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Be Kind to Your Future Self

' of the
document?

What is in
Document1?

What is this _—
\ .wpd file? Can |

even open -

name even mean?



Set Goals

* \Who needs to
understand this
system?

* What time can you
set aside for
organizing?




Folder Structure

fopLevel
| |
o " N
Individual Section 100th Rural Health Narrators Administrativef 2022 2023
Ividua eclions Anniversary Processes

o

Granular Sections




Folder Structures

I [+ = | McGoogan Library Oral History Program - General -

« Choose a theme

Cut X L:J MNew item ~ ﬂ Open HaSelect all

.| Copy path —T'_'| Easy access Edit Select none
Pin to Quick Copy Paste Move Copy Delete Rename Mew Properties . . °
AcCEss 7| Paste shortcut to to - folder - £ History DD Invert selection a e
Clipboard Organize MNew Open Select
L]
« S » University of M... » McGoogan Library Oral History Program - General » v | 0 Search McGoogan Library Oral History Program - General o P rOJ eCt
s
w MeGoogan Library Oral History Program - General & MName Status Date modified Type
Adminstrative Documents Adminstrative Documents o File folder ° Depa rtme nt / I eam
Meeting Minutes Meeting Minutes & File folder
v Marrators Marrators [&] File folder
Angle_Carol Processes & File folder [ J N a l I Ie
Eartee_Bob VideoEdit_Preservica Information [ File folder
@ TirneTracking.xlsx @ Microsoft Excel W...

Bayles_Kenneth

- e Titles should be

Bilek_L_Leuschen_MP

oy descriptive but

short

Breadhurst_M_Jana

Brown_David

* Resist nesting too

Chalise_Upendra

Chambers_Ward d ee p
Conner_Julius



Path Length

. Windows has a 256 error: path too long

character limit

 Long paths can make it
difficult to move, delete
or share files & folders

« Spaces count as a
character

 When creating folders
check to see the full

159

i )
path before maklng "C:\Users\larissa.krayer\University of Nebraska Medical Center\McGoogan Library Oral
many |eve|S History Program - General\Processes\Style Guide\OH_FileNameConventions.docx"

- 4
C:\Users\larissa.krayer\Desktop\oralhistorydocuments.png =~ 56 -
m——
AAaa—




File Names

Untitled 241.doc Final FINAL last
haSiilides Untitled 138 copy-docx version.docx
Untitled 138 copy Z.doex
Untitled 139.docx
Untitled 40 MOM ADDRESS,j,
Untitled 242.doc 0 " The title of the entire )
. Untitled 243.doc article including every
jleetiogetesag Untitled 243 IMPORTANT. doc word and author name
17.doc L. s )
¥ plus the journal and
OH 1Y G \_ publisher and date.pdf /

/
| _ 05-09-1999 Budget
Dr. Jonas picture.jpg Meeting Minutes.pdf

PROTIP: NEVER LOOK IN SOMEONE.
ELSE’s DOCUMENTS FOLDER.
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Pick a naming convention

» Different file sets can have + Put most important
different conventions metadata first

 |dentify metadata « Determine what sorting will be
the most useful

* Pick 2-4 pieces of metadata
» Separate metadata

« Examples:

Date — YYYYMMDD elements but avoid spaces
» Name or special characters
 Content type

. « Use dashes (-) or underscores
Location ()

* Project/Experiment
« Use Camel Case, ex.

FileName.docx



File Name Example

Project
Name \ / Date

ProjectA MeetingNotes 2023-01-04 SmithE.docx

\ \

Content Type

Name of
Notetaker




Abbreviations/Acronyms

© MARZK ANDERSON, WWW.ANDERTOONS.COM

« Use to shorten
folder and file
names

« Can be used for
projects,
experiments,
names.

e \Write them down

“Before I begin, one of the acronyms I'm going to
use is completely made up. See if you can figure out
which one.”




Version Control — Do you need it?

. "FINAL doc
N Use a Ve rSIOn nu mber B2 Editin grid view | Open ~ |2 Share X 1selected = All Documents

or date at end of the . Copy ik

Documents > General > Processes > Style Guide

file name. ] Delet

[1  Name v Modit = Pin to top ‘ + Add ¢
. Mames, Thesauruses & Terms July 19 3¢ Favorite
 If using numbers, use L bourioad

Past Style Guides July 20

leading zeros to help . e

OH_FileMameConventions.docx |5
Adobe Document Cloud >

Sort- EX: VO1 = OH_ProcedureNotes.docx Januan

' #3 Automate >

[ OHStyleGuide.docx July20 57 Move to

W Try not tO use F|na|’ ~  OHStyleGuide.pdf July 20 S
Other Options Can M= OHStyleGuide_StyleNotes.docx Augus @ verson sy

* ol
INAL _rev.6.COMMENTS. d FINAL _rev.8.commenieS,
[ Copy to FINAL —cev.6.COMMENTS. dec CORRECTIONS.doc

9
: @5 OHSuggestions.docx Augus a
include Draft and Q. Aert me 3
Approved for policies ey L )
pp p \J Check out cFiN%rev:qaﬁggénggTs;; FINAL?reV.ZZ.com;;GE:}{gb
orrechionsy. -50. corrections. 0. H@$% [
and procedures. (COMETOGRADSCHOOL 222 doc

WWW.PHPCOMICS. COM




Document it!

N
% « Use a README.txt file in your folder to
document your naming convention.
KEEP
CALM « Allows others to identify files from its name.
AND
DOCUMENT « Example: My file naming convention is

EVERYTHING! [SA-MPL-EID] [YYYYMMDD)]_[###]_ [status].[tif]




Organizing & Cleaning up

* Name your file at time of
creation & save it to the
appropriate folder

e Determine a schedule for
clean-up

« Dedicate time

* Things to clean-up
« Sort files into folders
Old/Unused files
Convert to file formats for
longevity
Rename files




Archiving Older Files

[] []
o Rev I eW fl I e S fo r « v A » University of Nebraska Medic... * Committees - Publicity Committee » v 0 Search Committees - Publicity Committee

~

. . v Committees - Publicity Committee ] Mame Status Date modified Type 5
a Ctl V I t Archive_OldFiles Archive_OldFiles File folder
Digital Commons marketing Digital Commons marketing File folder
Graphics Graphics File folder
[] [] []

°® D t f t Head shots Head shots File folder
e e rI I I I l Ie I I Library Liaison Messages Library Liaison Messages File folder
Library Profiles Library Profiles File folder
should be saved or

Meeting Agend
Eeting Agendas Meeting Minutes File folder
Meeting Minutes MNew Employee Orientation File folder
Ca n b e d e I ete d New Employee Orientation MNew Faculty Welcome Letter File folder
New Faculty Welcome Letter MNew Library Faculty File folder
Mew Library Faculty One pager File folder
° One pager Publicity Requests Punch Lists File folder
Ove O al I . . Social media File folder

v Publicity Requests Punch Lists

@ blog schedulexlsx
2023 Fall Snack Break
2l snack Brea @ Check List - Virtual_In-person Lecture pr.

11 - b .
rC I Ve O r 2023 McGoogan Sessions B@ Contacts for Campus Communications.d...

2023 Speaker_Mary Lou Falcone B@ Contacts for non-Omaha campuses.docx

C I t d f I d 2023 Speaker_Monica Schmidt a go.unme.edu

O m p e e O e r 2023 TE| Exhibit Guide for Leaders - NOW recognition.pdf
2 Nebraska NOW

@ MNotes from Admin.docx

@ PublicityliaisonProcedures.docx

B@ semester blog post format.docx
GraphicsTextTemplate B@ Timeline_Publicity.docx

Social media W

Microsoft Excel W...
Microsoft Word D...
11:55 &AM Microsoft Word D...

23 10:33 AM Microsoft Word D...

[r=1

Internet Shortcut
Adobe Acrobat D...
2024 Meet the Curator - Bioprep Tour Internet Shortcut
2024 NLM Pick Your Poison Microsoft Word D..
Microsoft Word D...

Completed
ompleted Microsoft Word D...

cocooooo0OOCODODODDODODODODDDOOODDD

Microsoft Word D...
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 Use or convert files
to formats with more
longevity.

File Formats

* Options:
- PDF

 Open Document
Format

 TIFF or PNG




Renaming in bulk

Bl PowerToys Settings

o USing Tab key to : j::'aﬂop P.owe:rRename

Learn more about PowerRename

&

T Awake

manually change ¢ o

B Crop And Lock

n a m e S #l  FancyZones Bl Enable PowerRename COn Q
I3 File Locksmith

File Explorer add-ons Shell integration

. n
e M |CrOSOft PowerToys
Show PowerRename in Default and extended context menu ~

Image Resizer

n
I n C I l I d e S £ Keyboard Manager @ Press Shift + right-click on files to apen the extended context menu

Mouse utilities

[

Auto-complete

M Mouse Without Borders
i Enable auto-complete for the search & replace fields On &>
B Paste As Plain Text P pl
B Peek
Maximum number of items 10 ¢
| ™ PowerRename
@ PowerToys Run @ Show recently used strings On m

Quick Accent

E°  Registry Preview Behavior

Screen Ruler Use Boost library
Provides extended features but may use different rege;

off @

B2 Shortcut Guide

B Text Extractor Attribution
£ Welcome to PowerToys Chris Davis's SmartRenamer
Rj Give feedback




Your Future Self Will Thank You w

 Develop and use
folder structures &
naming convention.

e Document it!

« Set-up a schedule
and dedicate time
to clean up folders.




Questions

Thank You!

Larissa Krayer

Larissa.Krayer@unmc.edu
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