Make the Computer Work for You - by : Lynn Baker

Some tips on using your Windows PC (some apply to MAC)
Lynn Baker (bakerlynnd@gmail.com)

Hotlink: if in a document or e-mail, there is a word, phrase or web address that is blue and
underlined, it is probably a hotlink (see examples below). You can use your mouse, left click on the link
and it will take you to the file that is on the web (you must be connected to the web with your
computer). This is a quick and easy way for the author to link you to something on the world wide web
(www).

There are many ways to do the following in Windows, this is just one approach
Navigating in your directory

e Go to Window on Taskbar E
e Use mouse to right click
e Opens menu

o Select File Explorer with right mouse

e Opens File Explorer (your screen may look different)
e Using the left side navigation, go down to find “This PC”

o Slide grey bar down of use roller on mouse —

e Select Documents

v WThspC _

» 3D Objects
m Desktop

Documents
4 Downloads
J Music

= Pictures

e This Is your directory
o Folders or files
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Creating folders:

Once you are in your PC Directory, you can now create new folders to organize your files

Recommend you create Genealogy Folder, then subfolders for your work

e Select the Folder where you want to create subfolders e

(i.e. Documents is highlighted here)

Pictures

~ W This PC

» 3D Objects

= Desktop

hd Documents

2021

o Select New Folder on the top of screen
o New Folder will be created in directory
o Rename the new folder (type in box)

o Genealogy —then hit enter

Share View

% cut >< -
W Copy path - e
Move Copy  Delete Rename

New
aste shorteut oo T folder

Organize New

* This PC » Documents >

- Name

= Front acor nurricane cover.ppux

& A&-2j-B-xmas.gif

& US Historical StateTerr (Gen .001) kmz
[£) scan0001.pdf

2022 Key Documents 3

~ | 2022 Key Documents

Fenm

F B Excel Pivot Table 8Apr19.mpd
F: ily Ti Make
Key Docutnents c e

Custom Office Templates

New folder|
Genealogy

= (if you hit enter and did not change the name to Genealogy, | will show you how

to change it later

o Genealogy folder now shows in the directory under Documents and also in the list of

files/folders in Documents

- v > This PC > Documents >
s Desktop A
v Documents

2021 Key Documents ¢
2022 Key Documents
Adobe

Audacity

bootstrap

Camtasia

Custom Office Templates
Eidos

Family Tree Maker

Fax

Genealogy _

o If at any time you want to change a folder or file name
= Select the Folder or File

o Left mouse click to get menu
e Then select rename

° Type over current name, press enter
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Let us now create some sub folders under Genealogy
e Select Genealogy folder
e At the top, select New Folder

Farnily Tree Maker

Fax

S _

B e s View

e Rename folder X =]
W= Coy h « -
py path
Pinto Quick Copy  Past  Move Copy  Delete Rename N%
access FZDO0ENET | ppo oC - fol
Clipboard Organize
« « 4 1 > ThisPC > Documents » Genealogy >
m Desktop o Name
Documents Few folde]

2021 Key Documents c
2022 Key Documents
Adobe

Audacity

bootstrap

Camtasia

Custom Office Templates
Eidos

Family Tree Maker

Fax
Genealogy
e Do this again until you have your subfolders set up (you can always add more or change these
names)
~ 1T > This PC * Documents > Genealogy > ~ i

Audacity - Name Date
bootstrap DONA 1072
Camtasia Family Groups 10/2
Custom Office Templates Gene:logy EZU:ﬂt\cn_ asz
Eidos Locations o/2
Family Tree Maker Personal writing 10/2
Fone Scanned photos and documents to be na... oy2
Genealogy B

e Then set up subfolders under your main headings until you have a structure (you can always
change this without losing any data)

v Genealogy
DNA
N Family Groups
v Baker Family Group
Baker Joshua
Baker Lynn
Baker Orlen Jr
Baker Orlen Sr
\Waganer Family Group
Genealogy Education
Locations
Personal writing

Scanned photos and documents to be namec
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Saving documents to a folder

Let use open up the Beginning Genealogy Handout, page down to some of the hotlink references:
(other sources of documents: you create your own, get e-mail with document attached, then open and
download, on-line research to download)

Documents referenced in presentation:

GeIea\ogv Checklist: Click here
PetSun List: Click here

Where to Find Information: Click here

Folder and File Naming system: Click here -
Digital Tips: Click here

e This opens the document in your browser to review
o Go to the Download button

M Inbox - bakerlynnd... [Z] Calendar &= @ RecordSeek Family History Center College of Charleston Genealogy Gmail » Other bookmar

PoF  Organizing Your Digital Genealogy Files 11Mar2020.pdf = Open with Google Docs | +

Organizing Your Digital Genealogy Information— by : Lynn Baker

e This will open up your computer directory

o Top bar has the directory you are in

o Left side Documents shows which specific directory (this will change based upon the last
time you were doing work on the computer in the directories)
Right side you see directory as well
You can click on folder with left mouse to open up and see subdirectories
Navigate to the folder you want to put the file into, open that folder
Rename the document (sometimes you keep the original name, sometimes (especially
when getting something off the internet you need to rename it — ensure you keep the
file extension - .doc or .pdf or .jpg)
e Once you have the file name you want and the folder open to put it in, then select Save

O O O O

~ Mame

) rganising Your Digal Gaeslony Files JThAar2020 el

Persancl wiiting

Seanned photos and documents ta be ramec.

e File saved in the right directory
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Finding documents

Open the Directory

= | Genealogy

Share View

Clipboard

v o4

= Desktop
2021 Key Documtnts ¢

2022 Key Dacuments

* This PC

Adobe

Audacity

bootstrap

Camtasia

Custom Office Templates
Eidos

Family Tree Maker

Fax |

Genealogy

Documents >

Genealogy *

x

~
Delete Rename Properties
Organize Ope:
~ (4]
Name
DNA

Family Groups
Genealogy Education
Locations

Personal writing

Seanned photos and documents to be na..  10/21/2022 &

| am going to select Documents to search entire computer

v -

»

Documents
Share View

o Cut

W Copy path -
Pin to Quick Copy Paste Move
#| Paste shortcut o
access to
Clipboard
« v 4 4 » ThisPC *> Documents *
m Desktop
- Documents

2021 Key Documents ¢
2022 Key Documents
Adobe

Audacity

bootstrap

Camtasia

Custom Office Templates
Eidos

Family Tree Maker
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Type in search Name or names
List of files opens up and | can select any file to open

X =]
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Select the folder you want to search in (this will go to all sub folders as well)
In the Search bar (top right) type in your search words

: I
L7

.-
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Beginning and
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Proposal for Fundraising



