Organizing

Your 

Macintosh

Do's and Don’ts

DON'T

Store your documents in the same folder as the application that created it 

Store all of your files on the "root" level of your hard drive 

Backup Applications 

DO

Separate your Applications from your Documents 

Create Folders to Organize your Documents 

Make aliases to your frequently used folders 

Keep track of where you are saving your documents 

Hard Drive Folders

The folders on the “root” of your hard drive should be as follows:

	Applications
	Each application has it’s own sub-folder.

	Documents
	All of the documents that you create should be stored here and organized into sub-folders.

	System Folder
	The operating system files are stored here such as control panels, extensions, and preferences.


Categorizing Your Work

In your Documents folder on the hard drive, you should create several sub-folders.  Each sub-folder should be categories of your work.  Here’s an example from my work:

· Documents

· Instructional Computing Lab

· General Lab Information

· Handouts

· Lab Consultants

· Unit Reps

· General Information

· Meetings

· Technology Handbook

Creating Folders

At the Finder, pull down the File menu and choose New Folder.  Your folder name can be up to    31 characters and can contain spaces and some symbols.  You should avoid using the slash (/) and period (.) symbols, in case your files will be used on a PC, which doesn’t accept the slash in filenames and folder names and can become confused with an extra period.

Moving Files and Folders

You can simply moves files and folders by selecting them and dragging them to other folders. 
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You can select more than one file or folder at a time by pressing the Shift key while clicking on the file or folder.  You can also move files and folders by cutting and pasting them.

NOTE:  If you drag a file from one drive (storage media) to another, the file will be copied.  For example, if you drag a file from the hard drive to a network drive, the file will remain on the hard drive and be copied to the network drive.

Aliases

To open frequently used files or folders quickly, create aliases to them on your Desktop.  Aliases are shortcuts to your files and folders.  (You should avoid storing files directly on your Desktop.)  

To create an alias:

1. Open the folder containing the file or folder

2. Pull down the File menu and choose Make Alias
3. Drag the new alias to the Desktop or a folder on your Desktop

The filename of aliases is formatted in italics, indicating that it is an alias and not the actual file or folder.

Placing Aliases on Your Apple Menu

Aliases that appear on your Apple menu are stored within your System Folder in the Apple Menu Items Folder.  So, if you’d like to place a program or files on your Apple menu, follow the steps above for creating aliases and then drag them to the System Folder/Apple Menu Items Folder.

Finding Files

The Finder uses a program called Sherlock to search for files.  To open Sherlock, pull down the File menu and choose Find.  Choose the options on the screen.  When Sherlock finds files, clicking on the found files will show you the path where the files are stored.  You can double-click on the found files to open them.

What is the desktop? 
The Desktop is your starting place on a Macintosh.  The Desktop contains a database file that holds the information to let the computer know what application you used to create each file.  When you double-click on a file to open it, it’s the Desktop that tells the computer what program to open it in.  As you work in your programs and with your files, the Desktop file can become quite large and sometimes corrupted.  To prevent problems from occurring, you should rebuild your Desktop at least once a month.

To Rebuild the Desktop:


