images than with Word or Excel documents.

6



Cloud Services

Cloud storage—when you put files on a server so they are available ;
from any device with an internet connection—is incredibly What’s the
convenient. However, a free cloud service is not a good choice to easiest way to get
store personal files such as tax files or genealogy records. Although a file from my
these services are an excellent location for files you use all the time phone to my

across multiple computers, such as an address book or recipe computer?

collection.

Backups

Backups are where we can get into trouble. We want to make sure If ¢

that if our computer dies, our important files are saved. But what is myhc ompgltir

the best way to do this? And what is “important”? crasies, wi
lose everything?

The latter question is subjective, but you might want to consider

“important” files those that only you have access to, and that other people might want. For
example, scanned photos and genealogy documents are probably files that are irreplaceable (or
at least not easily replaceable) and others may want.

For these types of files, you want a backup that is not in your house.

I pay for a backup service because I take and have scanned a lot of digital pictures, and I
constantly add more pictures. I subscribe to a service that automatically encrypts and backs up
selected folders on my computer which can then be restored in the event my computer dies or
is lost.

Another option is to back your important files to external storage and put that in a safe place or
give them to a family member. This would be good for something like a completed genealogy
project. If the house burns down, your files are still safe, and you can restore them at your
leisure.

External storage uses items like an external hard drive, a thumb drive, an SD card, or a
DVD to save your important files. However, hard drives, thumb drives, and DVDs is these
media can degrade over time and are subject to physical damage. So don’t create a single
backup medium and assume everything will be ok.




Email
If you're like most people, your email box is

so full you don’t read most of what you v Backcountry Prom
receive, and maybe sometimes miss 14 Columbia Sportswear Pror]
1mportant messages. This next section is * Boodiaad s
going to be familiar for anyone who has o
taken tech security, but bears repeating. 5 Panpie e’ el

USAA Member Forum Upda
This may not be iptuitive, but it is a good SugarSync Customer . Upda
idea to have multiple email accounts.

(18 Humble Bundle Prom

You should have different email accounts [ ] Reddit Upda
for different purposes, such as an account i@ Ambient Weather Prom
for friends and family, an account for BEa T Mo m—
online shopping, and an account for bills o ;
and banking. This adds an additional layer il s
of security to your logins, since phishing The StoryGraph Prom
emails sent to your personal account are The StoryGraph Upda
ObVlouSIY fake. DoNotReply Prorm]
Multiple email addresses are easy to set up Lilib Ly Lk
with free online services, and you can Fitbit Updd
generally create as many accounts as you ParkMobile Prom
want. Meighborhood Enfore. Updal

Neiohborhood. me 7 Renl

How do MORE email addresses to check
help you declutter? They help because
different types of email go to different mailboxes.

When you open your bills & banking email, you are prepared Google
to pay bills and reconcile accounts. When you open your
friends & family email, you know you’re probably going to 3. Michelle K

have some chatty messages to read, and maybe a long S TECompany.som.
message to reply to. When you open your junk or newsletter
email, you are going to be looking at coupons and updates
from organizations.

Google Account

Michelle K
email2@company.com

This means that instead of opening your email and feeling

overwhelmed, you are only dealing with one type of thing at Michelle K
a time email3@company.com

Add another account
There are several different ways to handle multiple email

accounts.

Manage accounts on this
device

Privacy Policy * Terms of Service

Cell Phone App



One is to keep those accounts open on your web browser all the
time. Most services will display an unread message number in 8 (1) Inbox | email@co1.com
the title, letting you know when a new message comes in. (All
browsers have an option to “Restore previous session” in their (22 unread) email@co2.com
settings so they are just there when you open your browser.) )
Inbox (3) - emaill@co3.com
Another option is to install an email program on your
computer. This lets you download all your mail onto your
computer, within a single program.

Inbox (14) -email2@co3.com

Inbox (22) -email3@co3.com

Smart phones have an email program installed by default, but
there are third party applications for phones and tablets. Web Mail

An email program (app) allows you download all your Mail
messages into a single location, and gives you the option to
view a single mailbox at a time (although you can view all
your mail in a combined mailbox as well).

All Inboxes 79
Once you get your new accounts created, next time you go to
pay a bill, change your email address for that bill (and Unread 824
change your password while you're at it). When you shop

. . Flagged 56
from an online store, change your email address (and your 99
password) there. It’l] take a while, but eventually all your \ email1@co.com
important emails will be in their new accounts, and you
won’t be overwhelmed when you open your mail. Inbox 14
. . " Sent
You can also take some time to go through all your junk "
mail, and unsubscribe from that coupon site you never use, i Trash
and ask the cooking site to send you a monthly wrap-up
instead of a daily message. Drafts
Junk E-mail
All Mail 24
More

email2@co.com

Inbox 3
" Sent
] Trash 27

Email Software



Social Media
Most of us aren’t willing to unfriend people we know on

social media—especially Facebook. But you can unfollow Hide post
that one family member who has the political posts that See fewer posts like this.
make you want to drop a house on them, or that other (¥) Snooze West Virginia Public
friend who posts nothing but pictures of their pet rock. Broadcasting for 30 days
Temporarily stop seeing posts.

Next time you open Facebook, ta}ke a few minutes to go Unfollow West Virginia Public
through your feed and snooze, hide, or unfollow the Broadcasting
people, groups, and companies that fill up your feed. Stop seeing posts from this Page.

) Find support or report post

You can find step-by-step instructions on how to do this
in the Facebook handout available from the OLLI
website.

I'm concerned about this post

Notifications are updates you can receive about what has happened on social media. By default,
these companies want you to know ABSOUTELY EVERYTHING ALL THE TIME. This is
designed to keep you using online and can be overwhelming. You can turn these notifications
off or allow some notifications but not others.

What Notifications You Receive

Comments
Push only

These are notifications for comments on your posts and replies to your comments.

Where you receive these notifications

Push on @
]

<] Emall of @

SM3 of @
=

Mobile Devices

Now that cell phones are no longer out of date 15 minutes
after purchase, it’s common to be notified that you are
“running out of space”. Luckily, there are things you can do
to free up space on your device.

Micro SD Cards for Androids

Many Android phones come with a micro SD card slot, which
allows you to increase the amount of storage available on
your device.
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First you need to determine if your device has a micro SD slot. You
can do this by going to your device settings and searching for
“storage”. Then you need to find out the maximum size your device
can use. You can discover this by searching online for the model of
your phone and “micro sd size limit”.

After that, all you need to do is purchase a card and install it.

Warning: These cards are tiny and the process can be fiddly. I
recommend finding someone with small and agile fingers to
add the card for you if you get easily frustrated.

Once you’ve done that, the first thing you’ll want to do is change
the default storage location of your camera to SD card. Open
your settings and search for “Camera” and look for “Camera
settings” and you should find an option to change the storage
location.

You can use “My Files” on your phone to move the location of
existing pictures from Internal storage to the SD card.

You can also use a micro SD card to transfer files from your
phone to your laptop or desktop.

< Storage

35-7 GB Used

Photos and videos

Music and audio

Games
Movie and TV a
Other apps

Files

SD card

441 MB
130 MB

0MB
PpPs 125MB
11.3 GB

260 MB

3.9GB/119.3GB

Copying Files via USB Cable on a PC

Another way to make space on your mobile device is to move files (especially pictures) from

your phone to your laptop or desktop.

Start by plugging your cable (micro-USB, USB-C, or lightening) into your phone, and then plug

the other end into your computer.

r 3

Allow access to phone data?

The connected device will be able to
access data on this phone.

Deny Allow

Allow

4

Allow this device to
access photos and
videos?

This device will be able to
access photos and videos
while it is connected to your
iPad.

Don't Allow

11



Once the device is plugged in, agree to any prompts. Then open Windows Explorer and copy

the files from the device into a folder on your computer.

»

Pin to Quick Copy
access

L]

Paste

Clipboard

€ o v 1

Podcast 2
Reports
v [ This PC
—— ~D0hietz
v 0 AppleiPad
W o Internal Stora
w DCIM
» 100APPLE
100CLOUD

Share

I [/ [} = | 100aPPLE

View
Cut
do Mave to X Delete =
w-| Copy path
|7] Paste shortcut T e
Organize

- e
|
L
IMG_D326.PMNG
PMG File
247 MB
[ IMG_D328.PMNG
PMG File
414 KB

IMG_0330.PMNG
PNG File
693 KB

ey
B

<« AppleiPad » Internal Storage » DCIM » 100APPL

JPG File

—. Phone 2.81 MB
Alarms _ 20210206_151957_001.jpg
acs | BT
Audicbooks|
Books
DCIM
Camera

] = | Camera
Home Share WView
* I_] b CLt Mave to % Delete ~
-] Copy path
Pinto Quick Copy Paste opy te
erens Ry rlil Paste shortcut Copy to Rename
Clipboard Organize
&« v A » ThisPC » lwonava * Phone » DCIM » Camera
@ Docurments 20210130_131613_001.jpg
‘- Downloads "‘ PG File
o 4,68 MB
& Ilvonava
20210206_135031_001.jpg

You can do this by opening one instance of windows explorer for your device, and another
window for the location on your computer where you are storing your files (such as the
“pictures” folder). Select the files in the “phone window” and the drag (or copy and paste) to
the “storage window”.

(e = | Camera Manage - u x
Home Share View Picture Tools
&« v <« DCIM » Camera w O Search Camera -l

Microsoft Teams Chat F *
es OLLI
OLLI Online docs
OneMote
pictures
Podcast
Reports
Trivia
I This PC
) 3D Objects
[ Desktop

03143,jpg

03150,pg

—
]
1 202008221 202008291 20200829 1
32.pg 13915,jpg 04503.jpg 04505.jpg

@ Documents
* Downloads

-

w

202008291  20200831_1 20200831_1
04507.jpg 10032,jpg 10048.jpg 04402,jpg
s = =l
20200904_1 202009041 20200904_1 20200504_1
04418,jpg 04442 jpg 14921,jpg 14928, jpg
20200904- 1 20200904 1 20200604 1 20200904 1 M

1,068 tems 4 items selected 2.87 MB

= M = | Pictures - o X
Home Share View o
« ~ 4 [El » ThisPC » Pictures v O Search Pictures yel
@ Documents Lol Ll ___|-,~:g. -
Adobe ] X E

Custom Office Templa
Excel

L Google Drive (olliatwan

(5] My Data SOfces
My Kindle Co
OneNote Notebooks
Outlook Files

Sound recordings

Camera Roll

SugarSync Shared Folc
Work

w anti picks.jpg

Trnm

52 items
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Cloud Services

Cloud storage—when you put files on a server they are available from any device with an internet
connection—is incredibly convenient. It allows you to put your files in one location and access
those files from multiple devices—and for any changes made to a file to be updated across all
devices, assuming you have internet access.

Cloud Services as Backups

Unless you use a paid service, a cloud service is not likely to have enough storage space for you
to back up all your files. Additionally, a free cloud service is not a good choice for personal files
but 1s an excellent location for files you use across multiple computers or share with others.

Most free services give 5 to 15 GB of space. For comparison, on my computer I have 121 GB of
music, and 1.22 TB of photos.

Copying / Moving Files via the Cloud

Cloud services may not be the best for long-term backups, however, they are excellent for
moving files between devices.

Just keep two things in mind.

1. Know and follow your process. Once you’ve copied pictures into your cloud drive, move them
immediately into the designated folders on your computer.

2. You may need to occasionally log into your cloud service on the web to delete “removed”
items. If you use a cloud service to move videos from one device to another, even when those
videos are “deleted” items in the recycle bin still count against your limit.

Michelle ]ﬂ[ Empty recycle bin %) Restore all items
B3I My files
0 Recent
Recycle bin
Photos
£ Shared
MName >
F Recycle bin
:Screenshot_20210616-094109_Device care.jpg
:Screensh01_2021061G—OSDZBD_GmaiI.jpg

If a service says you are low on space, the first thing you should do is empty your recycle bin /
deleted files by accessing the web site for the app.

Although every cloud service is different, the setup and transfer are very similar.
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Setting Up a Cloud Service

. . Box for iPh
1. Sign up for the cloud service. Joxoriions N
. View, upload, and share your files while you

2. Download and install the app for your Computer. are on the go using Box from your iPhone
3. Log into the service from your computer, using the

email and password you set up when you signed up. Box Drive
4. Download and install the app for that service on your Box Drive gives you full access to all of your

mObile deVice files on Box, streaming them directly to your

. ) . . desktop

5. Log into the app on your phone using the email and

password you created on your computer.

Transferring Files via a Cloud Service

Select the file(s) you want to copy.

Select the appropriate “share” icon for your device. N

Browse until you see your cloud service.

If desired, you can save files directly to a sub-folder. |

Log into your computer.

Open File Explorer, and browse to the folder for your cloud service.

Drag and drop the files to the location on your computer where you want to save them.

Digital Photos

If you take a lot of pictures—with your phone or a dedicated camera—you are going to have an
overwhelming number of pictures.

N oA H N

Naming Conventions

I have an important recommendation here, which is that all your pictures should start with the
date they were taken, and dates should be formatted YEAR-MONTH-DAY. The reason for that
is computers sort files and folders alphabetically.

2020-01 2020-April Feb-2020
2020-02 2020-Feb Feb 2021
2020-03 2020-Jan Jan 2020
2020-04 2020-Mar Jan 2021

You can see that using words instead of numbers quickly becomes confusing.

Photo Organization

After deciding upon your naming convention, you need to set up your method of organization.
This is going to be time consuming, so if nothing else, create a structure and start using it
immediately. Then go back later and organize older pictures.

The best organization structure is the one that works for you. This is my organization method,
but what works for you is what you should use.
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My base folder structure is: Year > Subcategory > Day

| & = | 2016.03.27 = - O >

Home Share View o

« v 1 « 2016 Flowers > 2016_03_27 v O O Search 2016_03_27

2010 ~ ~
2011
2012
2013

2014 20160327_WV_B 20160327_WV_B 20160327_WV_B 20160327_WV_8
2015 otanic_Garden_0 otanic_Garden_0 otanic_Garden_ 0 otanic_Garden_0

01.CR2 02.CR2 03.CR2 04.CR2
v 2016

2016 Coopers Rock
2016 Family

‘%

[ v 2015 Flowers |

2016_03_24

20160327 _WV_B 20160327_WV_B 20160327_WV_B 20160327_WV_B
2016_03_27 otanic_Garden_0 otanic_Garden_0 otanic_Garden_ 0 otanic_Garden_0
2016.07_07 05.CR2 06.CR2 07.CR2 08.CR2

Within each subcategory, I'll : :
. Terra (G:) P Pictures * DigCamera * 2020 * 2020 Flowers W

usually append a location or
sub;ect, to make finding things A Name ate modified
easier.

202003 22 1/2/2021 10:18 AM
Tuse SP?leIC haming 2020_04 05 Arboretum 1/2/2021 10:19 AM
conventions, ie, 2020-04- 2020_04_11 Arboretum 1/2/2021 10:19 AM
11_Arboretum_ 065. -

2020_04_19 Arboretum 1/2/2021 1020 AM
This lets me easily find a specific 2020_06_20 Flowers 1/2/2021 1020 AM

photo because the file name gives
me all the information I need to locate it.

There are a variety of programs you can use to
rename your photos, from software that comes
with your camera to windows explorer. The
important thing is to pick a naming convention
and stick with it.




Process

If you want a system to work, you must keep up with it. That means creating a process for
regularly renaming and organizing your images. Again, what system you use doesn’t matter;
you just need to keep up with it.

Here is my process: After taking pictures, I download them from my camera to a computer
folder named with the date taken. (Luckily, much camera software can do this automatically.)
Pictures taken on a phone are moved onto my computer via a cloud service. Once the pictures
are in the correct folder(s), they are renamed, and (if I want) edited. Good pictures are
processed and uploaded to a photo sharing site or shared with family members via a private
folder on a cloud service (be especially wary of publicly posting pictures of kids).

Because I generally process photos on my laptop, but store them on my desktop, once a month
or so I transfer the images from my laptop to my desktop, via a cloud service. This is
unnecessary if you have only one computer and is also how I end up with so many duplicate
copies of images.

NOTE: Once kids are old enough I recommend asking them which pictures they want
posted online. The Internet is_ forever, and a picture you think is cute, a kid might find
embarrassing.

Duplicate Files

Your computer is undoubtedly full of multiple
copies of the same file. These files (especially
pictures) can take up a lot of space and can
make it difficult to find a specific file you're
looking for.

“Did I already download these pictures? I
can’t remember so I'd better download
them again, just to be safe.”

~ Me (countless times)

Unless you have multiple monitors, a really good memory, and a LOT of patience, this isn’t
something easy to do; you're going to need a program to help you find (and deal with) those
dupes. Be aware that a free program is going to require you to read the manual to figure
out how to use it. If you do not have the patience for this, purchase a program that has support.

A good dupe finder program should show you all the information about a file, and the ability to
compare two images. A really good program will find pictures that are similar, but not exactly
the same (such as a cropped picture).
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Duplicate Photo Finder

Duplicate Photos Finder - Free Edition Version 1.6.5.0 | =

File  Action View Help

. ChUsersimlklishis -~ -
O Look For Same Pictures ART SEARCH

@® Look For Similar Pictures

Drag And Drop
ﬂ ‘ .ﬁ E Sub-Folders = FoldersHere

() B

[ Rotated  [] Flipped More Options Add Path Remove

Clear All | Paste Path

m 2041 Possible Duplicate Photos Found! . O m » D 2]

Scanned 6248, Size 851.87 MB Auto Mark  Clear Mark | Delete  Move  Copy | Export
BT T et ~ x
20201031_194734jpg 20201031_194734,pg
233 MB, 11/1/2020 233 MB, 6/14/2021

Group No 4 - Photos 4

= e = Mame Description
new phone-all.PNG Facebook Casket 1.png new phone-all.PMNG
890.24 KB, 11/4/2018 605.25 KB, 12/14/2020 97445 KB, 12/14/2020
v
Search Completed.  Time Elapsed: 00:08:27 HE = - [ | +
Dupe Guru
Wy dupeGuru — [m] | Details ﬂ

File Mark Actions Columns View Help

Directories  Results [

acons ~| | Detls | []DupesOnly [] Delta Values [search.... | N
Filename Folder Size (KB)  Dimensions Match s A
[]  iTunes010.PNG C\Users\miklishis\Documentsl... 361 1536 2048 100
[0  Mapsicanpng C\Users\miklishis\Documents\... 28 152 %153 100 i
[ iTunes Library View.PNG C:\Usersimiklishis\Documents\... 500 1536 1082 100
] Maps1.PNG C\Users\miklishis\Documents\... 787 1536 2048 100
| 3
D calendar.PNG C:\Users\miklishis\Documents\... 198 1536 x 2048 100 o+
[0 calendar 1.PNG C:Users\miklishis\Documents\... 179 1536 % 2048 100 Selected Reference
- Filename ‘Maps 1.PNG 106142018 Maps_005.PNG
O itunes.PNG C:\Users\mlklishis\Documents\... 619 1536 x 2048 100 Folder C:\Users\mildishis\Decuments\ Work\Student Hand: Appleti... CAU: liclishis\Docur \Werk\Student Handouts\Apple\,...
PPl pp!
L ) 787 787
O maps.PNG C:\Users\miklishis\Documents\... 830 1536 2048 100 Kind oRg .
B | oinensons 1536202 1536% 2048
[]  app storeicon.png C:\Users\miklishis\Documents\... 34 152152 100 EXIF Timestarp
L Modification  2018/06/14 10:53:37 2018/06/14 10:53:37
[0  calendaricon.png C\Users\miklishis\Documents\... 24 153154 00,
Match % 100 100
< >
0/488 (0.00 B / 62.29 MB) duplicates marked, | PupeCount - !
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| Have All These Pictures—Now What?
This is—as they used to say—the $64,000 question. If you have great pictures you should show
them off!

Digital photo frames are popular, however, for many you have to upload the pictures you want
to a frame, so you’ll want to make sure that’s not a cumbersome process or something you’ll
have problems remembering how to do on a regular basis.

Another option is to print your pictures and frame them. This is great if you have a lot of empty
wall or shelf space. However, not all digital images look good enlarged. You don’t want to
spend money to get a picture printed and then end up a blurry photo.

A third option is to create a photo book. There are tons of different places that will print your
books for you, and the results are typically fantastic. Every year I make at least two photo
books: one of my niece and one of all my cousins’ kids for my aunt & uncle.

Another option is a photo sharing site. Just make sure you know the EULA for the site you are
sharing your pictures to, if you do not want those images shared/used without your
permission.
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So! Many! Cables!

You possibly have a box. Or a drawer. And it is full of cables. Cables

you have bene collecting for the past twenty years. Cables you have H9w many

no idea what to do with, because you don’t know what they are or micro-USB

what they go to or if you need them. cables do I
really, truly

Although I cannot tell you what that one funny cable that doesn’t need?

look like anything else goes to, I can tell you this: most phones and
devices now use one of a handful of standard cables.

If you don’t know what a specific cable does, put it in a box, with the date, and if after a year or
so you haven’t found the device it goes to? Recycle it.

Video / Monitor Cables

These are the cables that run from your computer to your monitor, or from your DVD player to
your TV.

DVI VGA HDMI

VGA is the oldest type of cable, and was the
standard for years and years. For a while, DVI
cables were common, but they were soon replaced
by HDMI or Displayport. Check the back of your
computer to see if you have any ports that look like
they match these cables.

It’s probably a good idea to have a spare VGA cable,

and HDMI cables can be used for all sorts of Displayport

devices, so keep those. But if your computer doesn’t

have a DVI port, you can most likely get rid of any DVI cables. For Displayport, the jury is still
out on what might become the standard, so keep those for now (as they have higher quality).

Network Cable

A network cable is used to connect your computer to your
modem and looks like an extra-wide phone cable.

Even if your computer is wireless, it’s often helpful to have a
network cable, both for network security and for testing if your
wireless goes out.
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Cable Comparison
Here are a variety of different types of cables, side by side and next to a ruler, to help you figure
out which specific of cable you have

T
& 8 & 8 .7 8 9

B 2 BT

HDMI USB-A mini-USB  micro-USB USB-C Lightning 30-pin

USB-A Cables

USB-A was the standard for many devices for years.
Printers, USB hubs, and external hard drives are just a
few of the kinds of devices that used USB-A.

Just to make things more
frustrating, there are different
versions of USB-A cables.

USB 2.0 cablgs are USB 3.0 USB 2.0
generally white,

while USB 3.0 cables are typically blue, and the “fatter” connector is
taller, and won'’t fit into a USB 2.0 port.

It’s always good to have a spare USB-A cable.

Mini-USB Cables

Mini-USB cables are frequently used with cameras and small external
hard drives.

Mini-USB cables are wider on the bottom than on the top, are a bit
taller than micro-USB cables, and usually have a USB-A plug on the
other end, for plugging your device into your computer to allow you to
transfer files.

I keep a mini-USB cable at each computer, and one in my camera bag.
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Micro-USB Cables

Micro-USB cables were the standard data and charging cables for most

Android phones, and are still the standard for various Bluetooth

speakers, headphones, rechargeable mice, and mini power packs,
because the port is so slim.

Micro-USB cables are just the tiniest bit

wider on the bottom and the top, and you have to look closely to see
that. I highly recommend using nail polish or a sharpie to mark the

“top” (smaller side) of the cable, to make it easier to plug in devices.

I keep micro-USB cables at each computer, and spares in my purse
and camera bag.

USB-C Cables

These are the new standard for Android phones, as well as for many
new devices as well as docking stations for laptops. Unlike earlier USB
cables, these are reversible, so you can’t put them in upside down.

I keep USB-C cables at my computers, carry one in my purse, and have
them in all my bags.

USB-C looks to be the new standard for most devices, so keep all USB-C cables.

Apple Cables

Apple has always had proprietary cables, so if you are part of that eco-
system, you likely have cables that only work for those devices.

If you have an older iPod, iPad, or iPhone, you
may have a 30-pin cable for those devices.

Newer iPads and iPhones use Lightning cables,
which are reversible, so there is no wrong way to plug them in.

Cable Management

For bonus points, bind each cable with
a Velcro tie,

For double bonus points, separate the
cables you are keeping into labeled
Ziploc bags and put them all into one
box so you can easily find the precise
cable you are looking for next time you
need one.




For triple bonus points, get colorful
Velcro ties, and use a specific color
for each type of cable. (Micro-USB is
red, Mini-USB is green, etc.)

Cables and Ports
Here are the video cables and the ports into which they go.
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Other Ports and Cables

Network
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Music

If you have the option, it’s a fantastic idea to rip all your old CDs and then store the discs CD

binders.

~148 CDs in a 13” x 23” x 3” space. With a handle.

Once you’ve done that, you will want to make sure your digital music is organized in a way that
will allow you to find the albums / artists / songs you want to hear. (I don’t rip DVDs but still
put them in books similar to the above.)

For the most part, when a CD is ripped, information is appended to each song, including, artist,
album, genre, length, etc. If the information doesn’t come over, there are programs that will do
this for you, though it can be time consuming.

If you purchase music
electronically, you will
want to make sure all
your music files are
being stored in the same
place (instead of
allowing each store to
save music files in its
own folder).

| M = | Music

Share View

Cut
—| W] Copy path

Pin to Quick, Copy Paste

access

Clipboard

< = ~ 1 | « DATA(D) >

= DATA (D)
!, Documents
eBooks
Garmin
Michael
Music
Gilbert & Sullivan- The Pira
Lizzo
Louis Armstrong
Portrait of the Artistasa
Portrait of the Artist as a\
Portrait of the Artistasa \
Portrait of the Artist as a

What a Wonderful World

|#] Paste shortcut

Music

~

mo) - O
L'?J' ] Open Ba Select all
x . v
il- Edit Select none
Move Copy Delete Rename Mew Properties i
to to - folder - @ History DE‘ Invert selection
Qrganize Mew Open Select
v O 2 Search Music
Lizzo Liquid Soul

Gilbert & Sullivan- The Pirates of Penzance
Dave Brubeck Quartet
Lil Nas X

Fats Waller

Pharrell Williams
Sade

Bill Withers
Soundtrack

Miami Sound Machine
cotton & gin

Etta James

Femi Kuti

Fela Kuti

Groove Armada
Yo-Yo Ma

BTS

Mavis Staples

Shemekia Copeland

Miles Davis

The Lumineers

James Darren

Electric Squeezebox Orchestra
Marian Call

Terence Trent D Arby

Ruth Berman Jazz Orchestra
Andy Schumm and His Sink-0O-Pators
Paulo Flores

Rich Dolmat

Branford Marsalis

The Steep Canyon Rangers
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MusicBee v

& > MUSIC NOW PLAYING PLAYLISTS MUSIC EXPLORER PODCASTS & H search Qv
#ABCDEFGHIJKLMNOPQRSTUVWXYZ
Faithless - 12:26 H
Fela Kuti
Falco Zombie
Fela Kuti
Zombie
Falling Run Bluegrass Band 20Mm

MP3 441 kHz, 248k VBR (V4), Joint Sterec, 1226

Fatboy Slim

> = g R
Gentleman The Underground Spiritu... ~ Zombie

Fats Waller s s b

Fats Waller & His Rhythm

Zombie

Fela Kuti o ’ 2 Mr. Follow Follow (Mister Follow F...

Femi Kuti

Music Bee

MediaMonkey Gold

14 Home (Do You Wanna Date... (What's The Story) ... 06 demo . Bl N an)

n Playing

) Music = 1 0 0

.r: All tracks

phe Oasis Syl o (Do You Wanna Date My) Avatar (feat. Felicia ...

Albums

A STATE OF
TRANCE TUNES

Genres

Artists 1 10,000 Days 100 A state Of Tranc...
The Beatles Tool Various Artists
Composers : Selected
Years | 19 bt et ¥ " P #“TICHARD " Title: Arti
bl i (Do You Wanna Date My) Avatar (feat. Felicia 71

Publishers ik

Rating

Classification

Location 100 Classic Christm... 1000 Hurts 1000 Years Of Popul...
Various Artists Shellac Richard Thompson .
Files to Edit } Lo AN W

S B0 %ELES S

wa

n Classical Music el B W = \‘D-ély \9}{")\‘,}\[)@) g

1390 afb[lms (Selected: 1 files, 6.1 MB, 03:40

Media Monkey
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eBooks

If you use an eReader, I strongly recommend downloading your digital library, and storing
those files on your computer. There are a variety of complicated reasons for this, but a short
answer is that it’s good to have access to all your books even if the internet is down.

There are different kinds of programs you can use to organize your digital library. One program
(Alfa) even allows you to (relatively) easily create a database for your physical books by
scanning the ISBN code with a smart phone app. (NOTE: This is just the names of your books,
it does NOT create electronic copies of those volumes for you to access on an eReader or on
your computer.)

And don’t forget that you can borrow ebooks and audio books from your local public library.

Morgantown Public Library: http://morgantown.lib.wv.us/WV_ DELI.html
Charleston Public Library: https://www.ccpl.org/ebooks-magazines
Marion County Public Library System: http://mcpls.org/elibrary

Calibre
W calibre — || Library || - O X
R . ¥ . ®B _E_ E @ & Ea . B . e  H
Add books Edit metadata Convert books View Get books Fetch news Help  Remove books Library Save to disk Connect/share  Edit book
[s Virtual library 1% sort R Search (For advanced search click the gear icon to the left) ~ | 4 Search 5Highlight | Saved search
» 2 Authors 2559 | [MGEREE ; - SARINA BOWEN e
+ ) Languages 8
» Thy Series 1274 WILL BOWEN SARARYBOWER A N G'Ky :D U CK
» & Formats 12 HAppY <
» 4 Publisher Byl <TORIES! 2
¥ 17 Rating 5
=2 News 0 2
> & Tags 2120
» 1% Identifiers 14 [ NS5 [
a book of moods
by Sandm'ﬁm’]h{’o’n
Authors: Sandra Boynton =
Published: May 2011
Ids: 9781442417311, Amazon.com
Path: Click to open
Are you HAPPY AS A HIPPO?
Or ANGRY AS A DUCK?
Ay . Maybe SAD AS A CHICKEN?
7 WINTER SWEETNESS (Can you sadlly say "CLUCK CLUCK""?)
WiteH L« BOTTOM
7% PIE Bestselling author Sandra Boynton is back
1 in this all-new board book about moods.
k. Boynton's clever animals exemplify a wide
2 Y)Y & : At range of emotions in this hilarious story
By Sandea Segpon 3 L BRADLEY about different feelings. Young readers
¥ Configure A Find e A ~ are sure to giggle as interactive text asks ~
calibre 5.20 created by Kovid Goyal [4654 books, 1 selected] Update found: 5.21.0 (3 plugin updates) XLayout Jobs: 0
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http://mcpls.org/elibrary

m Alfa eBooks Manager Pro 8.4.70.1 - CA\Users\Michelle\Documents\Books\ebooks.sdf ¥ & ?2 1 - [m] X

File View Books Lookups Tools Help

E ®§ ©@© kR &« B8 © 8 I & & LK E o &
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— g paig
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— Bounty: A Quick and n
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—
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Miscellaneous

Documents you need to keep physical copies of for all eternity.

However, having a scanned copy of these documents is an excellent idea.

Birth and death certificates

Tax file numbers

Superannuation documents

ID cards and passports

Marriage certificates

Business licences

Insurance policies

Wills and powers of attorney

Vehicle registration and loan documents
House deeds and mortgage documents

Documents that can be purged after a time.

Tax records and notice of assessments (keep for five years)
Pay stubs and bank statements (keep for a year)

Home purchase, sale or improvement documents (keep for at least six years after you

sell)

Medical records and bills (keep at least a year after payment in case of disputes)
Warranty documents and receipts (keep as long as you own the items to which they

correspond)
Bank statements
Annual insurance policy statements

Just as you should with paper documents, you should set aside some time every year to get rid
of electronic documents you no longer need. Did you replace your washing machine? Ditch the

old owner’s manual and make sure you have the new one. When you do your taxes, go back

and delete all the files older than five years.

To be completely clear, this is not going to be a quick and easy project. Expect it to take time.

Give yourself months, rather than days, to complete some aspects of your decluttering.

And remember to keep up with whatever processes you decide to use, so things don’t get so

overwhelming in the future.
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Resources & Links
File Renaming Software

Advanced Renamer

https://www.advancedrenamer.com

Free *

Bulk Rename Utility

https://www.bulkrenameutility.co.uk

Free *

File Renamer

http://www.sherrodcomputers.com/products filerena

mer.cfm

Free / $10

* Free for Personal Use

Duplicate File Finder Software

DupeGuru

https://dupeguru.voltaicideas.net

Free

Duplicate Photo Finder

https://www.ashisoft.com/duplicate-photo-

finder.htm

$49.95

Duplicate Photos Fixer Pro

https://www.duplicatephotosfixer.com

$69.95

Easy Duplicate Finder

https://www.easyduplicatefinder.com

$39.95 / yr

* Free for Personal Use

Music Management Software

Media Monkey

https://www.mediamonkey.com

Free / $24.95

Helium

https://www.imploded.com

Free / $39

Music Bee

https://getmusicbee.com

Free

eBook Management Software

Alfa eBooks Manager

https://www.alfaebooks.com

epub, mobi, pdf

$19.95

Calibre

https://calibre-ebook.com

epub, mobi, pdf

Free

EPUB Reader Software

Adobe Digital

https://www.adobe.com/solutions/ebook/digital-

Editions

editions.html

epub, pdf

Free

Alfa

See above

Calibre

See above

Ice Cream

https://icecreamapps.com/Ebook-Reader

EPUB Reader

epub, mobi, pdf

Free /
$19.95

Kindle

https://www.amazon.com/kindle-dbs/fd/kep

epub, mobi, pdf

Free

Kobo

https://www.kobo.com/us/en/p/ereaders-apps

epub, mobi, pdf

Free

Photo Sharing Sites

500pX https://500px.com Free, $47.0/year
Flickr https://www.flickr.com Free, $100/2 years
PhotoBlog https://www.photoblog.com | Free, $19.95/year
Photobucket https://app.photobucket.com | $6/month
SmugMug https://www.smugmug.com | $55/year
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https://www.advancedrenamer.com/
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https://www.easyduplicatefinder.com/
https://www.mediamonkey.com/
https://www.imploded.com/
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https://www.alfaebooks.com/
https://calibre-ebook.com/
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Photo Book Services

Artifact Uprising | https://www.artifactuprising.com | Starting $15
Mixbook https://www.mixbook.com Starting $16
Picaboo https://www.picaboo.com Starting $20
Shutterfly https://www.shutterfly.com Starting $15
Snapfish https://www.snapfish.com Starting $13

Cloud Services

Amazon Drive https://www.amazon.com/clouddrive | 100GB - $19.99/year
Box 10 GB | https://box.com 100GB - $5/month
Dropbox 2 GB | https://www.dropbox.com 2TB - $9.99/month
Google Drive | 15 GB | https://www.google.com/drive 100GB - $19.99/year
iCloud 5 GB | https://www.icloud.com 50GB - $0.99/month
MS OneDrive | 5 GB | https://onedrive.live.com 1TB - $69.99/year
SugarSync 0 https://www.sugarsync.com 250 GB - $9.99/month
Sync.com 5GB | https://www.sync.com 2TB - $8/month

Desktop Email Programs

eM Client $49.95 https://www.emclient.com

Mailbird $39 / year https://www.getmailbird.com

Outlook MS Office subscription | https://www.microsoft.com/en-us/microsoft-365
Thunderbird | Free https://www.thunderbird.net

NOTE: Free is usually going to be more complicated, so if you do not have the patience to read
a manual, go for a paid software package.
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Technology Glossary

Add-on

An accessory piece of software designed to increase the capability of the software to which it is
appended.

Address Bar

In a web browser or windows explorer, it is a rectangle, usually towards the top of the window,
that shows you the current location or address of your web page or file.

Address Book

See Contacts

Alexa

Amazon’s virtual assistant.

Algorithm

A set-of rules to be followed in calculations or problem-solving operations. Algorithms are
frequently used to manipulate data sets.

Android

Googles mobile operating system, built on open source software.

Anti-Virus

A program that protects you from malicious software. Most anti-virus programs have options
for purchasing additional security measures such as firewalls, email scanning, etc.

App

Short for Application.

Apple ID

This is the username and password that you create with Apple to link a specific device to your
Apple account. If you have an iPad and an iPhone, you use the same Apple ID with both of
those devices.

Apple

Technology company that designs and develops hardware and software.

Application

An application is a piece of software that lets your device do something, like play music or give
directions. An application is the same thing is a program.

Autocorrect

Auto correct is when your phone automatically changes what you were typing to what it
thought you wanted to type.

Autoplay

When you visit a website and music or video starts playing without asking.

AVI

Audio Video Interleave. A multimedia format for audio and video files.

Backup

A copy of computer data that is taken and stored somewhere else, to be used in the event of
data loss.

BCC

Blind carbon copy. Covertly send a copy of the message to a third party. The primary recipient
cannot see the person was added.

Blockchain

Also Block Chain. A list of records (blocks) linked using cryptography. These records are a
cryptographic hash of the previous block, a timestamp, and transaction data. Blockchains are
generally used on a peer-to-peer network. Data in one block cannot be altered without
changing all other blocks.
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Bluetooth

A wireless technology that allows data to be shared over short distances using short-wave UHF
radio signal.

Boolean

A system of logical propositions. Common Boolean operators: AND, OR, NOT, ““, () . Based
on the work of George Boole.

Browser Add-on

See Browser Extension.

Browser Extension

A small software module that is used to customize a web browser.

Browser Hijack

Where a malicious piece of software modifies a web browser’s settings without your
permission.

Browser

Short for Web Browser.

Brute Force Attack

Where a hacker tries many passwords for passphrases in an attempt to break into an account.
The longer the password (or passphrase) the harder it is for someone to succeed with this type
of attack.

Byte

A unit of digital information that consists of eight bits. A byte is the number of bits used to
encode a single character of text.

Cache

Temporary storage space that allows your computer to quickly bring up information, such as
previously viewed web pages.

Cambridge Analytica

A British political consulting firm that used misappropriated digital assets, data mining, and
other processes to influence political elections around the world.

CC

Carbon copy. Send a copy of the message to someone else. The primary recipient can see this
person received the message.

Cellular Data

The connection a cell phone makes to a cell tower that allows you to do things like surf the
internet, download emails, and send MMS messages.

Cloud

Storage that is physically somewhere other than where you are. Cloud storage is generally
accessible from multiple devices, because those files are stored on a hard drive that belongs to
a company that hosts the cloud service. Cloud storage is like a self-storage unit for your
electronic files, except you can access your stuff from anywhere.

Cloud Service

A service provided by a third party or company that allows you to provide access to files and
applications remotely.

Codec

A device or program that encodes/decodes a data stream, such as an audio file, for storage.
Contacts / Contact List

A collection of screen names and the various data associated with them, such as email
addresses and telephone numbers.
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Cookie

A piece of data that a website saves on your computer. Cookies were designed to save user
information such as preferences or logins but can sometimes be read by third parties. Cookies
are also used to collect browsing data long-term.

Cortana

Microsoft’s virtual assistant.

CPU

Central Processing Unit. The bit of a computer or electronic device that processes information.
Cryptocurrency

A digital asset that uses strong cryptography and is designed to work as a form of money. They
used decentralized control, or a public financial database to keep track of who owns what.
Cryptography

Greek for “hidden writing”, it is the study of secure communication—creating protocols to keep
third parties from reading private messages.

Data Breach

The release of secure or private information. A data breach can be accidental or malicious, such
as when an individual hacks into a system to steal information.

Database

An organized collection of information. Complicated databases link information between
multiple tables allowing for analysis of the contained information. An address book is a basic
database.

Denial of Service Attack (DOS)

A cyber-attack where the malefactor seeks to make a network resource (such as a website)
unavailable by flooding the target with requests or visits.

Directory

A system that catalogs / organizes computer files.

Displayport

A high-quality audio-visual cable capable of transmitting HD and 4k.

DNS

Domain Name System. The phonebook of the Internet.

DNS Hijacking

Where a malefactor redirects visitors from a valid website to a different destination—often one
that exists to steal data.

Domain Name

The string of text that identifies a place on the Web. A basic domain name is a word or
abbreviation followed by a period followed by the domain extension: wvu.edu

Domain

The sometimes arbitrary grouping that designates what a website does or where it is based. The
most common domains are .com .net .edu and .org. The domain is what you should check first
when you want to verify the authenticity of a website.

Download

To move data and files from the internet or a server to your computer or mobile device.

DRM

Digital Rights Management. A format that protects electronic media from being illegally
copied.

DVD

Digital Video Disc / Digital Versatile Disc. A digital optical disc data storage system.

DVI

Digital Video Interface. A video display interface that connects your computer to your monitor.
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Email Header

The portion of an email message that contains the routing information. The header can be used
to help determine if a message is fraudulent.

Email

Email is an electronic letter sent from one email address to another email address. Email
addresses always have an @ (at sign) in them. Sending an email on your phone requires the use
of cellular data. Each email address is unique, and email addresses are often used as unique
identifiers or login credentials by databases.

Emoji

Small images used to represent emotions, ideas, or expressions. (Z)

Emoticons

Representations of facial expressions using keyboard characters. These are used to portray
moods or feelings. For example, a smiling face could be :) or ©

Encryption

The encoding of data so that only authorized persons or devices can read/view the information.
The stronger the encryption, the more unlikely it is that a malfeasant could decode the
intercepted data through a brute force attack.

EPUB

Electronic Publication. A digital book format that allows you to read your eBook on any
electronic device. EPUB files are reflowable.

eReader

eBook reader that use black and white eInk screens that give a similar reading experience to
physical books.

EULA

End-User License Agreement. The legal contract between a software vendor and the user of
that software. It specifies the rights and restrictions which apply to the use of the software.
External Storage

Devices that store data outside of a computer or other electronic device. They are often
removable, such as USB thumb drives.

Facebook

An online media and networking company.

Facial Recognition

Technology capable of identifying or verifying a person from a digital image. Facial recognition
can be used to unlock an electronic device.

File Extension

Also called a filename extension or file type, is the identifier suffix for a computer file name,
and tells you the kind of program needed to open the file. By default, these extensions are
hidden, but can still be used in search. If you change a file extension, that file will most often
break.

Firewall

A security system that monitors incoming and outgoing network traffic to prevent
unauthorized access to a system.

Folder

See Directory.

Follow

Choose to see another user’s posts in their content feed.

Force Stop

A way to completely stop an app that is running in the background. An app that has been
closed may still have bits active and collecting data.
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GB

Gigabyte. A computer memory unit equal to 1000 megabytes. The prefix giga means 109.

GIF

Graphics Interchange Format. An image format that is often used in logos and animated
pictures.

Google

A technology company that specializes in services and products related to the internet.

GPS

Global Positioning System is a piece of hardware that allows a device to contact a satellite to
determine the location of the device in latitude and longitude. On most devices, software makes
these data points usable to the end user by placing them on a map.

GUI

Graphical User Interface (pronounced gooey). The windows, icons, menus, and pictures that
allow you to interact with your computer using your mouse. Windows 10 and Mac OS (Big Sur)
are operating system GUISs.

Hard Drive

A data storage devices that stores and retrieves digital data. In your computer, this is where all
your programs are installed and files saved.

Hardware

The electronic components of a device; the bits you can touch. A cell phone, a keyboard, and a
CPU are all hardware.

HD

High Definition. Generally a higher resolution and quality than standard definition video.
HDMI

High-Definition Multimedia Interface. Audio/video interface for transmitting uncompressed
data. Cable that connects your computer to your monitor, or your DVD player to your TV.
HDR

High Dynamic Range. A photographic process where a camera takes multiple pictures at
different exposures and combines them into a single image—this allows all areas of your image
to be well-exposed, but can also look unreal if used too much.

Home Screen

The main screen of a computer or mobile device. Home screens are typically personalized by
the user so that no two home screens will look alike.

Hotspot

A type of Wireless Access Point. A device that allows you access the internet from a public
place. Hotspots are generally open and unsecured and you should assume any data you submit
is visible to people with ill-intent.

Hover text

When you hold your cursor over a hyperlink, the document should display the URL for that
link. This allows you to verify links.

http

Hypertext Transfer Protocol is how data is moved between a website and an end user.

https

Hypertext Transfer Protocol (Secure) is an encrypted form of http. This protects against
interference or snooping by third parties.

iCloud

Apple’s cloud service.

Icon

A graphic representation of a program, file or function.
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Information Security

The protection of data and the mitigation of risks, generally on computer networks.

Install

A process that writes the code used to run the program (application) onto the hard drive of
your device. Installing a piece of software embeds it into the device and allows it to work.
Internet

A system of inter-connected computer networks.

iOS

Apple’s mobile operating system.

iPad

Apple’s tablet computer, running iOS.

iPhone

Apple’s cellular phone, running iOS.

iPod

Apple’s music player. The iPod is general similar to an iPhone, only without cellular service.
ISBN

International Standard Book Number. A numeric commercial book identifier that is unique for
every edition and variation of a book.

iTunes

Apple’s music service.

JPG / JPEG

Joint Photographic Experts Group. A lossy compression format for digital images.
Keylogger

Keystroke logger (also keyboard capture). A piece of hardware or a software program that can
record every key struck on the keyboard.

Location Bar

See address bar.

Location Services

Information from GPS, wireless access points, cell towers, and Bluetooth devices that helps
your phone know where you are.

Lock Screen

The opening screen or interface of an operating system. A lock screen keeps unauthorized users
from accessing the data and information on a device.

Lossless Compression

A form of data encoding that maintains the original quality of the file but at the cost of having a
large file size.

Lossy Compression

A form of data encoding used to reduce file size at the cost of data quality.

Messenger

An app that allows users to send text messages and images to other users in a system.
Metadata

A data set that give you information about other data. A card catalog contains metadata.
Micro-SD

Micro-Secure Digital Card. Smaller size SD card, used in phones and lightweight devices.
Comes with an adapter that allows for the transfer for files from a portable device to a
computer.
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MMS

Multimedia Messaging Service is a kind of text messaging that allows you to send text
messages that contain pictures or audio, as well as messages longer than 160 characters or to
multiple people.

MOBI

Mobipocket. The proprietary ebook format for the Amazon Kindle. MOBI files are reflowable.
Mobile Carrier

A wireless service provider that allows users to connect portable devices (such as phones) to
the internet through a cellular service.

Mobile Data

Wireless internet access through a cellular data connection.

MP3

Moving Pictures Experts Group Layer-3. A coding format for digital audio.

MP4 /| MPEG4

Moving Pictures Experts Group Layer-4. A coding format for digital multi-media, commonly
video.

MPEG

Motion Picture Experts Group. A standard for encoding and compressing video.

Network

A group of computers connected for the purpose of sharing resources. A network can be as
small as two computers or as vast as the Internet.

News Feed

The main page of Facebook, where you see content posted by users you have chosen to follow.
These content can be text or images.

Notification

A message displayed by an electronic device to provide an alert, reminder, or other
communication.

Online Chat

Real time communication over the internet through (generally short) text messages.

OS

Operating System. The base upon which software and apps are added. An Apple device
generally uses iOS (iPhones) or macOS (laptop computers). PCs typically used the Windows
OS, but there are other operating systems, such as Linux that can be installed. Non-Apple cell
phones frequently use some form of the Android OS. How your device looks and works is
dependent upon the operating system installed.

P2P

Peer-to-Peer

Passcode

This is the secret code to get into a specific device. If you have an iPhone and an iPad, they can
have different passcodes. You can sometimes use a fingerprint instead of a passcode to get into
a device.

Password Manager

A program that stores electronic passwords.

Password

The secret code to access a restricted resources. Passwords are usually required to use a
minimum of eight characters, and contain special characters, such as numbers or upper case
letters.

PayPal

A method of online money transfer and payments.
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PDF

Portable Document Format. Once an Adobe proprietary format, now one of the most common
formats for sharing digital documents.

Peer-to-Peer

A distributed that shares tasks or work between devices of the same level.

Phishing

A fraudulent attempt to gain personal or sensitive information, by sending an email or creating
a website that pretends to be from a real company or person, but is not.

Play Store

Goggle’s app store, where users can download or purchase programs to run on their Android
devices.

PNG

Portable Network Graphics. A lossless compression type for digital images.

Podcast

A digital audio file made available on the Internet for downloading to a computer or mobile
device, typically available as a series, new installments of which can be received by subscribers
automatically.

Post

A message, comment, image, or other item that is placed on the internet, generally on a
website.

Predictive Text

An input technology that guesses what you want to type both from what you are currently
typing and, if you have allowed the software to learn, from what you have typed in the past.
Predictive text makes typing faster and easier if you have good software on the back end.
Privacy

The information that is shared between your device and the external resources to which it is
connected, as well as how that information is used, and with whom that information is shared.
Program

A program is a piece of software that lets your device do something like send a text message or
video chat. A program is the same thing as an application.

Public Network

An electronic connection where the traffic between devices is visible to anyone.

Reflowable

An ebook format that layout depending upon the output device. MOBI and EPUB are
reflowable formats, which means the number of words on the page change, depending upon
the page / text size.

Reply All

A response to an electronic message that is returned to ALL recipients of the original message.
Reply

A response to an electronic message.

Ripping

Extracting digital content from a container, such as a CD or DVD. Ripping a CD means that the
music is copied without loss from the CD to your computer.

ROT-13

One of the most basic forms of encryption; a substitution encryption where characters are
rotated 13 places.

Router

A networking device that forwards data between networks.
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RTFM

Read The Fantastic Manual.

Scraping

Web scraping, web harvesting, web data extraction is extracting data from websites—gathering
up information available on a public website.

SD Card

Secure Digital Card. Removable memory that is used in devices like cameras, because it can be
easily switched out when full. Allows for easy transfer of files from device to computer without
a cable.

Search

A computer command that allows you to find specific files on your computer that meet a
designated category, such as file type, or date modified.

Search Engine

A software system designed to find information on the web. The results from a search engine
can be webpages, files, or images. Generally, behind the scenes a program runs an algorithm
that crawls through the web cataloging everything it sees. This catalog is then organized by a
different program where pages are associated with various terms.

Security

Protecting electronic systems from theft or damage. This can be protection from physical theft,
but often refers to electronic damage, where systems can be disrupted or data stolen.

Server

A device (or program) that allows you to access something not on the device you are physically
touching. A mail server stores your email and drops it to your device upon request. A web
server allows you to connect to the internet.

Settings

An app that allows you to customize your computer, device, or program.

Siri

Apple’s personal assistant.

Smart Device

An electronic device that connects to other devices or the internet through a wireless protocol
such as Bluetooth or Wi-Fi.

SMS

Short Messaging Service. A brief message that is sent from one phone number to another
phone number. SMS does not use cellular data.

Snooping

Unauthorized listening in to data transmission.

Snopes

One of the first internet fact-checking resources, Snopes started as a site to debunk urban
legends, but expanded into general fact-checking. (https://www.snopes.com/)

Social Media

Interactive computer technologies and websites that allow for the sharing of information.
Facebook is the most famous social media site, and allows friends to connect automatically, but
LinkedIn is another type of social networking site, that focuses on career and job networking.
Software

The programs that run on your computer or phone. Can also be called an application.

Sort

To organize information in a prescribed sequence, such as alphabetically, or oldest to newest.
Spam

Unsolicited electronic messages (especially advertising).
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Spoofing

When a person or program pretends to be someone else, by falsifying data, to gain access to
your account or data.

Spyware

A piece of malicious software that secretly installs itself to gather information about the user or
device.

SSD

Solid State Drive. A storage device for your computer that saves data on chips instead of a
mechanical platters.

Status Bar

A graphical element, usually at the top or bottom of a device’s screen, that displays information
about the state of the device. Some settings commonly found on the status bar are
sound/volume, time, and battery life.

Sync

See synchronize.

Synchronize

When a file is synced, changes to that file are saved are pushed from one device to all other
devices with access to that file, via a remote server.

Tag / Tagging

A keyword or term added to the metadata of a piece of information. In social media, when
someone is tagged, they are alerted to a post made by another user.

Taskbar

A graphical user interface (GUI) that is typically along the bottom of your window, and usually
shows you what programs are actively running as well as important information about the
operating system.

TB

Terabyte. A measure of computer storage equal to 1000 gigabytes or trillion bytes. The prefix
tera means 10*2.

Terms of Service

The rules you agree to abide by when you sign up use an online service.

Text Message

A brief message that is sent from one phone number to another phone number via a protocol
called SMS. Text messages are generally limited to 160 characters, and messages with more
characters than that will be broken down into multiple messages when sent. Text messages are
asynchronous:

a message sent to someone whose phone is off is delivered when their phone is turned back on.
Text messages generally do not require cellular data but do require a cellular connection.
Thumb Drive

USB Flash Drive

TIFF / TIF

Tag Image File Format. Lossless digital image format that was developed originally for
scanners as an alternative to multiple proprietary formats.

Timeline

A display of items in chronological order. Twitter has a timeline; Facebook has a news feed.
TL;DR

Too Long, Didn’t Read

TOS

Terms of Service
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Trojans

A type of malicious computer virus that presents itself as a useful item, such as a document.
Two-Factor Authentication

This is a way to make both your device and your account more secure. When you log into your
Apple ID on a new iPad (or iPhone) for the first time OR you log into iCloud from a computer
you have never used before, Apple wants you to verify that YOU are the person attempting to
access your account.

TXT

Text message.

Unfollow

To stop seeing a user’s posts in your timeline or news feed. On Facebook, you can unfollow
someone by still remain friends with them.

Uninstall

The removal or a software program or application from the operating system of a device.
Although uninstall removes the visible aspects of a program, there are often bits and pieces of
the program left behind.

Unique Identifier

A piece of data that is unique to a record. Telephone numbers and email addresses are often
used as unique identifiers, because no two individuals have the same ones. Unique identifiers
allow data records to be linked across databases.

Upload

To move files from your computer to a cloud service or network.

URL

Uniform Resource Locator is the address of a space on the web. Every website has a unique
address, and that address can often tell you something about the web page you are visiting.
URL Bar

See address bar.

USB

Universal Serial Bus. This is the industry standard for cables that connect devices and their
peripherals through a wire. This connection can be used for both communication and power.
There are several types of USB connections: USB-A, USB-A 3.0, mini-USB, micro-USB, and the
newest standard, USB-C.

USB Flash Drive

Also: USB thumb drive. A small USB data storage device that is removable, rewritable, and can
be easily carried in a pocket.

User Data

Any type of data generated by people interacting with software programs. User data includes:
Explicit Data, which is given by a user directly such as name, address, email, and phone
number; Implicit Data, which is not provided by the user directly but gleaned through analysis
of user interactions, such as pages visited, session duration, or type of device; and finally
External Data which has been gathered from third parties with whom an organization has a
relationship.

Username

Also called account name, login ID, user ID. The credentials you use to access an electronic
resources, such as your computer or a website. Every account on a website or device must be
unique to that service, so as to keep account information separate.

VGA

Video Graphics Array. A connector that takes video signal from a computer and takes it to the
monitor (or projector).
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Virtual Personal Assistant

A software program that preforms tasks or services based upon verbal commands. Some of the
most well-known services are Siri and Alexa.

Viruses

A piece of malicious software that inserts itself into another software program that it uses to
replicate itself. Ransomware is a software virus.

WAV

Waveform Audio File Format. An audio file standard for uncompressed audio.

Web

Also called the World Wide Web, this is an information space on the Internet that is accessible
from devices such as computers, cell phones, and tablets, using a URL as the address.

Web Browser

A software program that allows you to access sites on the Internet, or web.

Web Cookie

See Cookie.

Website

a location connected to the Internet that maintains one or more pages on the World Wide Web
Wi-Fi

Short for wireless (the “fi” is an arbitrary syllable added on)

Widget

A graphical element that displays information or provides quick access to certain parts of an
app. Mobile devices frequently have a weather widget that is linked to your weather app, and
which tells you the current temperature and forecast.

Wireless Access Point

A device that allows your device to access the internet. If a wireless access point (or router)
does not have a password, it is unsecure, and you should assume that anyone can see what you
are doing on your device.

Wireless Router

A piece of hardware that allows devices to connect to the internet without being plugged into
the wall. Your wireless at home should be password protected, so that strangers cannot access
all devices in your home using that wireless network.

Wireless

A technology that allows computers to connect to a network and/or the internet without using
a physical connection. Wireless is available in an area when a wireless access point (also called
a hotspot) has been created and made accessible to devices. Public wireless is less secure and
caution should be used (ie, don’t make purchases or send private emails over a wireless
network). Private wireless networks (such as in your home) should be secured with a password.
World Wide Web

An information system on the Internet which allows documents to be connected to other
documents by hypertext links, enabling the user to search for information by moving from one
document to another.
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Please Support OLLI@WVU!

Osher Lifelong Learning Institute
Mountaineer Mall Unit C-17

PO Box 9123

Morgantown, WV 26506-9123
Phone Numbers:

Office: (304) 293-1793
Email Address: olli@hsc.wvu.edu

http://www.olliatwvu.org
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