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DIGITAL ORGANIZATION



TOPICS TO REVIEW

• File Management

• Email Management

• Tools

• File Sharing & Organization

• Password Management

• Calendars 
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FILE MANAGEMENT

• Choose Root Folder Carefully

• Use Sub-Folders

• Name Files & Folders  
Intelligently

• Avoid Long Filenames

• Names sort Alpha-Numerically

• Remember Cross-Platform Limitations 
spaces, \ / : * ? “ < > | [ ] & $
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EMAIL MANAGEMENT

• Mirror computer file structure
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• Keep separate personal & “business” email 
accounts



ORGANIZATIONAL TOOLS
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EverNote Google Keep Trello

• Free versions available
• Look for platform compatibility



FILE SHARING & ORGANIZATION

• Free, paid, & business versions

• Sync across devices

• Organized file management makes migration easier
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Dropbox Google DriveiCloud Drive



PASSWORD MANAGEMENT

7

LastPass 1Password

• Free, paid, & business versions

• Sync across devices



CALENDAR MANAGEMENT
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Outlook Google Calendar iCal

• Cloud versions for sync-ing
• Color coding
• Share options
• Can be used to manage projects



DIGITAL ORGANIZATION

•Choose your system carefully

•Stick with it!
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