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Document Management  
Folders, files and your methodology 

 

 

As you complete the task check it off …. 

1. Write down all areas where you have documents (Word, PPT, Excel, 

PDF’s, etc)  - your desktop, my documents folder, jump drive(s), 

external hard drive, email, and any others. 

2. Review your calendar for a time where you can work uninterrupted, 

with a clear head (which means don’t book this time the day before 

a major presentation) for a period of 1.5 to three hours. Block off 

that time in your calendar as Document Assessment time.  

3. When the Document Assessment time arrives spend the first 15 

minutes preparing - close your office door, turn off your email, and 

change your voice mail to let people know you’ll be calling them 

back later in the day.  

STEP ONE:  Determine where you will transition all documents to. People 

will often choose their ‘My Documents’ folder because that’s where the 

majority of documents reside. I will reference ‘My Documents’ as the area 

of choice in this process.  

 STEP TWO: Transfer all documents from your secondary data files (jump 

drives, external hard drive, desktop, etc to your My Documents’ folder. 

This is the first step of grouping of all like items.  

STEP THREE: Further sort all documents in your ‘My Documents’ folder by 

grouping large amounts of like items into a primary folder. (Tip: Create a 

new folder by right clicking on the screen of your ‘My Documents’ file.) An 

example of grouping like items would be marketing materials – flyers, 

logo’s, web content, marketing materials, style guide….all of these items 

will initially fall into a ‘Marketing’ folder.  

Other common folders for large amounts of like items are:  

Administration, Clients, Proposals, Contracts, Templates, Tracking, 

Reports, Articles…. 

STEP FOUR: Choose one Primary folder and review all documentation 

within. Create sub folders to reflect more specific information. Logo’s may 

be a sub folder in the Mareketing folder. If you are stuck on an item that 

you don’t want to delete but it’s old information consider creating a  

‘z_Archives – Marketing’  folder. This will get those old docuements safely 

out of the way and you can determine what you will do with them when 

you are fine tuning your folders in the future. 

 STEP FIVE: Repeat Step Four until you have sorted all Primary folders.  

 

Benchmark and next steps on next page…..
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Take a moment to benchmark your progress by asking and answering these two questions …. 

 

4. Do you feel that you have increased the efficiency of your filing 

systems?  

5. Do you feel that you are spending less time searching for 

documents? 

Comments:  

 

 

 

 

 

A few tips and tricks for other areas of file and document methodology…….. 

 

Email and filing folder modification – create similar folder names in 

your email In Box and in your filing cabinets so information can be 

accessed readily.  

Short Cuts -  

• Ctrl + Click with your mouse will highlight multiple items individually 

• Shift + Click with the mouse will highlight a consecutive group  

• Click ‘view’ in your Ribbon (if using Microsoft Office) to see details 

about a document like the date it was created  

Backup your information – create a process where you will back up 

your computer regularly. Consider an external hard drive and be 

sure to back up your desktop, the My Documents folder and your 

email.   

 

 

Next Steps 

Write down your filing and document naming methodology – let’s call it your Document Naming Conventions. 

Include the names of your primary and secondary folders and create a process that you will follow for naming 

individual documents. All of this information can be put into your Operations Manual and if you don’t have one 

this will be the perfect time to start one.  
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kAos Group  is in the business of organization. We work closely with clients to help identify inefficiencies, the 

clutter and disorganization that prevents professional and personal growth, and help clients streamline their 

business and personal lives to reduce stress and increase productivity.  Visit www.kaosgroup.com and complete 

a complimentary Assessment to learn more about your current organizational situation. 
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