
MANAGING 
YOUR DIGITAL LIFE

FILE TRANSFER AND STORAGE



TYPES OF FILES

• DOCUMENTS

• IMAGES

• MEDIA



METHODS OF STORAGE

• PHYSICAL 

• INTERNAL DEVICE STORAGE

• REMOVABLE DEVICE STORAGE

• REMOTE STORAGE

• DON’T STORE IT AT ALL 

(SEE REMOTE RETRIEVAL AND STREAMING)



METHODS OF STORAGE

• PHYSICAL 

PRINT IT OUT ONTO 

PERMANENT  PHYSICAL MEDIA

• INTERNAL DEVICE STORAGE

SAVE IT ON THE DEVICE YOU CREATED 

OR ACQUIRED IT ON



METHODS OF STORAGE

• REMOVABLE 

DEVICE STORAGE

SUCH AS:

• CARDS



METHODS OF STORAGE

• REMOVABLE DEVICE STORAGE SUCH AS:

• FLASH DRIVES

• ALSO CALLED 

STICKS

• ALSO CALLED 

THUMB DRIVES



METHODS OF STORAGE

• REMOVABLE DEVICE STORAGE SUCH AS:

• EXTERNAL HARD DRIVES



METHODS OF STORAGE

• REMOTE STORAGE

The Cloud:

• File hosting services like:

Dropbox, Google docs

or through most emails

• Movies you purchase with digital copies 

may have storage options through cloud 

services like Ultra Violet 



METHODS OF STORAGE

• DON’T STORE IT AT ALL

When you purchase digital materials from 

companies like Amazon and Nook,

You are purchasing the digital rights (DRM) for that 

item. This gives you the right to re-download that 

item as many times as you want onto as many 

devices as you want…



METHODS OF STORAGE

• DON’T STORE IT AT ALL

As long as that company still provides the service, still 

exists, you maintain a membership, pay fees, or some 

other reason that isn’t quite clear to you…

Read the fine print.

You can buy digital media DRM free, but you are 

responsible for saving storing and transferring files, 

and you may a limited window in which to acquire it.



FILE TRANSFER OR RETRIEVAL

• Share

• Send via email, message, facebook…

• Wi-fi network

• Hard line

• Physically connect 2 devices

• Some devices can only use certain file types 

but can still store them



FILE TRANSFER OR RETRIEVAL

• Removable device storage

• Your stick, cards, and drives…

• Remote retrieval 

• The cloud

• Download or stream 



KEEPING ORGANIZED

• WHAT (NOT) TO SAVE

• Is it the original, a duplication, or 

alteration?

• Is it replicable/replaceable ?

• Do you or will you really need it?

• Archive/ posterity



KEEPING ORGANIZED

• FOLDERS ARE OUR FRIENDS

• Help to keep things sorted by type or age

• Help to asses storage needs

• “I have how many photos stored on here!?”

• Help to move large numbers of files all at 

once



KEEPING ORGANIZED

• THE RIGHT TOOLS FOR THE JOB

• How much do you need to store?

• Am I storing / archiving

or will things be constantly moving?

• Is it better to have it spread out

or in one central location?



SALON

• https://salon.overdrive.com/

OR THROUGH OUR WEBSITE

•CHOOSE FROM

•7,000 E BOOKS

•3,000 AUDIO BOOKS

https://app.overdrive.com/

https://salon.overdrive.com/


https://app.overdrive.com/



MANAGING 
YOUR DIGITAL LIFE

A BEGINNERS GUIDE TO 

FILE STORAGE AND TRANSFER 

MONDAY JULY 31ST AT 3PM


