
Digital Space
Organization
This playbook describes the process of decluttering and

organizing various digital assets such as files, emails,

and photos to enhance ease of access and

management. It aims to streamline the user's digital

environment for improved productivity and order.

Step 1: Backup Data 

Start by backing up all your digital files, emails, and photos to a

secure location. This ensures that you have a safety net before

making any changes to your digital space.

Step 2: Sort Files 

Create a structured directory with clearly defined folders for different

types of files. Start sorting your files into these folders, deleting or

archiving those that are unnecessary or outdated.

Step 3: Email Management 

Unsubscribe from unwanted newsletters and organize your inbox.

Create folders or labels to categorize emails and set up rules to

automatically filter incoming emails into these categories.

Step 4: Photo Curation 

Gather all your digital photos in one place. Delete duplicates and

poor-quality images. Use photo management software to tag,

categorize, and archive your photos.



Step 5: Regular Maintenance 

Schedule regular check-ins, perhaps monthly or quarterly, to reassess

and reorganize your digital files and emails, ensuring your digital

space remains uncluttered.

General Notes

Cloud Storage 

Consider using cloud storage services as part of your backup strategy

to have access to your files from any device and location.

Security 

Always ensure that sensitive files and personal data are stored

securely, using encryption if necessary, to protect against

unauthorized access.
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