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Getting Organized with Your Computer
(Information storage/desktop search options) 

(Pieces of paper/safe places) 

using



Pieces of Paper/Safe Places – eliminate

• Information in many forms
- emails, office docs
- web pages (banking, reports, articles…….)
- hard copies …..

Part 1: Storing stuff

Part 2: Finding stuff

• Desktop indexes (like Vista)

Supplemental approach to storage/retrievalReferences #

After many frustrating hours looking for documents I had stored in supposed safe places I finally decided to 
become better organized. In these slides I describe an approach to storing documents on your computer in a 
compact form that can be found and retrieved readily. In Part 1, I describe ways to convert documents including 
web pages to pdf files for computer storage and in Part 2, I describe desktop search options for non-Vista users 
that provide a very fast search of files with the desired search name. I still maintain paper files particularly for 
critical documents but rely heavily on this approach to cure my filing organizational deficiencies!! 

I include reference numbers for information specific to each page



• Many documents already stored easily…..office 
docs, emails….convert to smaller pdf format 

• Web pages (articles, bills, credit card & banking 
info) - not easily handled

• Hard copy files

Storing Stuff with PDF Files

Convert to pdf files
(free pdf converter)

Scan to pdf files
(4in1 printer/scanner <$60)



Storing Stuff – PDF Files

• Convert information to pdf files using free software
(any printable document)…the following are options

- primo pdf
- cutepdf
- dopdf – I prefer this one

• Easy to store and transfer

• Reduced size
- eg compress many documents, store on flash 

drive in safety box

References 1-3



Storing Stuff – Methodology
• Download and install free software (Convertors)

• PDF convertors show up as an added printer in list

• Convertors only – pro versions for editing

• Limited editing by using Open Office 3.0 and plugin
- Open office 3.0 BETA
- Open pdf document in Draw
- Highlight/click on text and change

• Foxit reader excellent substitute for Adobe Reader
- loads fast, no update reminders
- set as default for pdf documents

References 4-6



Dopdf Convertor
Once a PDF converter software is installed simply click on file to convert a document (in this case a web page), 
select print, select the PDF converter you installed which in this case is do pdf and 
the next window (next slide) will appear. This window asks for the location and name of the new pdf file.



Dopdf Convertor
When assigning a name to a pdf file I try to make the name somewhat unique so that when I search  I will be 
able to tell if that file is the one I want. For example, I try to avoid duplicate file names and an easy way to do this is to add
a date as part of the file name.



Converted File - PDF
The converted file will then appear which is being opened with Foxit reader, my preferred PDF reader
(versus Adobe reader) and you have now successfully converted this file to a pdf document.



Hard Copy Storage

• PDF convertor works on any printable document

• Hard copy storage by scanning

• Look for sales!!!....black Friday online
- HP 4 in 1 for $60 with auto feed
- Brother 4 in 1 for $60 with auto feed

• Scanners automatically scan to pdf format

• Reduced 2 feet of files to < 1GB

For paper documents it is necessary to scan them to store them on your computer. I recommend using
a 4 in 1 machine which can be obtained fairly inexpensively on sale….these scanners convert directly 
to pdf format and allow ready storage of paper files.



Cautions

• Hard copy scan to pdf, printable docs(web) via convertors
- all on hard drive

• Follow good security practices (antivirus, firewall, updates..)
- free updating software (secunia psi)

• Backups important
- external hard drive
- DVDs, flash drive

• Data security
- encrypt folder contents (Windows)
- encrypt using True Crypt (free) 

References 7,8a,b

Since we are now relying on our computer to save files, it is important to use good security measures
and to back up data. For critical documents I use data encryption although for most purposes this 
is not necessary. One advantage of pdf files is that with the small size they can be transported to a 
Flash drive and, for critical files, stored in a safe place such as a safety deposit box. Secunia psi is an 
Interesting program that analyzes a computer and lists any updates necessary. Once one is selected,
the program will take you to the appropriate web update page.



Finding the Safe Place

• Vista has excellent search capability – quick response

• Standard Search for other operating systems 
(e.g. XP, 2000, ME, 98…..)

……………but SLOW!!!!!

• Alternatives for non-Vista users (fast retrieval!!)
- Google desktop, Windows search, Copernic, 
Yahoo, MSN……….

• Tremendous improvement over standard Search

• Balance convenience and resource use 

While Vista users enjoy very fast seach capability as part of Vista, the rest of us have had to make do with the 
standard search capability which is very slow or rely on alternate indexing software. However, recently Windows Search
4.0 has become available for both Vista and Windows XP. Other operating systems will need to use something else such
as Google or Copernic desktops (I can’t comment on the Yahoo or MSN versions as I’ve not used them). In the past,
I have used Copernic desktop but have now switched to Windows Search 4.0 for the reasons to be descibed.



Indexing Choice

• Many possibilities – Google desktop, Windows search, 
Copernic, Yahoo, MSN……….

•Google desktop very easy to use/install
- index scan of many file types
- scanning in background when computer is idle
- compatible with more than Vista/XP
- encrypt & lock search results
- index access to all your computers (SECURITY)

• Windows Search 4.0 for Vista/XP only
- like Google Desktop & indexes encrypted drives
- no security issues

References 9,10

Google, Copernic and Windows Search all have similar features with both Google and Copernic appropriate for older
Operating systems. On my XP computers, I use windows Search 4.0 as Google desktop gave me some scrambled titles.
This problem may result from my use of encrypted drives and if you don’t have such drives then Google desktop is probably 
a reasonable choice. The rest of the slides will demonstrate features of windows Search as well as an example of my 
problem with Google Desktop.



Indexing Preview

• Indexing software installs toolbar

• Type file name into box and indexer pulls up list
- all drives indexed (if selected)

• View both title and location/direct link 



Windows Search

l

Once the cursor is placed in the desktop search toolbar this window pops up. The
next slide tries to show that as soon as I typed part of the word prescription, the search software
already showed some files with this name (next slide). By clicking on the magnifying glass immediately 
to the right of my search item an expanded window appears with more information (after next slide)



Windows Search

Presc



Windows Search
This slide shows part of the expanded search information. You may note that several files have dates as part
of the title. I find this very useful as in this case if I was looking for the most recent version, I can quickly find it
from the title.



Windows Search vs Google

• unusual search results

• result of encryption?

I had mentioned that Google Desktop scrambled some of my file names and this slide gives an example. As I mentioned,
this may be unique to my computer setup but was a factor in my choice of Windows Search 4.0.



Windows Search - setup

• with external drive assign
unused drive letter

Reference 11

The locations tab shows the locations being indexed. If external drives are being used it is a good idea to assign a drive letter
so that addition of other drives (eg flash drives) doesn’t change the letter for the external drive in order to avoid problems 
with Windows Search not locating the external drive because of the change in drive letter.



Windows Search - manage

• Manage CPU demand – snooze indexing

If it appears that Windows Search is slowing your computer too much then one can put the indexing software into a “sleep
Mode” for various times or for until shut down. On rebooting Windows Search will restart.



Final Thoughts

Pieces of Paper stored in Safe Places……..

• 2+ step process
- convert/scan documents and store on hard drives(s)
- use desktop indexing software (options for non-
Vista users)

- BACKUP (external hard drive, DVDs, flash drive)

NOW……where did I put my keys?????

Finally, I hope this will provide you with a good strategy to help with filing woes. For me it has greatly reduced my frustrating 
searches for that elusive piece of paper I stored in a safe place. Enjoy!!
The last slide lists all the references for software downloads (all mentioned in this talk are free) as well as additional information.



1. (primopdf): http://www.primopdf.com
2. (cutepdf): http://www.primopdf.com/ download the writer
3. (dopdf): http://www.dopdf.com/
4. (open office 3.0 beta): http://download.openoffice.org/other.html
5. (pdf editor plugin): http://extensions.services.openoffice.org/project/pdfimport
6. (foxit reader):http://www.foxitsoftware.com/pdf/rd_intro.php
7. (true crypt): http://www.truecrypt.org/ note older versions for 2000, W98
8(a). (true crypt): 

http://www.thevillagescomputerclub.com/present_downloads2.htm
(2/8/2008)

8(b). (secunia psi): http://secunia.com/vulnerability_scanning/personal
9. (google desktop): http://desktop.google.com/
10. (Windows search): http://www.microsoft.com/windows/products

/winfamily/desktopsearch/getitnow.mspx
11. (external drive letter assignment): http://www.webtechgeek.com/
How-to-Change-your-drive-letter-assignment-in-Windows.htm

Resources/References


