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Book Description

If you feel constantly overwhelmed by the number of files… if you waste time looking for files you know you saved somewhere…

You’re not alone. I’ve been there.  

Between a full-time day job with mounds of paperwork every day and indie publishing, I was drowning in files. Not only couldn’t I find files I’d saved, but it was also like walking into a cluttered room. I was miserable and stressed out.

There had to be a better way!

I’m not a productivity expert. But in this book, I’m going to share with you what I did to get my files in order and stop being overwhelmed.
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Section 1: Overwhelmed

 


1 My Story

I don’t think anyone is ever prepared for the onslaught of information that assaults us daily. I sure wasn’t.

I’m a travel and charge card administrator in my day job and an independent writer in my spare time. I grew up when everything was on paper—in the Army, our “database” was index cards. Then computers happened, and the information crept up on me.

Suddenly, I had so many files on my computer—both at work and home—that I couldn’t keep up. It was hard finding places for everything, and I lost files.

All these files had a cumulative effect. It was like having a cluttered house with everything stuffed out of sight in closets. Every time I used the computer, this clutter nagged at me. I’d look for another file and get distracted when I had to open files to see what they were. Files accumulated in my “junk drawers” because it was too hard to decide where they were supposed to go. But I was still making a decision about the files by not making one.

I felt constantly overwhelmed.

It became apparent my filing structure wasn’t working when my home computer failed. I’d made a backup to an external hard drive, and I also used one of the online backup programs. However, because I hadn’t set up my folders properly, neither backup got everything. So it was off to the computer store to pay for a hard drive recovery.

I researched to find a filing system that would work. One made sense, especially for documents that fit in two places. The author suggested creating a link in the second folder. Then I did an annual purge and deleted files. Suddenly I had a lot of broken links. More clutter that I now had to do something with.

Another book suggested dumping everything in one folder. I think he must not have had that many files. I don’t know how he found anything!

Still another system suggested using an archivist’s methods. Divide the files into two categories, then each of those categories into two more, and so on. I could find files fairly easily. What didn’t work was that the structure created deeply nested folders, and over time, it became very difficult to get the files in the right place.

Then my home computer failed a second time. You guessed it! My backups still missed files, and I had to pay for another backup recovery.

I had to find a better way.

Questions


	Do you have problems finding files?



	Do you have problems figuring out where to put files?



	Do you have to open files to figure out what’s in there?



	Do you have a “junk drawer” where files end up?






2 What is Filing?

Part of my journey out of digital clutter and into digital minimalism was understanding what filing is.

The challenge is that filing is often thought of as something that someone else does and is not important.

At least until I can’t find a file that I need right now.

It was eye-opening to see it defined in the book Turning Numbers into Knowledge: Mastering the Art of Problem Solving by Jonathan Garo Koomey as being for retrieval. No wonder I’d been having so many problems. I’d been using it as storage.

The tools I also used, like Evernote and Microsoft OneNote, made it easy to do filing as storage. They even gave me online space so I could store more.

One of the other problems is that the internet is fleeting. You can visit an interesting site only to find it gone later. It feeds that feeling of fear of missing out: If you don’t save it right now, you may never have it again.

So filing starts with one question: “Do I need to retrieve this later?”

Sometimes that question doesn’t always have an obvious answer. Having a good system set up allows you to easily do a quick scan and delete anything that you no longer are going to retrieve.

Questions


	How have you been defining filing?



	What kinds of files do you need to retrieve?



	What kinds of files might you need temporarily and then can later be deleted?



	How do you think better organizing your filing can benefit you?





Resources

This book contains common sense ideas about filing. Turning Numbers into Knowledge: Mastering the Art of Problem Solving by Jonathan Koomey, Ph.D.


3 What is Minimalism?

Minimalism is an answer to the excesses of society that we’re bombarded with daily. Commercials tell us to buy the latest thing. Sales entice us into spending more than we need. We might buy a blouse because it’s a great deal, and then it never gets used.

Minimalism goes back to the times when my grandparents grew up. They didn’t have much, not because they were poor or broke, but because they didn’t need much. As they got older, when we visited, we stayed in a hotel instead of with them. We overwhelmed them.

If my grandparents got overwhelmed just by two kids and two adults coming to stay a week, then what is the daily intrusion of everything coming into our lives doing to us now?

Questions


	What are some examples of excesses in your life?



	What makes you feel overwhelmed?



	Do you think that minimalism can help that feeling of overwhelm?



	Do you think you need everything that you’re getting, especially files?



	What do you expect from organizing all your files?





Resources


	An overall definition of minimalism from Joshua Fields Millburn and Ryan Nicodemus, the Minimalists: “What is Minimalism?” 
https://www.theminimalists.com/minimalism/
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