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GENERAL MEETING: March 25, 2018
Program Topic: "Chromebooks"

Just what is a Chromebook?
What does/can a Chromebook do?
Why should I go out and purchase one?
A great number of computer users hardly touch the power of a
computer/laptop. And they don't need to. We mostly go online to: read
the news, check our email, watch some videos, and play some games.
And we really want to do all of this without a lot of difficulty and
complications. Come and hear a fantastic presentation by Hewie Poplock,
a past VicePresident and past member of the Board of Directors of
APCUG, a member of the Sarasota (FL) Technology User Group and the
current Windows SIG chair of the Central Florida Computer Society. He
was also a part of the formation team, moderated, and presented at many
of the APCUG Virtual Technology Conferences, which now has had over
23 quarterly virtual conferences.
Hewie will be presenting to us from the comfort (and warmth) of his
home in the Tampa Bay area, where he also heads up the CFCS's Virtual
Chromebook SIG (Help Desk in our ECOTUC language). He has become
a leader in the Chromebook movement and shares a lot of information
about Chromebooks, especially for seniors like us, on his personal
website: Chromebook 4 Seniors (CB4S "dot" net).
Join us on the 25th as Hewie shares his knowledge of the Chromebook,
gives a great introduction to Chromebooks, what they do, and why we
really want to be using this type of device. You won't regret attending this
presentation and we encourage you to bring someone that might be
interested in learning about Chromebooks.
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Previous Program Points

Due to the fact that we have no one to write a review of the Previous Program, we ask
that you click on the LCCS Media link below. This link will take you to YouTube and the LCCS Media
playlist where you will be able to find videos of the past presentations.

* Click on the link to the right to see a video of Past Programs and Meetings

LCCS Media

Make it your FIRST option, not your LAST
One of the benefits of your membership in the EastCentral Ohio
Technology Users Club is access to our monthly Repair Help Desks (first
Tuesday evening and the 1st and 3rd Saturday afternoons). At these Help
Desks, we have “helpers” that can checkout the computers, laptops,
printers, and other devices that might have hardware or software problems.
We do this free of charge for our members (unless we need to replace some important parts when
we might ask for a small donation, but not always). Nonmembers are able to bring their devices in
and we’ll try and help out, usually we let those people know how much money we are saving them by
our services and usually someone suggest a donation for our services that equal membership (which
then entitles them to return to future Help Desk without charge).
The point I’m trying to make is that we have people that don’t make use of our services. We don’t
guarantee that we can fix everything, but we’ll at least look at your computer and if we can’t fix it,
then we will recommend that you take it to a repair service as it’s a major problem. But that’s not too
often. Usually it’s the other way around. So bring it to us first and maybe we can save you lots of
money and headaches. Here’s a couple of examples of what we’ve run into the past few months.
A person brought in their laptop that had been taken to two (that’s 2 different) “not naming” repair
service location to see why their laptop would sometimes work and sometimes not work. Both places
were unable to solve the problem and both recommend the person purchase a new laptop. After
having paid (yes, they don’t look at it for free) these places to be told they couldn’t fix it, the person
brought it to us. Our “helpers” took on the challenge and soon discovered that the problem wasn’t
with the laptop, it was with the power cord for the laptop. There was a bad connection between the
plug at the end and the pin inside the laptop hole. At times the connection was good so it charged up
the batter and provided the power to run the computer at the same time. Without the cord, the laptop
worked until the battery ran out. The next time putting in the cord the connection was bad and the
laptop would not start up nor would the battery charge. The next time maybe it would. The person
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just needed a new power cord. Our helpers looked around and we just
happened to have exactly what he needed (probably came from one of our
Recycle events – we keep anything that still works). We replaced the
power cord, at no charge, and the laptop is working just fine. If he had
brought it here first, he wouldn’t have had to pay the other places to tell him
the computer needs to be replaced.
The other story is similar. Someone dropped off an old printer (saying that it wouldn’t work any more
with the computer) and their old computer AFTER they had gone out and bought both new devices.
The computer had recently been taken to one of the repair services and when it was brought back
home, it wouldn’t work. So a new computer and printer were bought and the old devices brought to
us to recycle. Well long story short, when checked out the printer seems to be working just fine
(sometimes after Windows 10 updates you have to adjust things with your printer). And at first
agreed that the computer wouldn’t boot up to Windows. But it did boot up to something strange.
When our repair people did some checking, it was discovered that the repair service had left a disk in
the optical drive (DVD) and that the computer was booting (starting) up to that disk and not to
Windows. When the disk was removed, the computer rebooted, it started up Windows just fine. So
this person probably didn’t need to buy anything at all. Had they come to us first, we might have been
able to save them a lot of money.
As a member of the computer club, you pay BIG BUCKS (not really) to belong and have all these
services. One unnecessary trip to the repair services will cost you a couple of years of membership.
You really need to take advantage of the things we offer (and make sure your fellow members are as
well) and it’s almost like your duty to be sharing what you know about our benefits with all your non
member friends. Get them to spend the messily $24 a year to maybe save them much more than that
in just one unneeded service call.
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News and Events

For the latest information on Events "Click" on the link below
LCCS Google Calendar
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News and Events con't
March Raffle
Zeki Tablet
FEATURES
• 8" TFT LCD display
• Capacitive touchscreen
• Full color touch LCD display
• Android OS 4Jelly Bean
• Dual core 1.5 GHz processor (running in 1 GHz battery optimizing mode)
• Builtin 1GB RAM
• Builtin WiFi 802.11 b/g/n
• 8GB installed flash memory
• Expandable memory
• GSensor for screen rotation
• 800 x 600 native resolution
• Front Facing Camera
• Builtin microphone
• Digital video: MOV, MKV, AVI, RM, RMVB, FLV, WMV, MP4, VOB
• Digital audio: MP3, WMA (nonDRM), WAV
• Digital photos: JPEG, BMP, PNG, GIF, JFIF
• eBooks: PDF, PDF DRM, EPUB, EPUB DRM
• Preloaded Apps: Soc.io App Mall, Soc.io eReader, Adobe Flash Player, and eMusic
• Basic Apps: Music Player, Movie Player,
Photo Viewer, Web Browser, Email, Camera
• Amazon App Store
• MiniHDMI output (1080p)
• MicroSD memory card reader: supports
JPEG, MP3
• MicroUSB port for battery recharge
• 3.5mm headphone jack
• Builtin speaker
• DC battery power: 3000 mAH battery
• Battery life: ~2.5 hours
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Western Digital, 3 TB, My Passport Ultra external hard drive.
USB 3.
MODEL : wdbbkd0030bbk0b
Create an automatic backup strategy that fits your
schedule and work style. Back up all the files on your
system or only specific folders and files. You're in
control.
Equipped with some powerful technology to help keep
your digital life secure.
After the first backup is completed, WD Backup detects
and backs up only new and updated files, saving you
valuable time.

Lexar JumpDrive S75 128GB USB 3.0 Flash Drive  LJDS75
128ABNL (Black)
Stores and transfers content faster with SuperSpeed USB 3.0 technology
(up to 150MB/s read and 60MB/s write)
Securely protects files using Encrypt Stick Lite software, an advanced
security solution with 256bit AES encryption
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Secretary's Report
2018121

General Membership
Meeting Minutes
ECOTUC/LCCS

President Amore called the meeting to order @ 2:30pm.
28 members were present and 5 members by ZOOM.
President Amore announced the following positions:
President: Jim Amore
VicePresident: Mitchell Boden
Treasurer: Sue Bixler
Secretary: Nancy Grower
President Amore appointed the following positions:
Membership: Ken Bixler
Recycling/Refurbishing: Bill Toothman
Teaching: John Kennedy
Social Media: Mitchell Boden
Hospitality: Mary Frances Rauch
Newsletter: Rich Allen
APCUG Representative: Mary Frances Rauch
Secretary’s Report: The November 2017 meeting was coupled with the December Holiday Dinner
Meeting and no meeting was held in December, therefore the 20171015 General Meeting Minutes
waited approval. Ira LaFolette motioned and Bill Toothman seconded to accept the minutes as
written. The motion passed.
Treasurer’s Report: The club ended in the BLACK with $23351.03 on the books. Vicki Atkins
motioned and Bill Toothman seconded to accept the report as given. The motion passed.
Correspondence: Mary Frances Rauch reported that our club will again support The Food Pantry for
another year with donations of money and food.
Committee Reports:
Recycling/Refurbishing: The club has decided to hold just one event this year, probably August
2425, 2018.
Membership: Ken Bixler reported 305 paid members.
Program Chair: Mitchell Boden asked the group to voice their opinions on programs they would
like to
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Secretary's Report
have him work on for the group.
Teaching/Technology: Classes will begin in March 2018. All computers
will run on Windows 10.
Old Business: The club has been advised the fire alarm system installed
in the building was for Residential instead of Businness and did not meet
the fire code. A new system will be installed @ $8,000.00. LCAP will pay
half and our executive board agreed to our paying half for the code to be
up to date.
New Business: John Kennedy reminded us due to Father’s Day on June 17, our meeting will be held
on June 24.
The November meeting will be coupled with the December Holiday Party on December 2, 2018.
John Kennedy motioned and Sue Bixler seconded to adjourn the meeting.
President Amore adjourned the meeting @ 2:50pm.
Program: Mitchell Boden introduced “Data Privacy”, a video describing ways we can better protect
our personal data. He also handed out a flyer listing many sites to explore.
Submitted by: Nancy Grower, Secretary
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Treasurer's Report
Treasurer's reports here
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The Education Corner
Teaching Program
Our 2018 “school year” will be starting up in a couple of weeks. We’ve
made some changes this year that you should know about. First, we’re only
running Windows 10 on our classroom computers. We had but a few people
using the Windows 7 all of last year. The vast majority of computer students
are running Windows 10 and maintaining two operating system has become a challenge now that we
have Windows 10 always updating. But if you are a Windows 7 user, we still have a Windows 7
student guide for most classes.
The other big change is that this year’s classes will be meeting two hours a day for three (3) days
each week. So that means we are only needing to meet for two weeks. We feel (and so do the
students that tested this schedule) that it keeps thing fresher in students minds and makes the
commitment easier with only two weeks (you also can take more classes throughout the semester).
Each teacher has determined when the classes will met for their three days during the week. Check
the schedule at the bottom. These classes will only be offered twice this year. We hope to repeat the
offerings midAugust till the end of October.
Classes still only cost the same $20 for the same 12 hours of instruction. You can get signed up for
all the classes down at LCAP’s Heritage Hall with the receptionist.
The following computer classes are being offered this Spring:
MARCH
"Navigating the Internet", Taught by Jim Hannahs Meeting time will be 9:3011:30 a.m. T/W/Th
Dates: March 20, 21, 22, and 27, 28, 29
"Computers for the Total Beginner", Taught by Jim Holton Meeting time will be 4:006:00 p.m.
T/W/Th Dates: March 20, 21, 22, and 27, 28, 29
APRIL
"Using and Creating Text Documents with a Word Processor", Taught by Lori Brown Meeting
time will be 9:3011:30 a.m. M/W/F Dates: April 9, 11, 13, and 16, 18, 20
"Everyday Computer Basics", Taught by John Kennedy Meeting time will be 2:304:30 p.m. M/T/W
Dates: April 9, 10, 11, and 16, 17, 18
APRIL/MAY
"Working with Spreadsheets", Taught by Lori Brown Meeting time will be 9:3011:30 a.m. M/W/F
Dates: April 30, May 2, 4, and 7, 9, 11
"Beyond the Basics: What's Next?", Taught by John Kennedy Meeting time will be 2:304:30 p.m.
M/T/W Dates: April 30, May 1, 2, and 7, 8, 9
MAY
"Communicating with Email", Taught by Jim Hannahs Meeting time will be 9:3011:30 a.m.
T/W/Th Dates: May 15, 16, 17, and 22, 23, 24
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A Slice of "Pi"
News from the “Pi Safe”

The "Pi" Safe

The “Pi Safe” is an information depository for a new SIG ( Special Interest
Group) that has been formed by a number of our club members. The SIG was
formed after a presentation by Ken Bixler and Rich Allen on a single card
computer called the Raspberry Pi. These small computers, one is the size of a
credit card and the other the size of a deck of playing cards, can be used for
many different types of applications.

In January we had a four day introductory workshop on the Pi where seven members, under the
direction of Ken Bixler, set up our Raspberry Pi’s and began to explore the capabilities of these Linux
based computers.
On February 14th we met again for more instructions and indoctrination on the “Pi”. During this two
hour meeting we discussed several important topics, the first of which was how to format the micro
SD cards that the Raspberry Pi uses for the operating system and file storage. One of the members
had a 64gig SD card that he wanted to use in his Pi, so we used this as the demonstration. It was
discovered that the Raspberry Pi can not access SD card above 32 gig in size.
The next subject was NOOBS, New Out Of Box Software, which is a way to set up a new Raspberry
Pi right out of the box. We discussed what NOOBS does and what it includes for the set up of the Pi.
NOOBS is sometimes included in some of the kits that are sold by a number of different companys
on the internet. Ken demonstrated how to install a copy of NOOBS on a SD card.
To see how successful our install was we used the SD card to set up one of the members Raspberry
Pi’s and we were successful and had an operating Pi when it was finished.
The group packed up all of our Pi’s and are planning to meet once a month in the future.
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Fifth Friday
Fifth Friday  Focus and Fun "March 30th"
“Return to the Clouds"
It's been 15 months since we first visited the "cloud". Since then there have been
many members that now have an interest in using "the cloud". But there are still
some key questions in their minds that will be addressed at the FF activity: How do
I get my own "cloud" (not as hard as getting your own "star")? Just where will my cloud be? How
should I set it up? What do I send up to the cloud? How does my stuff get there? And how do I get
things back from the cloud? Did you also know that you can "share" some of the things in your cloud
with other people? These and many other questions will hopefully be answered by John Kennedy
(and others) during our meeting time from 1:003:30 (or so). You can even create your own cloud that
very day on your own laptop or on the classroom computers.
Just a reminder that this meeting is only for club members as one of your special benefits of a
membership in the EastCentral Ohio Technology Users Club. The cost for nonmembers is just their
membership dues, which will more than pay for itself with the knowledge they gain on that day and
the rest of the year. Bring your nonmember friend in before the meeting and we'll get them signed
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SIG Help Desk Reports
Windows Help Desk
This month we didn’t have a topic presentation and devoted the full
time to individual’s needs and concerns. We didn’t have as big a
group, but those that attended with needs and concerns got the help
Meeting Times
they needed. At the March Windows Help Desk, we will have a
First Friday 1:00  3:30 p.m.
“lesson/presentation” covering a very important concept that all
Third Friday 1:00  3:00 p.m.
members need to know. We will be talking about the “best practice”
when it comes to naming the files that you create and save (and files
that you get from someone else that you want to be named better).
Come join us on the 16th when Ron Sherwood asks the question, “What’s in a Name” (File name that
is).
Here are some of the concerns, needs that were brought to us this past meeting. We will have time at
the March meeting after the presentation for individual concerns and needs again.
One member came in and shared that they had a need for a word processor and was considering
purchasing the new Microsoft Office 365. This program installs from the cloud and is a “service”
which means you pay monthly for it, forever (not like in the past where you bought the program and
used it as long as you wanted for no additional money). This member, not being a professional that
needed the full power of a word processing in their business, was told that there was a very good
alternative that came included in their Windows 10. If you check the Program listing inside the folder
called “Windows Accessories” and scroll down to the “w’s”, you’ll find a program called “Word Pad”.
This is an older version of Microsoft Word that doesn’t have all the features of Office 365, but has just
about everything that a casual user would need (plus there’s no extra cost for it). Our Windows Help
Desk “helper” showed the member how to add a shortcut icon to the taskbar for quick access
whenever the program was needed.
If someone tells us they need more features than what comes with Word Pad, we recommend a
program called “LibreOffice” (Libre means “free” in Spanish) that can be downloaded and installed on
your computer. LibreOffice is a collection of programs that would be used in an “office environment”,
but can also be used at “home”. We had a member that had questions about one of the programs
included, called “Draw”. This is a great program that can do more than just draw like you would in
“MS Paint”. She wanted to know about erasing part of a drawn line that was too long. Our Help Desk
“helper” informed them you didn’t erase, but the kind of line that is drawn in the “Draw” program could
be resized (instead of erasing). You just click on the line and you get edit “points” that let you change
the size and even the shape and position. After covering the initial questions, the member was shown
some of the other great features of the “Draw” program.
Another member had just recently purchased their first laptop which came with Windows 10. After
many years of using a desktop with Windows 7, she had lots of questions about both using Windows
10 and using a laptop. She’s now a regular at our Windows Help Desk and will be signing up for our
upcoming computer classes (which use Windows 10 to learn
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SIG Help Desk Reports
Repair SIG / Help Desk
Repair SIG
3 February, 2018
Meeting Times

First Saturday 1:00  4:00 p.m.
First Tuesday 7:00  9:00 p.m.
Third Saturday 1:00  4:00 p.m.

Jim Amore reseated a keyboard ribbon cable on a laptop.
He also test ran a computer that had been reported to have a problem.
Everrett McKee is troubleshooting sound card issues on a Windows 10
computer. The sound quit working after a recent update. Work

continues.
Al Barol worked with a member to correct a FaceBook issue.
Ken Bixler diagnosed a printing problem. The member was advised to get
a new ink cartridge.
He also corrected a laptop wireless issue.
17 February Repair SIG
Ken demonstrated writing files to a CD and copying files to different
directories in a Microsoft environment.
Jim Amore removed malware from a Microsoft W10 machine that was running
slow. He also attempted to reset the forgotten password on a Microsoft
W8 machine.
Everett removed and replaced a faulty optical drive (DVD) and prepped
the machine for a linux install. He also created a backup of W10 for
another member.
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SIG Help Desk Reports
Linux SIG / Help Desk
The Linux Help Desk has so much to talk about and share that we meet
twice each month. We cover things that are related to both the Linux
operating system and using a computer in general. Linux is just a
Meeting Times
different looking operating system that does the same things as you
Second Friday 1:00  4:00 p.m.
would in Microsoft Windows or Apple’s OS10 (or is it now 11?)
Fourth Friday 1:00  4:00 p.m.
installed computers. The two biggest advantages to Linux is security
and cost. Linux is the most secure personal operating system there is
and the Linux operating system is TOTALLY FREE. Watch for future
information about a possible “Everyday Computing with Linux” class to be held the last part of May.
Here you’ll learn how you do just about the same things in Linux that you do in Windows and how to
easily make the conversion over to Linux.
Here is some of what was discussed/presented in our meetings in February:
• had demonstrated a program that you can use to “pull out” the audio portion of a Youtube video that
you could listen to later as you didn’t really need to “watch it”. When doing this you can save the
audio track to a thumb drive and, if you have the ability, plug it into your car and listen to the video
while you drive.
• saw the process for formatting flash drives and did a couple.
• heard updates on news around the Linux world, especially the countdown to the release of the next
long term support (LTS) of Ubuntu 1804.
• was presented a question about security in Linux and heard replies from a number of Linux users.
• had a problem presented about web search results that no one else seems to have had. This lead
to a great demonstration of the screen capture tool that is included with our UbuntuUnity Linux (and
is also found in the other distros). The next time the member gets one of those strange search
results, he can capture the screen and send it to us so we can see what he’s seeing.
• that was followed by a similar demonstration of screen capturing using keyboard shortcuts.
• the meeting finished up with a great discussion about phishing emails where a member “captured”
an email that he received and really, really looked like a legitimate message from his ISP. We
discussed how real it looked and some possible things to do to check it out. Not following any of the
links found in the message, our member was safe. And he did the smartest thing to call his Internet
provider to ask if they had sent him a notice that if he didn’t correct a problem on his computer his
service would be terminated. Of course, they had no idea what he was talking about.
Join us on the 2nd and 4th Friday afternoons for a great learning experience. Check out another
article in the newsletter about another Linux project that some of our members are involved in called
“Raspberry Pi”.
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Featured Articles
What’s in a Name? A Filename That Is!
By:Ron Sherwood

Licking County Computer Society
Filenames. You regularly use them but how much thought goes into
naming a file? Do you just give your newly created file something
quick to get it saved? Do you give the file a meaningful name so that
you can find it quickly later? Do your filenames help or hinder when
trying to find a file? Except for a few characters that cannot be used
in a filename, there is no right or wrong way to name files. The
naming convention that works for you is the right one to use. That
being said, I offer some of my ideas about file naming. Many of you
will say “I know that” as you read this article. Hopefully at least some
members will have an Ahha! moment finding something useful.
I base these ideas on the Windows operating system. I dabble with Linux but don’t use Apple
products at all. Generally, the concepts should apply to Linux and Apple but the details may differ.
Case being an example (more about this later). Let’s get started.
Length
Those who have been around long enough to remember the preWindows days of MSDOS, know it
is a lot easier these days to create a meaningful filename than back then with the 8.3 short filenames.
For those too young or too new to computing to remember, eight characters with a three letter
extension was the maximum for filenames. Since specific programs frequently assigned the three
letter extension to the name (and still do), users had eight characters to describe a file. As I recall,
spaces were an absolute nono. Microsoft says filenames can extend to 255 characters today. That
number includes the extension. Although I would not recommend a filename anywhere near the
maximum length, it is possible to create a near tweetlength filename. Because you can do it doesn’t
mean you should. Twentyfive to thirtyfive characters should be plenty to uniquely identify a file. The
fewer characters the better. Many programs still assign extensions (txt, doc, odp, pdf for example) so
it’s probably best to stick with the space before the period (that’s dot in computer lingo) for the
filename itself leaving the extension to the software.
Case Sensitive
File systems can be case insensitive, case sensitive, case preserving, and case retentive when it
comes to filenames. I won’t even pretend to be able to describe these variations. In day to day,
normal operations, Windows filenames are not case sensitive. That means that FILENAME. TXT,
Filename.txt and filename.txt are the same as far as Windows is concerned. Well, almost. See the
sorting information below. My Linux friends please correct me if this is wrong, but Linux filenames are
case sensitive. That means Linux sees the above examples as different filenames.
Oops! None of These Characters
Operating systems reserve some characters for special use by the system. These characters cannot
be used in Windows filenames: tilde, number sign, percent, ampersand, asterisk, braces, backslash,
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colon, angle brackets, question mark, slash, pipe and quotation marks. In other words forget these in
filenames: ~ # % & * {}\:<>?|’ ” I believe this prohibition holds true for Linux, but again, my Linux
friends would need to confirm this. The dollar sign indicates hidden folders so it’s probably best to
avoid that symbol too. Windows will allow spaces in filenames; however, some applications may not
recognize spaces or treat them differently. Most newer applications will probably handle spaces
alright but it may be best to avoid them in filenames. Underlines and hyphens may be used for
spaces and visually, underlines especially, appear similar to spaces: File_names.
How to find it later
With that tech stuff behind us, let’s move on to naming files. If you work for an organization with a file
naming protocol, it goes without saying you should follow those rules. When working on your own,
think about finding the file later when you give it a name. I offer these thoughts for naming files:
Be consistent
Once you establish a naming convention, try to stay with it. You may have a slightly different system
for different types of files (word processing documents, spreadsheets, images, etc,) but try to
maintain as much commonality as possible.
Use short but meaningful names
Keep the filename as short as possible while including enough descriptive information to identify its
content.
Order the elements in a name in the appropriate order: general to specific
Start with the big and go to the small. If I divided this article into different word processing documents,
the naming might go something like this:
Filenames_01_Introduction
Filenames_02_Length
Filenames_03_CaseSensitive
(more about the numbers later)
If using a date, use yearmonthday:
2018_02_14
When using a number, include an appropriate number of leading zeros.
By appropriate number, I mean enough digits to handle the maximum number you anticipate. For a
maximum of 99, one leading zero will work. For 999, add two leading zeros and so on for larger
numbers.
00
01
02
03
These date and number recommendations relate to how computers sort. Computers sort left to right
and in ASCII character order (ASCII is a topic for another article). Let’s look at something as simple
as a date.
February_2_2018
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Feb_2_2018
Feb_02_2018
02022018
20180202
And all the other possible variations for February 2, 2018. We look at these variations and know they
all mean the same thing. To a computer, these are not the same. When looking at a list of files sorted
in ascending order, these files would sort this way:
02022018
20180202
Feb_02_2018
Feb_2_2018
February_2_2018
Let’s look at one more example:
2_02_2018
02_14_2018
02_03_2004
03_17_2017
03_25_2012
04_01_2018
Remember, the computer sorts from left to right in ASCII order. That means these files sort in this
order:
02_02_2004
02_14_2018
2_02_2008
03_17_2017
03_25_2012
04_01_2018
If we intended a list in chronological order, we didn’t get it. To get a chronological list, the names
need to be yearmonthday with the same separation between the elements. What do I mean by that?
The computer reads and sorts not only the numbers but the characters between the numbers. No
space, underline and hyphens will affect the sort.
20180202
20180403
2018_05_02
20180603
These files will sort in this order:
2018_05_03
20180202
20180403
20180603
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Did I say “be consistent”? Use the same character to separate elements in filenames to assure
correct sorting.
Let’s look at numbers with differing numbers of digits. This gets a little confusing. Windows File
Explorer will sort these files in order even though they are a mix of one and two digits.
1
2
3
4
10
20
30
However, other programs will sort these like this:
1
10
2
20
3
30
4
To be safe, use leading zeros.
Folders
Most of these ideas apply to folders as well as files since folders are essentially folders with some
special attributes. The obvious difference being folders can have files (and other folders) within them.
When listing files in the details view of Windows File Explorer in ascending order, folders will be listed
ahead of files but the same sorting rules apply to folders as with files.
Part 2: Let’s Name Some Files
How does all this mumbo jumbo work in practice. Again, I say the right way to name files is the
method that works for you. These are ideas not rules. Use, reject or modify these ideas to fit your
needs.
How will files be listed in Windows File Explorer?
Describing my folder structure would take entirely too much space so I’ll stick to the basics in these
examples. I like to keep copies of various documents. In the past, these copies took up space in file
drawers. Unless I need an original copy, I now scan them and keep only the electronic version. I
handle most receipts this way. When I pay a utility bill for example, I write the date paid on it, scan it
and put it in a folder named Receipts with the appropriate year: Receipts_2018. I want the bills to be
grouped by the utility so I name the file with the utility first then the date paid: AEP_2018_02_10.
When I open the Receipts_2018 folder in File Explorer all the AEP receipts are listed in date order.
Others may prefer listing all receipts by date so the filename would be 2018_02_10_AEP. You may
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prefer something entirely different. In this example, a folder named Utilities might work better for you.
That’s fine just be consistent. That means you can’t mix AEP, American Electric Power and Electric
Bill for this vendor if you want the files to group together. I could create separate folders under
Receipts_2018 for each vendor. In fact, I once did that. I decided that was one detailed step too
many and now put everything in the same folder with the vendor name first.
Documents
I have separate folders for different types of documents: word processing, spreadsheets, slideshows,
videos, photos, etc. Within those folders, I sometimes create subfolders depending upon my needs.
For filenames I try to use descriptors in general to specific order. If I wrote a letter to Free John (we
all know him don’t we?) the filename in my word processing folder would be something like this:
Letter_FreeJohn_2017_12_25. Again, I’m thinking about how the files list in File Explorer. This would
put all the letters together by recipient by date. If I create a lot (you decide how many that is) of letters
to Free_John, I might go ahead and create a subfolder just for him.
Versions
What happens when you have multiple versions of files. Earlier I gave the example of this article
saved in sections. If I made revisions and wanted to keep each version, I might save the sections like
this:
Filenames_01_Introduction_V1
Filenames_01_Introduction_V2
Filenames_02_Length_V1
Filenames_02_Length_V2
Filenames_02_Length_V3
Filenames_03_CaseSensitive
Another possibility would be this:
Filenames_01_Introduction_2018_02_05
Filenames_01_Introduction_2018_02_07
Filenames_02_Length_2018_02_05
Filenames_02_Length_2018_02_08
Filenames_02_Length_2018_02_09
Filenames_03_CaseSensitive
Photos
I save digital photos I have taken in chronological order. This works well for me because I use a
catalog program to tag and find images. When I first started with digital images, I tried to save them in
folders by category. Trying to decide what folder for what images soon became a headache. For
example, where do I put a photo of my wife, daughter, and soninlaw taken on the beach on vacation
in 2016? I could put all the vacation 2016 photos in one folder. But what happens when I want all
photos that include my wife? I would need to go through every folder of images and review every
image to find the ones I want. I now use a photo catalog program that allows me to find images based
upon combinations of search criteria. It does take some upfront time to keyword the photos but to me
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it’s worth it for the convenience it provides when searching for images. So, my photos are in folders
named like this: 2017_12_25_Christmas_Our House. The images are named with the EXIF date
taken (that’s what the camera adds to the image file if the calendar is set correctly in the camera), a
descriptor and a sequence number. An individual photo might be named like this:
2017_12_25_Christmas_006. This may be overkill for many people but it is a system that works for
me (and my scrapbooking wife who frequently asks for all the pictures of an individual when making
selections for a scrapbook page).
Regardless of how you store your digital images, I recommend renaming the files to something
unique. Renaming could prevent accidental overwriting of files. Why would this happen? Your camera
and phone may allow minor changes to filenames but chances are the default will be something like
DSC_0001.JPG. The digit may continue to increment until it reaches 9999 then begin again with
0001. Maybe the thought of 10,000 images doesn’t worry you. However, there are other situations
which can reset the counter to 0000. Formatting the memory card or deleting files from the card may
affect the counter. My small scanner resets the counter if the memory card is formatted. Moving
images from the card to the computer also affects the counter. Do you have multiple cameras? How
about a camera and a phone? Do you get files from someone else? Multiple opportunities exist for
duplicate filenames on images. Multiple files with the same filename creates confusion but accidental
overwrite of existing files can be dreadful. If you have moved or copied many files from one folder to
another or one device to another, I’m sure you have seen the Windows message about x number of
files with the same name exist do you want to replace them? One click on OK and the files already in
the folder get replaced with the new files. No, the old files do not go to the Recycle Bin. They are
gone. (Of course you can restore them from your backup if you change the filename. You do have
multiple backups don’t you?) Windows makes it easy to bulk rename files. Take the time to do it.
That’s wrap on my thoughts about filenames. If you haven’t learned something new
from this information I hope it has at least offered some reminders of knowledge
tucked away in the corners of your memory. If you take away nothing else,
remember to be consistent with your filename method.
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