COMPUTER ORGANIZATION OUTLINE

Along the organizing principle of a designated, findable place for everything, here is one way to organize files so that you can find everything as if it were filed in file cabinets.   You would use the “new folder” button in your word processor.   (See the help section of your word processor for more details.  If you need one, www.openoffice.org is free and recommended.  Use “copy” buttons and paste into documents if you wish.  Print your computer location [as on this page] or file name in the “footer”. )
General Categories
These are the general categories: (You can add to or delete from these).

1. Business and Work Rel8d  
2. Clients

3. Computer rel8d
4. FinancialTopics

5. FinancialPlanning

6. Investments

7. Management

8. PeopleAndConnections

9. Personal 

10. PlanningPersonal

11. Self Development

12. TimeProductivityPlanning

13. WorldAndCommunity

Sub-Folders

Each section would have “sub-folders” akin to an outline format, as in this partial illustration:
Self Development

       Philosophy

            Meaning Of Life

            Overall

……..           

       Psychology

            Emotion management
                   Fear/Anxiety

                         Anger

                         Anxiety

                         Fear

             Happiness

             Loving Oneself

……
DETAILED COMPUTER ORGANIZATION OUTLINE

	MAJOR SECTION
	2ND LEVEL
	3RD LEVEL
	4TH LEVEL
	5TH LEVEL

	
	
	
	
	

	BusinessandWorkRel8d 
	Company, My
	Marketing,  Sales
	
	

	BusinessandWorkRel8d 
	Job, My
	
	
	

	BusinessandWorkRel8d 
	Marketing
	
	
	

	BusinessandWorkRel8d 
	Projects
	Name of project 
	Pieces of project
	

	BusinessandWorkRel8d 
	ResourcesBus
	
	
	

	BusinessandWorkRel8d 
	Sales
	
	
	

	BusinessandWorkRel8d 
	Work related
	Plan, 
	
	

	Clients
	
	
	
	

	ComputerRel8d
	
	
	
	

	ComputerRel8d
	AudioVideoRel
	
	
	

	ComputerRel8d
	Email 
	
	
	

	ComputerRel8d
	Equipment
	Specific devices
	
	

	ComputerRel8d
	Passwords
	
	
	

	ComputerRel8d
	Software Rel.
	Overall
	
	

	ComputerRel8d
	Software Rel. 
	Specific software
	
	

	ComputerRel8d
	Software Rel.
	Type of software
	Word processing
	

	FinancialPlanning
	
	
	
	

	FinancialPlanning
	CreditBorrowing
	
	
	

	FinancialPlanning
	Education
	
	
	

	FinancialPlanning
	EstatePlanning
	
	
	

	FinancialPlanning
	QualPlansIRA
	
	
	

	FinancialPlanning
	RetirementModAndPlg
	
	
	

	FinancialPlanning
	Spending
	
	
	

	FinancialPlanning
	Tax 
	
	
	

	FinancialTopics
	
	
	
	

	InvestingInvestments
	
	
	
	

	Personal
	
	
	
	

	Management
	
	
	
	

	PeopleAndConnections
	
	
	
	

	Personal 
	About Me
	
	
	

	Personal 
	History
	
	
	

	Personal
	Journals 
	
	
	

	Personal 
	MaterialMatters
	EquipmentAndInstructions, Estate, IncomeAndExpenses, House, Taxrel8d, Travel, WealthAndInv
	
	

	Personal 
	Organization
	
	
	

	Personal 
	People
	
	
	

	Personal 
	Physical
	
	
	

	Personal 
	Recreation
	
	
	

	Personal 
	RelationshipMy
	Communications, Counseling, HistoryOur, Learning, LoveRel8d, MarriageAndCelebration, ProblemsIssues, Requests, 
	
	

	Personal 
	Self development
	
	
	

	Personal 
	Self Mgmt
	
	
	

	Personal 
	Spouse
	Overall, numbers, preferences
	
	

	Planning 
	BusPlan
	
	
	

	Planning 
	ChallengesIdeas
	
	
	

	Planning 
	CurrentTimePlg
	Pending, Projects, TimeUse
	
	

	Planning 
	PersPlan 
	CurrentYearPlg, LongTermPlg
	
	

	PlanningPersonal
	
	
	
	

	Self Development
	
	
	
	

	SelfDevelopmentTopics
	BookSummaries
	
	
	

	SelfDevelopmentTopics
	CoursesWorkshops
	Specific Name, Scheduling
	
	

	SelfDevelopmentTopics
	Inspiration
	People, quotes
	
	

	SelfDevelopmentTopics
	LearningPlans
	
	
	

	SelfDevelopmentTopics
	LifeManagement
	Behaviors, Learning, Lifestyle, Models, Overall, PassionPurpose, PowerRel8d, 

Principles, ProblemSolving, LifeTests,  Thinking, Values, What To Do When
	
	

	SelfDevelopmentTopics
	LifeManagement
	Practices
	Discipline, Journaling
	

	SelfDevelopmentTopics
	LifeManagement
	Success
	BookExcerpts, PrinciplesSuccess
	

	SelfDevelopmentTopics
	Material
	Business, Career, ClothesRel8d, Financial, House, Legal, Travel
	
	

	SelfDevelopmentTopics
	People
	
	
	

	SelfDevelopmentTopics
	Philosophy
	
	
	

	SelfDevelopmentTopics
	Physical
	Energy, Exercise, IllnessesAndHandling, Nutrition, Sex, Weight
	
	

	SelfDevelopmentTopics
	Psychological
	Affirmations, Analysis, AttitudesFocusEtc, Behaviors, BeliefsThoughts, EmotionMgmt, Happiness,

Inspiration, Love, MindMgmt,  Motivation, Overall, PeaceCalm, Personality types, PositiveThinking, ResponsibilityVictim, Summaries, TestsRatings, TraitsCharacteristics
	
	

	SelfDevelopmentTopics
	Recreation
	
	
	

	SelfDevelopmentTopics
	Relationship
	BooksSummaries, Children, Communication, Creating, FindingScreening, GenderRelated, HumorWAPoint, LearningMastering, Loving, MarriageRel, ModelRel, Overall, PlanningRel, PoemsWUs, PsychologyOfRel, Rescuing, SexRel8d, Workshops
	
	

	SelfDevelopmentTopics
	Relationship
	Sustaining,
	Agreements, Behaviors, CheckUps, GreatRel8ship, Overall, ProblemsResolve, Questionnaires
	

	SelfDevelopmentTopics
	Resources
	
	
	

	SelfDevelopmentTopics
	Social
	
	
	

	SelfDevelopmentTopics
	Wisdom
	
	
	

	TimeProductivityPlanning
	
	
	
	

	WorldAndCommunity
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