
Creating & Organizing your files  www.vvcclub.com     Page 1 of 10  

� � � � � �� � 	 
 ��� � 	 
 	 
 � �� � � � 	 � � � 	 � � � � �� � 	 � � � � 	 � � � � � �� � � 	
� � � �� � � �� 	
 � �� � � 
 �� 	�
 � �� 	� � �
 	� � 
 
 �� � �� � � � � � 
 
 �� � � � 
 � �� 
 � � � �� 
 �� 	� � � � � �� � � �� 
 
 
 �� � � � 
 � � � ��� 
 � ! 
 � � � � � � � 
 � � � 
 	
 � � � 	� � � � � �
� � � �� 
 
 
 �� "��#� $� �� �� � � � 
 
 �� � �� 
 
 � 
 
 
 � � 
 �� � �� %�	&
 �' � 
 � �� 
 �� � 
 � � $� (�

� �� � � � � 	 � � � �� � � � � 	 � � � � 	 � �� � 	 � � � � � � � 	 � � � � � � � � � 	 
 � �� � � 	 � �� � �

 



Creating & Organizing your files  www.vvcclub.com     Page 2 of 10  

� )�* +#, � �
� � 
 � 	� 	� � �

 

* � � � � 
 � � � �- �
� 
 � � 	� ! � �� � �� 
 
 �

 

 
 � ! 
 � � �' 	�
 � �
� � �� 
 
 �

* � � � � 
 � � � �- �
� 
 � � 	� ! � �� � �� 
 
 �

 

. � � � � � � � �
� � �� 
 
 �

 

� � �� � � 
 
 �� � �
 
 
 � � � � ��� � �� 
 
 �

 

� � 	 � � � � � 	
� �  � � � 	

� � � ! � � � " �� 	
� � � � � � � 	
� � � � � ! � � 	

 

� ���� � 
 
 � �
' � �� 
 
 �

� � � 
 � �� 
 � � �
� � �� 
 
 �

 
 � ! 
 � � � �
� � �� 
 
 �

. � � � � � � � �� � �� 
 
 �
 

� � #� � � � � � �  	
� � � 	

 

/ � � � �� � �� 
 
 �
 

* 
 � &� � � �
� � �� 
 
 �

� � � � � �� � 	 
 	
$ � � � � �� �� � 	
%��� �  � � ! 	

	

 

* )�* +#, � �
� � 
 � 	� 	� � �

� � �* � � � � 
 � � � �
� � �� 
 
 �

� � �
 	� � � 
 
 � �
� � �� 
 
 �

0112�
 	� � � 
 
 � �
� � �� � 
 ��
� 
 � 
 �

� � �� 
 
 �

&� � � � ' ' (  
)� � 	

	

, , � � �
� � �� 
 
 �

3 � � 	� 
 �� #4 �
� � �� 
 
  

New Classes 
folder 

* * � � 	
� � � � � � � � ! � 	
� � � � �  � �� 	

� � � � � � � �	 � 
 	 � � 
 � � � � � �  

 



Creating & Organizing your files  www.vvcclub.com     Page 3 of 10  

� ��	 � 
 	 � � � 	 � � � � �� � � 	 
 � � 	 � � � �� � 	 
 ��� � 	 � �� �" �� 	 � � � 	 � � � 	 � � � 	 ! � � 	 � �� � 	 � � � � 	 � � � 	 �� 	 � � � 	 � � � � � +� � � � � � �	
, � � � �+%� �� � � 	 $ � � �� � � 	 � � � �� � � 	

                                                
� � � � ! 	� ! �� 	�
 �� � � � � 	� � 	� � � �	� �
 � � � �

                                                               
 
 

� � 5� 
 �� � � � � � � � 
 (�

* 	� � �� � � �
 � � 
 � � 	� � � �� � �
� 	� � 	� ! � 	� � �� 	�
 �� � � 
 � �

�

6 � 	� �	� �� � 
 
 
 �� � � �
� � 
 � 	� � �� � 	� � �
� 
 � ! 
 � � �� � 
 � � �� � 	� �
� 	�
 �� � � 
 �7� �
� 
 � � � �� "�

#�� � � � 
 
 �
� � � �� � 
 � �
� 	� 
 �
� � 
 � 
 88�

� � � � 	 
 � �� � 	
� � � � �� � � 	 � � �� 	
� � � ! � �-	



Creating & Organizing your files  www.vvcclub.com     Page 4 of 10  

. . . . . / &01 2 	 � 3&� 4	 � � 	 � � � 	 �� � � 	 �� 	 � �� � � � � 	 � � 	 
 �� � 	 � � � 	 � � � � 	 � � � � � 	 � � � � � ! � � � 	 � � � 	 � � � ��� " �� 	 
 � � 	 �� --	

	

 
 
  

 
 � � 
 
 � 	
 � �� 
 ��� �� � � �

 � 
 
 � � � 	� ! �� � � $� �
 � 
 
 �� � � � �� � �
&� � � �� 7� � � �� � 	� �	� 
 � �



Creating & Organizing your files  www.vvcclub.com     Page 5 of 10  

 

 

� . . �� 	�
 � �� � �
� * $� �� 
 
 �

 
 � � %� � �� �

   6 � 
 �' #3 * �6 � +4 � 6 �
7� � � � � �� ��� � � �� � � �� � �
�� 
 
 	� � �� � 
 �� � � � �	� ��

� � 	���� � 
 
 
 � � ( 

6 
 � �� � 	� �	� �� � � �
� � � 
 �� 
 � � 7�
 �

 � � � 	� ! �� 
 � ! 
 � � � �
� � � � �� 
 
 %� � � 
 �9   

: � 
 �� � 	� �� 
 � � 
 � � 
 
 �� � �
� � 
 � �� � � �� � � � � 
 	� 	� ! �

 
 � � ! � 	� 	� � ;�� � 
 
 � � �

 
 � � ! � 	� 	� � ;�� � � �� � � 
 �
� � � 
 � � 	7	�	� � �� 
 � � � 
 
 � �
� 
 � � � 
 � 
 	�� "�6 � 
 � 
 �
� 
 
 � 	� 
 � �� � � �� � � 
 � � �
� 
 
 � � 
 � � � � 
 ;�� � � �	� �
� � � �� 
 
 �� � � �� � 	� ! �� � 
 � �
� 	� � �� � � 
 �� � 
 
 
 � � �
� 
 � ! 
 � � ;�� � � �� � � �� � 
 � �
� � 
 � �� � � �� 
 � � � 
 � 
 	�� "�

 
 
 � 	� � 	� � � �� � � �
7
 �
 � � �	� 	� �� � 
 �

 � � � �9  �� � 
 
 ��



Creating & Organizing your files  www.vvcclub.com     Page 6 of 10  

�  � � * � 	 � � 	 �� 	 � � � � 	 
 � � 	 � � � �� � +! � � � � �� � 	 � � � � � � � 	 � � � 	 � � ! � � � � � � 	 � � 	 
 � � 	 � � � �� � 	 ! � � �� � 	
�  � � * � 	 �� 	 � � � � 	 
 � � 	 � � � �� � 	 ! � � � � � � 	 � � 	 � � � � �� � � �� 	 � � � � � 	 � � ! � � � � � � 	 	
�  0 �� � 	 
 ��� � 	 � 	 � �� � �
 �! � � � 	 � � � � 	

� � 	 � � � 	 �� 
 � 	 5' ' 6	
1 � � 	 � � 	 � � � � � 	 76' 	 " ����� � 	 �� 	 3� � � � � � 	 � �� � �� � � 	 �� 	 � 	 � � � � 	
8 � �! � � � 	 " � ! � � � 	 ' 5( 5' 9	

�  , �� ! � 	 � � � � 	 �� 	 � 	 �� � �! � �	 �� ! � � �� � 	
� � 	 � � ! � � � � � � +� � 	 � �! � � � � � +� � 	 � � � � +/ � 
 � � +� � � 	 � � � 	 � � 	 � � � 	 � � � � 	 ' 5( 5' 9	
� � 	 : � ! � � � � � � +* * � � +� � � � 	 � � � � � � � � � +� ! 	 � � � � � � � � 	 
 � � 	 � � � � �� � 	

�  � � " 	 %� �� � � � 	 � � � 	 
 � � � 	 � � 	 � � � � 	 � � 	 � � � � 	 � � 	 � � � 	 � � � � -	
�  %��� � 	 
 	 %� �� � � � 	 � � � � �� 	 � � � 	 " � 	 � � � � �� � � 	 � � � � � � � -	 ;< � � %� �� � � =	 < � � %� �� � � 5=	 � � !  >	

	
	

	

<* � � $� �
� � 
 ! 
 � �
� � 
 � 
 �
� � � 
 � � � � � �
� 
 
 �� 
 
 
 (�

� � � 
 � �� � � �� � �
= 3 � �� � �� 
 
 ��
 � 
 ��
 

� 
 
 � � 
 � �� �
3 
 � �' � �� 
 
 �

� � � � ! 
 � �� � � �
� � � �, #� � �
	� 
 � � )� 
 � � 	�� ;�
�	� � ;�
 � � "�
��

#� �� � 	� �� �
� �� � �
 �! � � � 	
� � � 
 8�

#� �� � 
 �
� 
 � � � �� �� 	�
 �
� � � 
 �� &� � 8�



Creating & Organizing your files  www.vvcclub.com     Page 7 of 10  

�  � � � � � 	 � ���	 � � � 	 � � � � 	 �� ?	
�  � � � � 	 � ���	 � � � 	 � � � � 	 �� ?	

	
	

	
	
	

� � � �� � � �
� 
 � 	! � � � 
 �
� 
 � � � 
 &�
�� � � � 	� � � �	� �
� 
 
 
 �

� �	� &�� � 
 �� � � � �� 
 
 � � �
� � �� 	� � �� � �� ���� � �� � 
 �
�� � � � 	� � � �� � �� � � 
 � � �
� � 
 
 
 �� � � �� � � �� �� � � 
 �
� � � 
 �� 	�
 �

6 � 
 �� � , � �7� � � � � �� 	���� � � 
 �� � �
� � 
 �
 � 	� � 	� ! �� � � � � 
 � � �= +�
� 	���� � 
 � 
 �� � 
 �� � , � �� � �
� 	� � � � �� � �� � 
 � �

� � 	� � 	� ! �� � � � � 
 � � �� 	�
 �� � � 
 �



Creating & Organizing your files  www.vvcclub.com     Page 8 of 10  

	
�

>%� 
 �
 � � �� �
� � �� 
 
 �� � �� � � 
 �
� � ? �

0%�� 
 
 � � 
 �� �� 
 � �� � 7�
� � �� 
 
 �� � �� �� � 
 �� � � 
 �
� 	�
 �	� � � ? �

2%4	� 
 �� � � 
 �� 	�
 �� �
� 	! � 	� 	� � � � �� � � 
 ? �

� � � 
 ;�
� � � 
 ;��
� � � 
 (�



Creating & Organizing your files  www.vvcclub.com     Page 9 of 10  

$ ! ! � � �� � � ��� 	 � 	 � � � � � � � 	 � ���	 � � � 	 � 
 
 � � 	 � � � 	 � � � 	 � � � �� � 	 � 
 	 ! � � � � �� � 	 � 	 � � " #
 � �� � � 	 " � 
 � � � 	 � � � 	 � � � � 	 � � 	 � � � 	
� ���	 � � � � 	 � � 	 ! � � � � � 	 � � � 	 � � � � � ��� 	 
 �� � � -	

 
 
 
 
 
 
 
 

+#4@6�� . #� A�	� �� � 
 �

 � � � � �� � � � 
 �� � �� 
 
 � � 
 �� �
� 
 � �� � �� 
 
 �

. � � &�� � 
 �� � 
 �� � � 
 � � � � �
� � � �� 
 
 � �	� �� � 
 �� � � � � � �
6 � � &� �. 	� � �� 
 ? �

� �	� &�� � �' #. � � �3 � � �
' = . * � +�� 
 ? �
 

B
 � � � 
 �� � �
� � 
 �
�� � � � 	� � �
� � 
 
 
 �� � � �
� � � � �� � �
� � &
 �� � � 
 �
� 
 � �
� � �� 
 
 �



Creating & Organizing your files  www.vvcclub.com     Page 10 of 10  

%��� 	 1 � � � � � � � � �� � 	
�  #� � �� 
 � 
 
 �� � � ��� � 
 �� � �
 
 � � � 
 �
�  #� � �� 
 � 
 
 �� � � ��� � 
 �� � �
 
 �� � � � 
 �
�  #� � �� 
 � 
 
 �� � � ��� � 
 �� � �
 
 � � � 
 �

�
http://www.kidsdomain.com/brain/computer/lesson/comp_les7.html 
http://wordprocessing.about.com/od/wordprocessingsoftware/a/6organize.htm 
http://www.ehow.com/how_2493_organize-directories-computer.html 
http://www.microsoft.com/athome/moredone/organizefiles.mspx 
http://organize-u.com/Press_Room/Cleaning_Computer_Files.htm  
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