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You don't have to become rigid to become more organized. You simply set up a
framework of order that lets you function without getting tangled up in undone tasks.
Organization means you do things for a good reason, at the best time for you, in the
easiest way, to get the results you want.
Setting up an organizational system is like installing an electrical circuit in a house. It
takes time and effort to set up the system, but once it’s done, all you do is flip a switch
and things happen!

Organization Strategies

Ask yourself some questions and check "yes" or "no"

for each Yes No

Do you feel worried about what you have to do?

Do you feel guilty about what doesn't get done?

Do you often rush to meet deadlines?

Do you seem to be dealing with one crisis after another?

Are these negative experiences making life less enjoyable? Organizing could help.

There are four elements of organization: a sense of place, a sense of 
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Develop a logical file structure and place these folders on your desktop
These should include a folder for each Course, one for social activities (such as clubs and
organizations), and one for business/household use (PDFs of credit card statements, utilities
bills, etc.).

To be effective in work, school, and our personal lives digital space requires organization too.
Academically, you’ll use your digital workspace to complete assignments, do research, read
textbooks and class materials, and communicating with peers and professors. Outside of
school, your digital workspace is also used for purchases, bill-paying, entertainment, and
communication.
Organizing this workspace will save time and effort down the road. 

Organize your Digital Space

Create sub-folders as needed
In course folders, it may be a folder for each assignment, or a folder for exam review. A research
folder that contains articles you have read. Similarly, create folders for each club or
organization, and one for each household necessity such as leasing information, utilities, or
insurance.

Be diligent
Deal with digital material as soon as you get it. Documents can easily be lost, leaving you to
search for the latest version of a paper or assignment.

Only use SAVE AS
This will allow you to make choices of where a document goes rather than having it save to
some default folder.

HDEV1110 – assign 1 – INSTRUCTIONS
HDEV1110 – assign 1 – BRAINSTORMING
HDEV1110 – assign 1 – EDITING
HDEV1110 – assign 1 – FINISHED TO REVIEW
HDEV1110 – assign 1 – SUBMITTED

Use VERSIONING effectively
When you are working on an assignment or paper, it is easy to suddenly find you have multiple
versions of the same document, and this could lead to confusion, and the loss of good work.
Name documents consistently. Create a system and stick to it.
Instead of just naming an assignment “HDEV1210 – assign 1 – reflection” you can include a
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