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A basic guide to managing files on your device

What is a file?

What is a drive?

Why is housekeeping / file management important?

Common file management tasks for files and drives




What is a File?

Has to have a filename
[Drive name]—[Folder name(s)]—[filename].[filetype]
Has other attributes
Created date—last update —size —several others
How are files created?
By applications e.g. word processors, spreadsheets, cameras

Or by copying / downloading

Drive name discussed in more detail in next slide

Folders can be a very useful tool for organising your files. There will be a number of folders predefined on your main device drive by the operating system and
applications - these should be left alone. Others on this drive are for your use, such as (My) Documents, Pictures & Music & it’s good practice to adopt a scheme for
naming and structuring folders for your own use.

Filename is another prompt that tells you what’s in the file. It might be an idea to use a scheme here as well so that you can always find the file you need quickly.

Finally filetype denotes the application used to create the file in the first place and/or needed to open the file. The full filename has to be unique on your system.

Filesizes vary hugely depending on what they contain. It will be given as KB (kilobyte: 1,000 bytes), MB (megabyte: 1,000,000 bytes) or occasionally GB (gigabyte:
1,000,000,000 bytes)



[ ] @ = Lightroom Catalog-2-v13-3 Previews.Irdata Info

My La rg est Fi Ie @ ) L Ca‘t‘alog-f-ﬂ:»lla P‘re‘views.lrd... 2078 GB

General:

Kind: Adobe Lightroom Data
Size: 20,775,302,320 bytes (21.14 GB on disk)
Where: iCloud Drive - Documents » Lightroom
Created: Thursday, 12 September 2024 at 12:42

1 Fl |ename & type Modified: Sunday, 5 October 2025 at 17:05
Locked
2. Filesize
Name & Extension: |

|
Comments: |

Open with:

3. Drive & folder information

Sharing & Permissions:

You have custom access

Name Privilege
@ steveskinner (Me) Read & Write
22 staff Read only

2212 everyone Read only

+ - O-

Lightroom is an App from Adobe & sister product to Photoshop, used to organise and edit digital photographs. This particular file contains ‘previews’ of more than 38,000
images that are all referenced in a Catalogue - a different file that is also very big at 372 MB



What is a Drive?

Samisk

Floppy Disk - some very early PC only used floppy disks, physical sizes were 8”, 5.25” and 3.5” and the most common capacities were 720Kb and 1.44Mb. Over 14,000
would be needed to hold my largest file

Internal drive - this is an older version, classified as HDD (hard disk drive); newer models are classified as SSD (solid state disk) - less moving parts. Early PCs had an
internal disk capacity as low as 20MB, today 2 TB is quite widely available. (1 TB is 1,000,000,000,000 bytes).

CD ROM or RW - common size is 650MB

USB Flash Drive - vary in size from 8MB up to 4TB

SD Card - also vary in size - this specimen can hold 2TB, needs to have a card reader

External drive - can be HDD or SSD, capacity can be several TB, typically attach via USB

Network Attached Storage (NAS) - separate enclosure that plugs into your router, can house multiple drives so very high capacity, dual copy

Cloud storage - rented storage from an internet provider, have to be connected to internet



| am in the process of migrating from Windows to Mac at the moment, so this is work in progress, major considerations include very large Music (1.23 TB) and Pictures
(595 GB) libraries (not including Lightroom files mentioned earlier)- both re too big for my internal drive, 122 GB of files previously stored on OneDrive + having backups

of important files.

How | use Drives

Drive Type

My Usage

Floppy Disk

None

Internal Drive

498 GB SSD, currently 52% full. See screenshot for usage

CcD External device for CD & DVD, last used for ‘ripping’ 000’s of music CDs
USB Flash Used for sharing files to others e.g. for Photography Club
SD Card Used for transferring image files from camera

External Drive (1)

4 TB SSD: 53% used (contains image files, music & ex-One Drive files)

External Drive (2)

2 TB SSD: 11% used (contains system backups)

NAS

None

Cloud Drive(1)

iCloud 200 GB, 13% used: image files from iPhone / iPad, Notes, Passwords,
iPhone & iPad backups + Documents sync

Cloud Drive(2)

Google Cloud 15GB, 49% used: Gmail, shared photos, shared files

Cloud Drive(3)

Adobe Cloud 20GB, 14% used: image file transfers between devices

Current issues: finding synchronization between Mac and iCloud very slow; unable to backup all the larger libraries




Why is Housekeeping / File Management Important

* To help easily find files:

» Create a drive, directory and file naming structure that is easy to remember
* And stick to it!

* To protect against data loss:
» Options include: manual copies, synchronised folders (e.g. iCloud, OneDrive),
synchronised drives (e.g. with NAS), purpose-built backup & recovery solutions
* Make sure you know how to recover files in the event of data loss!

* To avoid drives filling up:
* Keep an eye on your storage levels
* Most devices have tools available to view what’s taking up space
* Look at: downloads folder, recycle bin, applications no longer used, large media
files (video, audio, photographs), ‘old’ and temporary files, disk cleaning

Search is also a pretty effective tool for finding lost files

Date loss can occur as a result of corruption, inadvertent erasure, hardware failure
A couple of free backup tools I’ve used are:

Syncback - https://www.2brightsparks.com/

and GoodSync - https://www.goodsync.com/

At best, filling a drive means that you can no longer save files to it
Filling your main device drive can be more serious, including slow responses or system freezes



Space Management Examples
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Some ‘How To’ Links

* Organising Folders
 https://www.youtube.com/watch?v=MM-MPS57gKA
* https://www.youtube.com/watch?v=L MFP3-qF6UE

* Backup

* Windows: https://www.youtube.com/watch?v=d3iAiAgMtvg

* Android: https://www.youtube.com/watch?v=QcKmegZH9ws (some of this is specific for Samsung
phones only)

* iPhone: https://www.youtube.com/watch?v=AcckZH-PCqgQ (similar for iPad)
* Mac: https://www.youtube.com/watch?v=A74Q5 YHvHU

» Storage Management
* Windows: https://www.youtube.com/watch?v=7N4d96NfUZw
* Android: https://www.youtube.com/watch?v=QwyybmZ7UMk

* iPhone: https://www.youtube.com/watch?v=bwjcYyCneNc
* Mac: https://www.youtube.com/watch?v=phFdXb9-xEQ



https://www.youtube.com/watch?v=MM-MPS57qKA
https://www.youtube.com/watch?v=LMFP3-qF6UE
https://www.youtube.com/watch?v=d3iAiAqMtvg
https://www.youtube.com/watch?v=QcKmeqZH9ws
https://www.youtube.com/watch?v=AcckZH-PCqQ
https://www.youtube.com/watch?v=A74Q5_YHvHU
https://www.youtube.com/watch?v=7N4d96NfUZw
https://www.youtube.com/watch?v=QwyybmZ7UMk
https://www.youtube.com/watch?v=bwjcYyCneNc
https://www.youtube.com/watch?v=phFdXb9-xEQ

