Staying Digitally Organized

Digitally (Dis)Organized...
As we become more immersed in a digital world, it is very easy to become (dis)organized.
Documents, pictures, music, texts, emails, websites, apps, newsfeeds, cooking recipes
….the list goes on and on.
There are solutions out there to help. iCloud, Google Drive, Evernote, and Dropbox are
just a few options out there. Some are free, some are not. Others have a lot of space,
while others are limited. It is about understanding the platforms you exist in, and finding
ways to make it work from there.

Things We Don’t Want to Admit
None of us would ever want to categorize ourselves as being disorganized. But would you
consider yourself as a person who keeps a lot of stuff. There are some things to consider.
Why do you have so many pictures? So many emails? Or so much music or movie files?
More than you can ever read, or watch, or listen. Because you can? Sure, but should you?
One last question to think about...do you shudder at the thought of trying to organize your
emails, news, music or pictures?
If you answer yes, then you may fall into the category of a digital hoarder. Don’t worry, you
are not alone by any means. I would venture to guess the majority of us fall into this category (myself included); and like all things there is the light, moderate, and extreme. This
class is more about developing a plan to tackle some portion of this digital mess rather than
point fingers and make people feel bad.
The Goal of this class is for you to take one strategy and tackle one problem to feel more
organized.

Notes:

Other things to consider...
While there is admittedly a lot of technology around us, and it is easy for us to feel overwhelmed by it; it is best to try to live in one “environment” to create better order. For
instance, if you have an iPhone, it would be best to live in Safari for browsing and iCloud
for organizing. If you have an Android phone, it would be best to browse in Chrome and
organize in Google Drive.
Also, while researching this topic, I came across some interesting vocabulary. Besides the
concept of digital hoarding, there was the concept of a digital estate and/or digital estate
planning. What does/should happen to our online footprint after we move past this
mortal coil? The second term I found was called Digital Property, which is somewhat
similar to digital estate, but seems to look at this issue from an ownership standpoint.

Where to Start
Our digital messes usually are wide spread and time consuming to fix. As stated on page
2, the goal of this class is to identify one area of our digital life that we would like to
better organize, and start there.
For myself, I am selecting pictures because it is the easiest, yet the most difficult. Pictures
takes up the most amount of storage on our devices, yet is the hardest to let go of. If you
think about the age of film cameras, we could only take 24-36 pictures on a roll, so we
tried to make them the best ones. I would advise to go back in time and look at the pictures that are not your best ones, or do not have much meaning.
The other place I did start, a while back, was in my email. In my private account (I have
several work emails), there was too much clutter to handle. I had a couple of emails that
actually mattered, and the rest was unneeded. I save those few in a folder and deleted all
of the rest without reviewing. It was the best decision I could have made. Things immediately felt more organized.

Notes:

Free Organizing Tools for Android/Chrome Users
Google Drive - Great for creating documents, presentations and
spreadsheets. Easy to create folder system that can hold any file type.

Google Keep - Awesome note taking program. Allows for checklists,
general note keeping, and even voice note taking.

Google Photos - Standard picture organizer in Android that allows
pictures to be organized in a variety of ways from location to facial recognition or dates.

Free Organizing Tools for iOS(Apple)/Safari Users
Evernote - Evernote allows users to multitask between platforms. If you
have an iPhone and a Microsoft computer, this would be a great tool.

iCloud - iCloud allows seamless integration between your iOS devices (iPad
or iPhone) and/or your iMac.

Photos - Standard picture organizer in iOS. Allows pictures to be organized
chronologically, location, and facial recognition

Creating Folders:
iOS

Android

The method is the same. Drag one app over another app. This will put the apps into a
folder for you to manage. Then, you can continue to put apps into the newly created folder.

Gmail
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Gmail does have folders, but they call them
labels.

Yahoo

In Yahoo, you can click on the icon next to
the folders tab to create a new folder.

Upcoming Tech Events
Online Job Searching - Sept 24 @ 7:00pm - 8:30pm
Voice Assistance (Smart Speakers) - Oct 1 @ 7:00pm - 8:30pm
Intro to Microsoft Powerpoint - Oct 8 @ 7:00 & Oct 12 @ 10am
Better Online Searching - Oct 22 @ 7:00pm - 8:30pm
Microsoft Excel - Nov 5 @ 7:00pm & Nov 9 @ 10:00am
Smart Online Shopping - Nov 19 @ 7:00pm - 8:30pm
Meet Your Computer - Every Wednesday & 1st Saturday @ 10am

Upcoming Events
Monday Movie Madness - 2nd Monday of the Month @ 1:00pm
Plant Based Eating - Sept 25 @ 7:00pm - 8:00pm
Zumba Gold - Thursdays: Sept. 26 - Oct. 17 @ 11:00am - 12:00pm
Identity Theft Workshop - Sept 30 @ 7:00pm - 8:00pm
Register to Vote @ the Library - Sept 24 @ 9:00am - 8:30pm
Holiday Spectacular - Dec 4 @ 6:30pm - 8:30pm
Food for Fines - November 1 - December 15

