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* Choose an organization
method that works for you

» Stick to this method in the
future as you add more files
and folders

* Delete anything you won't
use or view again

* Keep files you'd like to save,
but don't need frequently
in a seperate ‘Archive’ folder

* Make sure the cloud provider
you choose has a focus on:
security (keeping files safe)
redundancy (they backup
their servers so your data
isn't lost)
reliability (are their servers up
& running most of the time?)
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