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PayPal Scams
Eight Common PayPal Scams
and How to Avoid Them
Tim Brookes @timbrookes

PayPal’s widespread adoption means it’s
popular with scammers looking for a
victim. Though these scams aren’t
necessarily exclusive to PayPal, they
flourish in the service due to its ease of
use and preference among online sellers.
Every Type of Phishing Scam
Phishing is a technique used by sellers to
deceive victims into giving up their login
credentials, usually using a fake web page
that might look identical to the real thing.
These scams usually take place over email,
but scammers may also use text messages
and social media since all they need the
victim to do is click on the fake link.
These scams take many different forms,
but the end goal is always the same: to
get you to log in using your username

and password. If you have two-factor
authentication (2FA) enabled on your
account then you’re much better
protected against this sort of scam, but
be aware that even one-time login codes
sent over SMS can be intercepted.
Be on the lookout for email messages
that tell you there is a “problem” with
your account, that you’ve won some sort
of PayPal credit, or that you’ve
received an unexpected
payment. These messages will
be accompanied by a link or a
linked button that you can use
to log in.
You can avoid falling for this by
always logging in by typing the
PayPal address into your
browser’s URL bar or using the
mobile app on your
smartphone. Even if you have
2FA enabled, if you think you’ve
fallen for a phishing scam make
sure you change your password
(and always use unique
passwords for each service)

419 or Advance Fee Scams
This scam dates back to the 18th century
and hasn’t changed a lot in the last few
hundred years. If you check your spam
folder right now, you probably have
multiple email messages attempting this
one. It’s not strictly limited to PayPal and
may be used on any peer-to-peer
payment service.
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The scam uses email, text messages, or
social media to inform victims that there
is a fortune waiting for them. The only
snag is that this fortune requires a small
advance fee (usually account fees,
shipping costs, or administrative fees) to
secure its release. Send over the fee and
you’ll receive the full amount in return.
The problem is that the fortune doesn’t
exist in the first place.
The scam may take on a slightly
different format, for example notifying
you that you’ve won a lottery, but the
aim is to get you to surrender a
relatively small amount of money in
exchange for a much larger payout.
This could be a few hundred or a few
thousand dollars, or even more. The
bigger the eventual payout, the more
the scammer may attempt to solicit in
the first place.
Being told that you have $750,000
waiting makes the $7,500 release fee
seem small in comparison. The
scammer may even request another
small fee after the initial amount has
been sent, preying on a “sunken cost”
mentality that victims may have: “I’ve
already sunk so much money into this, I
don’t want to end up wasting it by not
paying a small additional amount.”
This scam can be avoided if you
remember one golden rule: if
something seems too good to be true,
it almost certainly is.

Shipping Address Scams
Shipping address scams are not new, but
they often catch out inexperienced
sellers who can’t spot the telltale signs.
Scammers will purchase an item online,
either by winning an auction on a
website like eBay or even buying directly
from a seller’s online store.
The scammer then provides a fake
shipping address, to which the item
cannot possibly be delivered. When the
item doesn’t show up, the buyer contacts
PayPal to inform them and requests a
refund, since the transaction is likely
covered by PayPal’s Buyer Protection.
The final part of the scam involves the
scammer contacting the shipping
company directly and providing a
legitimate address to which the item can
be delivered. They may also try and pick
the item up in person from the shipping
depot. The scammer walks away with a
full refund and the item, while the buyer
ends up empty-handed.
Scammers often use this to purchase
high-value items that can be easily
resold. Limitations in eBay’s Seller
Protection mean that the transaction is
only covered if the address provided in
the transaction statement (the billing
address) matches the shipping address.
You can avoid this scam by making sure
billing and shipping addresses match,
and verifying that the address is real

before you send the item. Make sure you
use a signature on delivery to track
shipping so that you have evidence
should you need it.
Overpayment Scams
The overpayment scam takes many
forms, particularly among scammers
who cold call their victims. The type of
scam that affects PayPal is a little
different in that money usually
exchanges hands, which gives the target
a false sense of security. Scammers
target online sellers, often on websites
like Facebook Marketplace or other
classified indexes. This one doesn’t
work if the marketplace generates an
invoice for you, like eBay, since the
“buyer” cannot manipulate the price.
The scam starts with the buyer sending
more money than an item is worth, with
the transaction going through and the
money appearing in the seller’s PayPal
account. The seller then sends the item
in the mail, believing the transaction to
be genuine. Once the item has been
sent, the scammer draws the seller’s
attention to their “mistake” and asks for
the difference to be sent back to them
using another PayPal transaction.
The seller agrees to do so, after which
the scammer contacts PayPal and flags
the transaction as fraudulent. If
everything goes to plan, the money is
returned to the scammer’s account along
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with the payment that the seller made.
The item is probably already in the mail
by now, so the scammer gets their money
back, a tip in the form of the gap
payment, and the item they purchased in
the first place.
Since the gap payment was probably
made as a personal payment between
PayPal accounts, the victim isn’t entitled
to any sort of refund since these
payments are not covered by the usual
protections.
As a seller, you should be immediately
suspicious of a buyer who is sending you
more money than you initially requested.
Avoid selling items to online buyers over
services like Facebook Marketplace, and
use online marketplaces like eBay that
generate transaction statements that
make you eligible for PayPal Seller
Protection.
Dealings With Compromised Accounts
Accounts are routinely compromised as a
result of phishing scams, and these
accounts are then used to pay for items.
Scammers doing this don’t even have to
rely on any of the other dirty tricks
mentioned in this article, instead racing
to get as much money out of the
compromised account before the
account’s owner catches on.
Once an item has been paid for and the
buyer has sent it through the post, it
usually doesn’t take long for the
account’s rightful owner to realize
something is amiss. They can contact

PayPal and notify them of fraudulent
activity, or even attempt to get
transactions reversed by banks or
payment processors.
The seller who has dealt with this
account is ultimately the one who loses
out since the money is refunded after the
item has been shipped. This is another
reason that many online sellers only send
items to valid billing addresses.
Fake Invoice Scams
Scammers take advantage of the
popularity of the PayPal service, in the
same way that big banks and financial
institutions are targeted. There’s a high
chance that most people have used
PayPal at some point, so sending out an
invoice claiming that your PayPal account
will be debited in 24 hours is one method
of spreading a wide net in a bid to snare
a few victims.
A fake invoice is generated notifying you
that a large sum of money is due to come
out of your account, with a “ticking
clock” that makes the situation seem
more urgent. The scam could work with
any payment processor, but PayPal is
often chosen due to its prevalence.

The scam involves calling a phone number
to get the problem rectified. There are
several different avenues the scam could
take from here, including getting you to dial
a premium number, attempting to gain
access to your account to “rectify” the
issue, and trying to convince you to settle
for a smaller account fee to make the
invoice go away, or just about anything else
you could think of.
Only pay for items you know you have
purchased. You may receive an invoice
for an item after an eBay auction for
example, but you shouldn’t receive or
respond to unsolicited invoices. PayPal
users can request payment from any
email address, but this is done through
the PayPal service (and will appear in
your account or mobile app).
Proof of Postage or Payment Pending Scams
As an online seller, you should never
send an item in the post until you have
received the correct payment. If you’re a
concerned buyer using PayPal, make sure
you’re eligible for Buyer Protection and
you’re able to get your money refunded if
the seller doesn’t provide the item.
So-called “payment pending” scams turn
this dynamic on its head. The “buyer” will
refuse to pay for the item until the seller
can demonstrate that the item has been
sent, usually with a tracking number. The
buyer may attempt to formalize the
process with a “payment is pending”
message, informing the seller that payment
will be released upon proof of postage.
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Once the item has been sent in the post,
the buyer can decide not to pay for the
item since they know the item is already
on its way. There are no protections in
place for sellers who send items before
receiving payment. If a buyer is insisting
on doing things this way, block them and
move on.
This scam can take a few different forms,
but it always involves the seller sending
the item before receiving payment. One
example is the buyer instructing the
seller to send the item and then message
them the total owed amount, including
shipping. This scam is not limited to
PayPal and has happened on Zelle and
other peer-to-peer payment services.
Fake Charities, Causes, and Fundraising
Falling for a fake charity or fundraising
post is easy to do, and many victims have
no idea they were ever scammed. But it’s
important to thoroughly research
charities and causes before you send
money to avoid giving your money to a
scammer who is preying on the
generosity of others.
These scams often show up at times of
crisis, like during a natural disaster or
weather event. There’s a propensity for
some to solicit funds on an individual
level, often using Facebook groups and
other informal settings to request money.
Not all of these people are scammers,
and many are legitimately in need.
You should be absolutely sure that the
person or “charity” requesting money is

who they say they are. You can look up
US charities (tax-exempt organizations)
using the IRS website. The FTC also has
some good advice, like searching online
for opinions, looking up how the charity
distributes funds and checking local
state charity regulators for evidence of
the cause.
If you’re donating directly to
individuals, you’ll need to rely on word
of mouth and friends to vouch for
them. If you have your doubts, consider
donating elsewhere. If you like the
sound of supporting a specific cause
but notice red flags online, search for a
similar organization to send your
money to instead.

and avoid links to log in to your account
(even phishing URLs can be
convincing). Items that need your
attention (like requests for additional
documents) will appear in your account
when you log in anyway. PayPal usually
gives you around 10 business days to
comply with these requests, so be wary
of messages that attempt to rush you.
Keep a lookout for red flags like
impatient buyers, buyers who want to
split payments between multiple
accounts, and buyers who send you
more money than you initially
requested. Make sure shipping and
billing addresses match, or you won’t be
covered by Seller Protection.
Understand that Seller Protection has
limits. Digital items are not included so
if you’re selling codes for gift cards or
software, you’re at risk. Confirm
buyers’ addresses exists before sending
items, else you may fall for a shipping
address scam. If you’re selling within
the US, your account address will need
to be listed in the US for Seller
Once again, this problem is far from
Protection to cover you.
limited to PayPal. Many fake charities will
You also aren’t covered for goods
use PayPal as a method of collecting
picked up in person or shipped before
funds though, and these payments aren’t
payment, or in instances where you
covered by any “buyer” protection since
received multiple payments (for
they are donations rather than an
example, from different PayPal
exchange of money for goods.
accounts). Check out our full guide to
How to Avoid PayPal Scams
avoiding PayPal invoice scams for more
Remember to inspect any emails from
top tips.
PayPal carefully. Check the email address, Tip: Do not click on links in emails!
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How to Play iPhone & iPad Games
on Mac
OS X Daily

Have you ever wanted to play the
iPhone or iPad games you own on your
Mac? Perhaps, you just want to play
one game of Among Us while you’re
stuck at work? As long as you have a
Mac that’s powered by Apple Silicon,
you’re all set.

How to check a Mac's free hard
drive space
Roman Loyola, Senior Editor Macworld

Wondering if your Mac has enough
storage space for that massive
download? Wonder no more. If you
don’t know how to check your disk
space use on your Mac, here’s where
to look.

How to use a Mac laptop or iMac with
a broken display
Glenn Fleishman, Senior Contributor, Macworld.com

If you have a Mac laptop or iMac with a
display that’s been damaged or no
longer turns on, but you’re sure the
computer is still functioning, a repair
may not be required to extract all its
data or continue using it. A few options
can work, depending on the damage
and your model.

Did You Know?
By the time we reach adulthood, our
bodies have become home to
approximately 100,000 miles of blood
vessels.

What is the biggest mistake that a big
company has made?
Joe, Business Expert

The biggest mistake was made by Xerox
and it happened in 1979. This cost them
potentially up to $1.4 trillion. (The
combined value of Apple, IBM and
Microsoft).

How to Show Word Count in Pages
for Mac
OS X Daily

Want to know the word count of a Pages
document you’re working on from the
Mac? Keeping track of word counts is
often essential for writers, authors,
students, and many other professions.

10 Awesome iPad Features You
Should Be Using
Benj Edwards, Howtogeek.com

Whether you’re an iPad veteran or
newbie, Apple’s tablet packs so many
features that some of them might have
slipped under your radar. Let’s take a look
at ten great features that every iPad
owner should use.

Which Mouse Is Best for My Mac?
Tim Brookes, Howtogeek.com

Is the Magic Mouse the best choice for Mac
users, or should you spend your money on
a third-party pointing device? And should
MacBook owners bother “upgrading” from
the Magic Trackpad on their device?

Why Did My Mac Menu Bar Disappear?
Gary Rosenzweig, MacMost.com

If you notice that the Menu Bar at the top
of your screen is missing, it is probably
because you are using an app in Full
Screen mode. You can customize how
this works in System Preferences. You
can also use Mission Control and Spaces
to have the Menu Bar present for some
apps and not others.

10 Ways To Switch Between
Windows In the Same App On a Mac
Gary Rosenzweig, MacMost.com

If you have several documents or windows
open in the same app there are many ways
to switch between these windows.

25 Things To Do With QuickTime Player
Gary Rosenzweig, MacMost.com
QUickTime Player is a lot more than just a
simple video playback app. You can record
video too, record and play audio, do some
basic editing, grab frames, combine
images and much more.

Shift+Enter Is a Secret Shortcut
Everyone Should Know
Benj Edwards, Howtogeek.com

Did You Know?
Weighing in at 0.05 to 0.07 ounces, with
a head-to-body length of 1.14 to 1.29
inches and a wingspan of 5.1 to 5.7
inches, the bumblebee bat—also known
as Kitti’s hog-nosed bat—is the smallest
mammal in the world

The Enter key can mean several things
based on context. It can produce a line
feed and carriage return, or it can submit a
form or text field. With Shift+Enter, you
can often toggle between those two modes How to find, delete, and manage Wiwith ease. Here’s why—and how to use it.
Fi network passwords on macOS

What’s the Difference Between the
“Enter” and “Return” Keys?
Benj Edwards, Howtogeek.com

On a Mac extended keyboard, there’s a
“Return” and an “Enter” key. On most
PC keyboards, there are two “Enter” keys,
but some say “Return” instead. What’s
going on here? We look at the history
behind the keys.

Glenn Fleishman, Senior Contributor, Macworld.com

Apple stashes passwords entered to
connect to Wi-Fi networks in the safest
place possible: the system-wide login
keychain.

Which charger do you need for your
MacBook?
Martyn Casserly, Contributor, Macworld

Need to replace the charger for your
MacBook? They're not all the same. Here's
OS X Daily
what to look for when you're buying a
Using Split Screen on a Mac is easier than power adapter for your Mac laptop.
ever before in the latest versions of
The Fastest Ways to Resize and
MacOS, including macOS Monterey, Big
Convert Images on Mac
Sur, and Catalina. You can nearly
Tim Brookes, Howtogeek.com
instantaneously split screen two different
apps, or two windows from the same app. Your Mac comes with some powerful
tools to make resizing and converting
images fast and convenient. These
Did You Know?
include workflow tools like Automator
While 138 pyramids have been discovered
and Shortcuts and Apple’s basic image
in Egypt, Sudan boasts around 255.
viewer Preview.

How to Split Screen on Mac

7 Powerful macOS Features You’re
Probably Not Using
Tim Brookes, Howtogeek.com

It pays to know how to use some of your
Mac’s more powerful features, even if
they seem intimidating and complex at
first glance. This can help you identify
and fix problems, automate repetitive
tasks, and speed up long-winded
workflows.

How to check a Mac's free hard
drive space
Roman Loyola, Senior Editor Macworld

Wondering if your Mac has enough
storage space for that massive download?
Wonder no more.

Copy and Paste Between Your Macs
and Other Apple Devices
Gary Rosenzweig, MacMost.com

With macOS's built-in Universal
Clipboard feature you can copy and paste
between two Macs, or between Macs,
iPhones and iPads. You can use this for
text, images, files and more.

How to blur the background for video
calls on your Mac
Glenn Fleishman, Senior Contributor, Macworld.com

This option only appears when the video
camera is active.

How to Use Voice Control in macOS

What Is Email Spoofing, and How Can
You Protect Yourself?

Dennis Sellers, eshop.macsales.com/blog

Sydney Butler, Howtogeek.com

macOS Voice Control lets users control
their Mac entirely with their voice. Here's
how to get started.

Email spoofing is an attack where hackers
make it appear that an email originates
from a different address than it does.
Spoofing allows the attacker to
impersonate people or organizations for
various reasons. That’s scary, so how
does it work?

How to Change or Set the Default
Printer in macOS
Dennis Sellers, eshop.macsales.com/blog

In macOS it’s easy to change the default
printer or change a printer’s name.
Here's how.

Should You Run Your Laptop With
the Lid Closed?

10 Hidden Mac Features You
Should Be Using

Sydney Butler, Howtogeek.com

Benj Edwards, Howtogeek.com

Macs are well-known for being easy to use,
but they also have a lot of great features
hiding just below the surface that many
people never notice. Whether you’re a
Mac newbie or a Mac veteran, here are ten
great features that you should be using.

How to fix your network when you
see 'Another device is using your IP
address' on a Mac
Glenn Fleishman, Senior Contributor, Macworld.com

Your local network or your Mac may
have the wrong addresses configured.
This conflict prevents your computer
from accessing some of the local
network and from reaching the internet.
Here’s why.

How to create an Apple ID
Karen Haslam, Editor, Macworld

Need an Apple ID to use an iPhone, iPad
or Mac, or one of Apple's online services?
It's easy! Here's how to create an Apple ID

How to set up an Apple ID without a
payment method
Glenn Fleishman, Senior Contributor, Macworld.com

Want an Apple ID but plan to never pay
for a single thing from Apple through that
ID? Here's how to set it up.

If you use your laptop with an external
display docked at a desk, you may want
to run it with its lid closed to save space.
However, your laptop wasn’t designed to
run full-tilt with a closed lid, right?

How to Enable Mac Sleep/Shut Down
Schedules in macOS
Dennis Sellers, eshop.macsales.com/blog

Letting your Mac take a nap — and even
powering it down entirely — is a good
thing to do occasionally. macOS has a
wake, sleep, startup, and shutdown
feature. Let’s look at how to use it.
Did You Know?
There are about 2,000 varieties of
cheese. Every pound of cheese requires
10 pounds of milk!

How To Disable a Keyboard Shortcut
On a Mac
Gary Rosenzweig, MacMost.com

If you want to disable a keyboard shortcut
to avoid accidentally triggering that action,
there are a variety of ways to do it.

How to Use All the Awesome Window
Management Features in macOS
Dennis Sellers, eshop.macsales.com/blog

macOS Monterey doesn’t add any new
window management features, but it
improves the ones the operating
system already had — and makes them
easier to find.

How a Thunderbolt Hub Makes Life
Easier
OWC Wayne G, eshop.macsales.com/blog

A Thunderbolt hub is a must-have for
anyone who gets most of their work
done on a laptop. Here's why.

Should You Bother With an Email
Signature?
Chason Gordon, Howtogeek.com

Email signatures ostensibly make your
communiqués look like they’re wearing a
nice suit, but really, it’s just an extra part
of the email that we can’t help but read.
No one likes to read more emails than
they have to.

Did You Know?
Istanbul is considered one city, but part
of it sits on the continent of Europe,
neighboring Greece and Bulgaria; the
other part sits on the continent of Asia,
neighboring Syria, Iran, and Iraq beyond
Turkey’s borders, making it the only city in
the world that straddles two continents.

What Is “Zero Trust” Security
Architecture?
Sydney Butler, Howtogeek.com

Many cyberattacks rely on the level of
access legitimate users have on computer
networks. Breach the perimeter and you’ve
got the keys to the castle. With a zero-trust
approach to security, merely getting
through the door isn’t enough anymore.

Expand Your MacBook Pro Storage
Using the SD Card Slot

How to keep a family member or
colleague from messing with a shared
Calendar
Glenn Fleishman, Senior Contributor, Macworld.com

Calendar sharing in iCloud is popular—
but sometimes you want other people to
keep their hands off.

You’re Selecting Text With Your
Mouse Wrong
Joe Fedewa, Howtogeek.com

Selecting text is a common thing to do on
a computer. Just click and drag your
mouse to highlight the desired text.
Couldn’t be simpler, right? There’s
actually a much better way of doing this,
and you’ll never go back.

Does a Factory Reset Remove Viruses?
Gaurav Shukla, Howtogeek.com

Viruses and other malware are an
unfortunate reality of the modern age. If
Got a new MacBook Pro but you’re
your phone or computer has fallen prey
worried about filling up the drive? Apple’s to them, one of the recommended
notebooks are notoriously difficult to
solutions is doing a factory reset. But will
upgrade, but there are other ways of
it make your device safe again?
increasing your available space at the
How to reset a Mac's Bluetooth settings
cost of speed.
Tim Brookes, Howtogeek.com

Did You Know?
Known for their black spots, Dalmatians are
actually born with a pure-white coat.
Through time, they develop the black spots.

Glenn Fleishman, Senior Contributor, Macworld.com

Sometimes your Mac seems to get the
wrong idea about one or more devices. If
your Bluetooth set up appears messed
up beyond repair, hit reset.

How long can you keep you phone
plugged in after it’s fully charged
without overcharging and damaging
the battery?
Dave Haynie, Quora.com

All devices that charge from USB contain
their own charging circuits. On your
phone, the charging system is part of a
larger power management system. The
charging system will simply not run when
the battery is full. It likely waits until the
charge drops a bit, could be 95%, could
be higher, before re-engaging the
charging circuit. So it will never
overcharge.

Your Phone Plan Might Add iCloud,
Apple Music, and More
Corbin Davenport, Howtogeek.com

It’s common for cell phone plans to
bundle streaming services or cloud
storage, usually at a reduced cost or free.
Apple has now opened the door for
iCloud storage, Apple Music, Apple TV+,
and other services to be bundled with
mobile carrier plans.
Did You Know?
Queen Victoria was given a giant wheel of
cheddar cheese for a wedding gift that
weighed over 1,000 pounds.

Did You Know?
Africa spans all four hemispheres and
covers nearly 12 million square miles.

How to Find Word Count for Pages
Documents on iPhone & iPad
OS X Daily

How to Play iPhone & iPad Games
on Mac
OS X Daily

Have you ever wanted to play the iPhone
or iPad games you own on your Mac?
Perhaps, you just want to play one game
of Among Us while you’re stuck at work?
As long as you have a Mac that’s powered
by Apple Silicon, you’re all set.

Need to know the word count of a
document you’re working on in Pages?
Word counts can help you determine how How to Unlock iPhone With Your Voice
long something that you’re writing,
OS X Daily
whether for school, work, or personal.
Have you ever wanted to unlock your
iPhone with just your voice? In that case,
How to Unsubscribe from Public
you may be excited to learn that it’s
Calendars on iPhone, iPad, & Mac
possible to do that, thanks to a little
OS X Daily
known Accessibility feature.
Are you subscribed to multiple public
How to remove or change the phone
calendars to follow holidays and other
number linked to your Apple ID
important events? If you change your
mind and you no longer wish to see these Glenn Fleishman, Senior Contributor, Macworld.com
calendar events, you’ll need to
You might have a number that should no
unsubscribe from the calendar.
longer be associated with two-factor

How to Access Reader Mode in Safari
on iPhone & iPad

authentication on your account. Here's
how to remove it.

OS X Daily

Reader Mode in Safari is a fantastic feature
for Safari on iPhone and iPad that lets you
more easily read just about any web page,
and works particularly great on longer
articles or pages with a lot of clutter.

Did You Know?
The color of the little piece of glass (glass
bubble filled with liquid alcohol) found inside
the sprinkler heads of fire sprinkler systems
indicates the temperature at which it bursts
(and activates the sprinkler): orange is the
lowest temperature and black is the highest.

Here’s Why You Shouldn’t Buy the
Base iPhone 14

Wondering where your stolen or lost
iPhone went?

Arol Wright, Howtogeek.com

Tim Brookes, Howtogeek.com

New iPhones get announced every year,
but there’s always someone who scoffs
and says Apple is selling last year’s
iPhone in a new color at a new price. With
the iPhone 14, though, unless you’re
looking at the iPhone 14 Pro, that person
is not entirely wrong.

Thanks to Activation Lock and Find My
iPhone, Apple locks your devices to your
Apple ID. This forces thieves to turn to
increasingly inventive ways of making the
device usable (and saleable) again.

The iOS 16 Guide: What’s New in Maps?
Tara Purswani, eshop.macsales.com

Apple is making travel plans more
seamless and versatile with Maps in iOS
16. New features include multi-trip
routing, pit stops, and toggling travel
modes on the fly.

Fix: Why Is Only One AirPod Not
Working?
Tim Brookes, Howtogeek.com

AirPods are pricey yet convenient
wireless earbuds that are best paired with
an iPhone, iPad, or Mac. Sometimes they
don’t quite behave in the way you expect,
like when one AirPod refuses to connect
altogether. Here are some fixes you can
try when you encounter this issue.
Did You Know?
Elephants are capable of swimming 20
miles a day.

Listen to Long Audio Messages Easier
on iPhone with This Trick
OS X Daily

Ever get sent a lengthy audio message to
your iPhone and while you’re listening to
it, the screen turns off and the voice
audio message is interrupted, forcing you
go to re-listen to the entire thing again?
That’s annoying, right? The next time you
get sent a long audio message to your
iPhone, use this handy trick.

Will iOS 16 and iPadOS 16 Run on My
iPhone or iPad?
Tim Brookes, Howtogeek.com

Every year Apple releases a new major
update for iPhone and iPad devices, but
some devices won’t receive the update,
usually around seven years after they first
debuted. Here are the devices are
compatible with iOS 16 and iPadOS 16.

Did You Know?
A Wisconsin law used to require restaurants
to serve cheese with every meal.

10 Awesome iPad Features You
Should Be Using
Benj Edwards, Howtogeek.com

Whether you’re an iPad veteran or
newbie, Apple’s tablet packs so many
features that some of them might have
slipped under your radar. Let’s take a look
at ten great features that every iPad
owner should use.

What’s New in iOS 16 for iPhone
Tim Brookes, Howtogeek.com

Apple announced iOS 16 for the iPhone
at WWDC 2022. As usual, this update is
free for supported phones. The release
date is September 12, 2022. iOS 16 is
packed with tweaks that will hopefully
change the way you use your iPhone for
the better.

How to Disable the Home Screen
Search Button on iPhone
Benj Edwards, Howtogeek.com

Starting with iOS 16, the iPhone home
screen includes a small “Search” button
located just above the dock. If you find
the addition annoying, Apple makes it
easy to remove the search button in
Settings. Here’s how.

How the iPhone 14 Could Save Your
Life in a Car Crash
Chason Gordon, Howtogeek.com

The updated car crash detector on the
Apple Watch Series 8 and iPhone 14
knows when you’ve crashed and is happy
to help, and won’t tell anyone if the
accident is due to texting while driving.

Did You Know?
Not all mosquitoes bite humans and
some species of mosquito are very
picky, preferring specific species of
monkeys, birds, or even other insects.

iOS 16's haptic keyboard is the best
feature you haven't found yet
Jason Cross, Staff Writer Macworld

How to edit and unsend iMessages on Those little ticks from the Taptic Engine make
your iPhone, iPad, or Mac
typing on the iPhone feel so much better.
Martyn Casserly, Contributor, Macworld
How to update to iOS 16 on your
Apple has added some significant new
iPhone
features to Messages in the latest updates.

iOS 16 returns battery percentage
to the status bar—but only for
these iPhones
Jason Cross, Staff Writer Macworld

They said it couldn't be done. They said
the technology just didn't exist yet. But
battery percentage is back - as long as
your iPhone supports it.

iOS 16: How to customize your
Lock Screen with widgets and
wallpaper styles
Jason Cross, Staff Writer Macworld

Fonts! Colors! Widgets! Dynamic images!
Personalize your Lock Screen as never
before in iOS 16.

Karen Haslam, Editor, Macworld

Updating the operating system on an
iPhone is simple, but there are some
important steps you should take.

Apple releases iOS 15.7 for anyone
unsure of taking the iOS 16 leap

eSIM and the iPhone 14: Everything
you need to know
Glenn Fleishman, Senior Contributor, Macworld.com

An eSIM identifies your phone to a carrier
without the fuss of swapping in a physical
identity module.

When is the best time to buy an
iPhone?
Karen Haslam, Editor, Macworld

Want to buy a new iPhone? With the new
iPhone 14 just having launched, you are
now able to take advantages of price
drops on older handsets, but with Black
Friday coming, we say wait.

How to Put Widgets on Your iPhone
Lock Screen
Tim Brookes, Howtogeek.com

iPhone 14 battery replacements get a
massive price hike

Your iPhone has lock screen widgets that
give you quick access to information
regarding your schedule, the weather,
and more. You can even tie these widgets
to specific Focus Modes so that different
widgets appear (or disappear) depending
on what you’re doing.

David Price, Editor, Macworld

How to Use Live Captions on an iPhone

You'll pay $30 more than on previous
generations, an increase of more than
40 percent.

Joe Fedewa, Howtogeek.com

Jason Cross, Staff Writer Macworld

Grab this important security patch if
you're sticking with iOS 15.

Closed captions are a necessity for the
hearing impaired, and they’re useful for a
variety of other reasons too.

Are VPNs Broken on iPhone?
Fergus O’Sullivan, Howtogeek.com

People using a VPN on iPhones and iPads
are not be as secure as they think.
Security expert Michael Horowitz as well
as several VPN providers have revealed
issues that affect the integrity of iOS
going back for years. It could very well be
that VPNs are broken on iOS, ever since
iOS 13 and maybe even before.

The iPhone 14 Can Connect to
Satellites: Here’s How It Works
Tim Brookes, Howtogeek.com

The iPhone 14 and iPhone 14 Pro make
use of some smart new safety features,
including the ability to use satellite
communication to connect with
emergency services and your friends.
Here’s what we know.

Customizing Your iPhone Lock
Screen In iOS 16
Gary Rosenzweig, MacMost.com

A big new feature in iOS 16 is the ability
to customize your lock screen using
photos, colors, emoji and other special
styles. You can also add widgets to your
lock screen and set Focus modes to
change your lock screen automatically at
different times.

Did You Know?

Earl Wild, an accomplished American
pianist, can lay claim to two
interesting technology-related piano
milestones. In 1939, he became the
first pianist to perform a recital on
U.S. television and in 1997, he
became the first pianist to stream a
performance over the Internet.

How To Detect Duplicate Photos
With iOS 16
Gary Rosenzweig, MacMost.com

A new feature in iOS 16 for the iPhone
allows you to see duplicates in your
Photos library and delete or merge them.
This same feature is coming to iPadOS 16
and also macOS Ventura.

iPhone setup guide: How to transfer
data and master your new phone
Jason Cross, Staff Writer Macworld

If you want a smoother transition to your
new iPhone, try to contain your
excitement and do these things first!
Did You Know?
Despite its prevalence in action movies and
war films, pulling a grenade pin with your
teeth is a terrible idea—the pins are difficult
to pull on purpose and require a strong pull
to dislodge.

Hate the search button on your
Home screen in iOS 16? Here’s how
to remove it
David Price, Editor, Macworld

It can be useful, but some iPhone owners
find the new search button distracting.
Fortunately it’s very simple to remove this
potential annoyance.

How to move a child's Apple ID
account to their ownership when
they become adults
Glenn Fleishman, Senior Contributor, Macworld.com

Your children eventually become adultsat least by age-and need to operate
accounts you set up for them.

iOS 16's haptic keyboard is the best
feature you haven't found yet
Jason Cross, Staff Writer Macworld

Those little ticks from the Taptic Engine
make typing on the iPhone feel so much
better. Here's how to turn on the haptic
keyboard on your iPhone.

iOS 16: How to show battery
percentage in your iPhone status bar
David Price, Editor, Macworld

As of the launch of iOS 16 in September
2022, Apple has given users the option to
put the battery percentage back on their
home screens—here’s how to get it.

iOS 16 latest version and guide to all
the new iPhone features
Karen Haslam, Editor, Macworld

iOS 16 is now available. Here's what
you need to know about its features,
compatibility, and how to update your
iPhone.

iOS 16 Battery Life Draining Fast on
iPhone? Here’s Why & How to Fix It
OS X Daily

Some iPhone users who have recently
installed the iOS 16 update may feel
like their battery life is draining much
faster than it was before. And truth be
told, it very well may be!

How to disable Live Photos on your
iPhone or iPad
Leif Johnson, Macworld.com

Live Photos can take up as much as
twice the room as a regular photo.
Here's how to turn them off and save
some space.
Did You Know?
The words “couch” and “sofa” are often
used interchangeably today, but
historically, they meant different things.
A sofa had arms and was meant for
sitting, while a couch was intended more
for lying down.

Did You Know?
The fruit of the rubber tree explodes
which releases and spreads the seeds as
far as 30 meters away.

12 Awesome Safari Features You
Should Be Using on iPhone
Tim Brookes, Howtogeek.com

Apple’s mobile browser is packed with
features. They make it easier to track
and read online content, protect your
privacy, and keep things organized.
Here’s a list of the best features that
all iPhone owners need to know about.

How to Downgrade iOS 16 and
Revert to iOS 15
OS X Daily

If you recently updated your iPhone to
iOS 16 and have decided it’s not for you,
perhaps due to some incompatibility or
battery issue or otherwise, you’ll be
excited to know you can downgrade from
iOS 16 and revert back to iOS 15. This
article will cover an easy approach to
downgrading.

How to Edit and Unsend Messages
in iOS 16
OWC Wayne G, eshop.macsales.com/blog

Need to edit a typo or remove a poorly
thought out text completely? Here's how
to edit messages on iPhone in iOS 16.

iOS 16 superguide: Tips, how-tos,
new features, betas, bugs, and more
Karen Haslam, Editor, Macworld

iOS 16 is now available. Here's what you
need to know about its features,
compatibility, and how to update your
iPhone.

Once again, only Apple has the
courage to change the world
Jason Snell, macworld.com

The switch to eSIM only is another
example of how Apple can sway the
whole cell phone market in one direction.

How the iPhone 14 Pro is good
enough to take down a pricey
mirrorless camera
Glenn Fleishman, Senior Contributor, Macworld.com

We pit the iPhone 14 Pro's new 48MP lens
against a pricey mirrorless camera.
Did You Know?
Sand cats, Felis margarita, are found
throughout regions in Africa, Central
Asia, and the Middle East, but studying
them is particularly frustrating for
researchers since the cats’ highly
adapted paws—which are covered with
wiry, black fur to protect the pads of
their paws from scorching desert sand—
render their footprints almost invisible.

What are the pros and cons of
installing solar panels on a home?

PSA: You Might Be Eligible for a Free
Smart Thermostat

How to adjust the date and time in
the macOS Menu Bar

Steve Baker, Software Engineer

Jason Fitzpatrick, lifesavvy.com

Glenn Fleishman, Senior Contributor, Macworld.com

There are more or less four ways to get
solar panels on your home… We will
discuss each of the options in this article.

The cost of a smart thermostat certainly
weighs into the decision to get one. But in
many areas, power companies will give
you one for a steep discount or even for
free. Here’s what you need to know.

Apple likes to reorganize where you
find things. Date & Time settings oddly
don’t include how the date and time
appear in macOS.

Roku Now Has More Free Built-in
Local News Channels
Corbin Davenport, Howtogeek.com

Roku-powered TVs and streaming devices
already have the Roku Channel, which
has free movies, TV shows, and some live
content. The Roku Channel started
adding local news channels in June, and
now more have arrived.

Is 4K Really Worth It In a Laptop?
Sydney Butler, Howtogeek.com

When you buy a laptop, you’ll likely have
the choice between various screen
resolutions, with 4K UHD being one of
them. It’s tempting to pick the highestresolution screen option and call it a day,
but is it worth it?
Did You Know?
When glass cracks it seems almost
instantaneous thanks to the speed
at which glass shatters–cracks form
in glass at a staggering 3200 meters
per second.

How to sell a Mac or MacBook
Karen Haslam, Editor, Macworld

Want to sell your Mac? We explain the
best place to sell it, how to find out much
it's is worth, and how to get the best price.

8 Common PayPal Scams and How to
Avoid Them
Tim Brookes, Howtogeek.com

PayPal’s widespread adoption means it’s
popular with scammers looking for a
victim. Though these scams aren’t
necessarily exclusive to PayPal, they
flourish in the service due to its ease of
use and preference among online sellers.

How to Get Microsoft Office for Free
Chris Hoffman, Howtogeek.com

Microsoft Office normally starts at $70 per
year, but there are quite a few ways to get it
for free. We’ll show you all the ways you
can get Word, Excel, PowerPoint, and other
Office applications without paying a cent.
Note: Office documents will open in iWorks.

Why Is Everything a Subscription Now?
Benj Edwards, Howtogeek.com

From streaming services to software to
content, it feels like we’re constantly
shelling out money every month to
keep access to the things we want. So
what’s behind this shift, and is there
anything you can do about it?

How to Safely Pack and Ship Fragile
Electronics
Benj Edwards, Howtogeek.com

If you need to ship something bulky or
fragile, such as a computer case, CRT
monitor, priceless video game retail box,
stereo component, it can be tricky to protect
it from damage. We’ll show you how.

Headphone Impedance and
Sensitivity Explained
Kris Wouk, Howtogeek.com

Sensitivity and impedance are both
important factors for headphones, but
they can be tough to understand. We’ll
show you why they’re important.

Did You Know?
Easter Island, best known for its monumental
statues called moai, is a special territory
(province and commune) of Chile.

Is Blu-ray the Last Optical Disc
Format Ever? What’s Next?
Sydney Butler, Howtogeek.com

With the rise of digital game platforms
and streaming services, is there really
a future for optical discs? Blu-ray discs
are hanging on, but for how much
longer? Will Blu-ray discs be the last
optical format ever, or will another
replace it?

You Paid for Your Tech but You Don't
Really Own It
Dave McQuilling, reviewgeek.com

The latest technology can be expensive,
but knowing that the thing you bought is
yours forever might take a bit of the sting
out of a four-figure purchase. The problem
is, you haven’t bought the whole device,
and in certain circumstances, you will end
up holding a useless lump of plastic.

How to create an Apple ID
Karen Haslam, Editor, Macworld

Need an Apple ID to use an iPhone, iPad
or Mac, or one of Apple's online services?
It's easy! Here's how to create an Apple ID

Can I Use Mounting Tape for My
Video Doorbell?
Jason Fitzpatrick, lifesavvy.com

Did You Know?
A cat can’t descend head first down a tree
because every claw on a cat’s paw points
the same way. To get down from a tree, a
cat must back down.

The standard method to mount video
doorbells and other outdoor smart gear
on your home is drilling and anchoring. If
How Much Energy Are Your
you don’t want to drill holes in your house,
Streaming Media Players Using?
here’s how to avoid it.

How to password protect a Dropbox
folder in 3 easy steps
Radu Tyrsina, windowsreport.com

Dropbox offers a very easy way to store,
share, and modify files in the Cloud, but
it is not entirely secure by default.
If you are very particular about keeping
sensitive data secure, you can set an
expiration date for your shareable link.
To make sure that no third party has
access to your files you can also set up
two-step verification access.
Here are easy instructions on how to do
the 3 steps.

Joe Fedewa, Howtogeek.com

Streaming TV devices—such as a Roku or
a Chromecast—are plugged in and always
ready. When your TV turns off, it uses
less power, but what about the streaming
devices? How much energy do they use?

Companies Are Not Your Friend
Joe Fedewa, Howtogeek.com

Major tech companies such as Apple,
Google, Microsoft, and Samsung have
legions of diehard fans. Brands are more
than happy to leverage that passion to keep
your wallet open. The relationship only
benefits one side, though, and it’s not you.

6 LinkedIn Scams to Watch Out For
Tim Brookes, Howtogeek.com

Trivia Question

Which web browser is named after
what it lacks?
(Click on your answer choice)

Safari

Firefox

Midori

Chrome

LinkedIn is a social network for professional
networking, seeking employment, and
staying in touch with colleagues past and
present Like any social network, the
platform has its fair share of users who are
looking to scam, deceive, and defraud you if
given half a chance.

Did You Know?
As any tennis player, amateur or
professional, can tell you, a fresh tennis
ball is important to good play, and the
staggering number of tennis balls they go
through at Wimbledon, the oldest and
most prestigious tennis tournament in the
world, reflects that. Over the course of the
two week tournament, they burn through
an average of 55,000 tennis balls.

How to Clean Old, Yellowed Plastic on
Retro Computers and Game Systems
Whitson GOrdon, Howtogeek.com

Ever notice how your old gadgets have
turned an ugly yellow color since you
bought them? Old Macs, Commodores,
Nintendo systems, and other machines
look dreadful 30 years later—but there is a
way to brighten them up again.

Why You Should Buy a Hybrid
Instead of an Electric Car

Active vs. Passive Speakers: What’s
the Difference?

Chris Hoffman, Howtogeek.com

Kris Wouk, Howtogeek.com

Are you in the market for a new car? Gas
prices are rough and electric cars can be
expensive, but there’s good news: Hybrid
cars aren’t just less expensive—they may
actually be better than fully electric cars in
today’s world.

If you’re shopping for speakers, you’ve
probably run into the terms passive and
active. There is a major difference
between these types of speakers, and
which type you need depends on what
you want to do with them.

You Can Stop Turning Your Lights Off Should You Vacuum Broken Glass?
to Save Money
Shea Simmons, lifesavvy.com
Jason Fitzpatrick, lifesavvy.com

Obsessively turning off household lights
to save money is a habit most of us have,
but it turns out it’s not really the moneysaving power move we think it is. Here’s
why you can stop.

How to Clean Your Trackball Mouse
Jason Fitzpatrick, lifesavvy.com

Free VPN vs. Paid VPN: Which Should You bought a fancy trackball, and you’re
loving the trackball life, but one day your
You Choose?
Fergus O’Sullivan, Howtogeek.com

You’ve probably seen ads for free VPNs
and wondered why you shouldn’t use one
of those rather than their paid
counterparts. After all, you can’t beat the
price of $0. Let’s compare free vs. paid
VPNs and see why exactly you shouldn’t
trust free VPNs, at least not in most cases.

mouse seems to be a bit more sluggish
than you recall. It’s time to clean it.

How to Best Place an Air Purifier
Gaurav Shukla, Howtogeek.com

An air purifier can help improve your
home’s indoor air quality, but its
placement can severely impact its
efficiency in cleaning the surrounding air.
So, where should you put your air purifier?

Whether a wine glass got knocked over or
a sauce bottle slipped out of your hand,
broken glass happens. When it does, it’s
of the utmost importance that you get it
all up. After all, no one wants a bleeding
big toe. But should you reach for your
vacuum to do it?

Why Do People Paint Trees Purple?
Shea Simmons, lifesavvy.com

Whether you’ve been camping, hiking, or
simply driving among forested roads, you
might have noticed purple paint on trees.
A thick swatch might be seen painted
along the bark, but why?
Did You Know?
The leaves of these rubber trees are
typically cream to yellow in color and
contain a pungent smell. The male and
female flowers are located in the same tree.

Five Best Practices for Organizing and
Naming Computer Files

What Should I Do If I Get an “AirTag
Found Moving With You” Message?
First, don’t panic. This can happen. Most
likely, you’re borrowing something with
an Apple AirTag location tracker attached
to it, or someone left something with an
attached AirTag in your car. Second, tap
the alert to open the Find My app, which
displays a map showing where the AirTag
has been with you, which might shed
some light on where it started traveling
with you. Third, in the Find My app, tap
Play Sound to try to locate the AirTag by
its audible alert. Fourth, if you find the
AirTag, hold it near your iPhone until a
notification appears, and tap that for
more information, including the last four
digits of the owner’s phone number
(search for it in the Contacts app to see if
it’s anyone you know). We’re being
intentionally brief here—for significantly
more detail, including advice on
contacting local law enforcement—
read Apple’s support article.

We’ve had decades to get used to
organizing computer files, but it’s still
hard for many people. Part of the
problem is imagining how you—or your
colleagues, if you’re in a workgroup—will
need to find the files in the future.
Another part of the problem is mustering
enthusiasm for renaming and
reorganizing existing files to match an
improved approach. Let’s see if we can
help!
#1: Start Now and Catch Up Later
Don’t let your old files prevent you from
starting a new organizational approach.
The best time to begin is now; you can
reorganize old files later.
An easy way to avoid being bogged down
by old stuff is to move all your existing
files and folders into a folder called
“Unorganized” at the top level of
wherever you store documents. Make sure
to retain any hierarchy that those old files
might have. If you’re still working with
those files, they remain just as accessible
as they were before.
One type of cleanup is often worth doing
right away: If you have a lot of temporary
or duplicate files from past projects that
you can instantly identify as unnecessary,
Continued on next page
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delete those now while they’re still
familiar. That saves you or someone else
the work of thinking about them again in
the future.
#2: Pick an Organizational Structure
The most important question to ask
yourself or your colleagues is what sort of
organizational structure matches how you
think about your data. There are four
common approaches:
• Project name: It’s hard to go wrong
with using a project name as your
primary organizational structure. For
instance, an ad agency might have a
top-level folder for each client, or a
book publisher might have one for
each title. A nonprofit that organizes
five annual events could have a folder
for each event. Within each project
folder, additional folders can
separate files by category. You may
also add some date-based structure
to keep older files from getting in the
way of current work. For instance,
here’s how an ad agency might
organize email marketing files for a
hotel.
• Date: Groups with many files that
revolve around time periods may find
it easiest to organize everything by
year, month, and day. Date-based

organization is a special case—you’ll
know if it makes sense for your data
and usage patterns. For instance, if a
distributor creates different inventory
reports for every supplier every day,
a hierarchy like this might make
working with files from the same time
period easy. However, finding all the
files for a particular supplier would
be more difficult, although a file
naming convention could help
resolve that problem.
• Project type: Large organizations
with a lot of cross-departmental
collaboration across numerous
projects might find it easier to
separate files by category first and
name second. That way, everyone in
the marketing and production
departments working with scripts and
audio files for radio spots, for
instance, can find those files without
having to see files related to social
media ads. The downside is that
finding related client projects is tricky
unless you add that information into
a file naming structure.
• Department: For large organizations
with siloed departments that seldom
interact, each department can have
its own hierarchy. That keeps the
marketing department’s files separate

from the accounting department’s,
for instance, but can result in
confusion when departments do
collaborate. Plus, it can be difficult to
bring data about a single project
together, although again, a good file
naming structure can help.
We often get questions about how best
to organize images. If they’re tightly
related to particular projects, the easiest
approach is usually to store them
alongside other files in that project. For
example, photos for a cookbook might
live with the layout files within a folder
for each chapter.
For graphically intensive fields with a
very large number of images to track
across multiple projects, particularly
when any given image might be used in
multiple contexts, consider moving to a
digital asset management app that
stores all your images, providing access
through hierarchical categories and
keywords or tags. Digital asset
management apps are essentially
databases for images and other media,
enabling you to search and sort far more
flexibly than with a simple folder
hierarchy.
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#3: Decide on a Consistent File
Naming Convention
Although an organizational structure is
important to help you find files quickly
and work with related files, your file
naming convention is even more
important. You should be able to identify
a file merely by glancing at its file name,
even if it was moved outside its folder
hierarchy. That’s especially true if files
are shared outside your organization,
where the recipient won’t see the folder
hierarchy above the file. You can see this
problem illustrated below: you can tell
exactly what this Mailchimp.pdf file is
from the folder structure, but would
someone else have any way of knowing
it’s a Belvedere Hotel-related invoice
from 2022?
File names should be as specific and
detailed as necessary for quick
identification, preferably starting with a
date or project name and including
essential aspects of the organizational
structure. Dates work well for any file
that’s created on a regular basis—instead
of the vague MailChimp.pdf, try
2022-09-29-Belvedere-invoiceMailChimp.pdf. Project names are better
for one-offs, so instead of Chapter3.docx,
use something like Second-Breakfasts-

Ch03-recipes.docx. Note how both of
those names integrate key aspects of
organizational structure.
Three pieces of advice:
1. When you name files starting with the
date, use the YYYY-MM or YYYY-MMDD format to ensure that they sort
well and can’t be confused with older
or newer files.
2. Consistency is key. Stick to the
conventions you decide to use and
require that everyone else do so as
well. Having one file name start with
“Second-Breakfasts” and another with
“2nd breakfasts” will cause confusion
and annoyance.
3. When separating words, use a space, a
hyphen (-), or an underscore (_).
Spaces are the easiest to use but
should be avoided for files destined
for a website. We prefer hyphens
because macOS interprets two words
separated by an underscore as a
single word when selecting, which can
be irritating while editing file names.
#4: Identify Versions Clearly
Many files go back and forth between
multiple people in a collaborative
workflow. Building a versioning scheme
into your file naming convention is
essential to ensure that everyone knows

which version is the most recent and who
worked on which version. It’s tempting to
use a single file, with each person
renaming it as necessary, but we
recommend archiving each version until
the completion of the project to make it
easy to see who did what and to recover
from any file corruption or accidental
deletion of data. When using a file server
or shared folder, it’s best to make it clear
when someone is actually working on the
file to avoid collisions. Let’s assume in
these steps that you and your editor are
taking turns working on a Word file.
• Alongside the file in question, create a
folder called CHECKED OUT and
another called OLD.
• Move the file you’re working on into
CHECKED OUT. Name the file
however you like, but end it with your
initials and the number 1, as in
Second-Breakfasts-Ch03-layoutrte1.docx.
• After you make your changes, move
the file back into the main folder and
alert your editor that it’s available.
• When your editor wants to work on the
file, they first make a copy of it in OLD
to archive a version. Then they move
the working copy into CHECKED OUT
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and rename it with their initials,
incrementing the version number, as
in Second-Breakfasts-Ch03-layoutafp2.docx.
• They edit the file, moving it back to
the main folder when done and
alerting you.
• You each then repeat Steps 4 and 5 as
necessary, storing an archive copy in
OLD, putting the working file in
CHECKED OUT, renaming it with
initials and the next version number,
and then putting it back in the main
folder when done.
• On the final revision, rename the file
one last time, replacing the initials
and version number with “final,” as in
Second-Breakfasts-Ch03-layoutfinal.docx.
If you’re instead sending files back and
forth via email, there’s no need for the
CHECKED OUT folder, but you should
both keep a copy of each version in OLD,
just in case.
#5: Know When to Browse and
When to Search
If you have a solid organizational
structure, you should be able to jump
right to the files you need by navigating
the folder hierarchy, and if you’ve

designed your structure well, you’ll
browse for files most of the time
However, if a consistent file naming
convention enables you to fall back on
searching in certain situations:
• You need to find files across multiple
folders. For instance, if you store files
by client but want to see all the
invoices for all clients, a search on
“invoice” is more effective than
looking in each client folder
separately.
• There are too many files to work with
fluidly. Imagine that you have an
automated system that generates
dated reports for multiple suppliers in
a particular folder. If they’re sorted
first by date and then by supplier, a
search could help you filter the
folder’s contents to a single supplier.

• You don’t entirely understand the
organizational structure or trust that
others have followed it. This scenario
is most likely when you weren’t the
person to set things up. Hopefully, you
at least have consistent file names to
look for with your searches.
Apart from these situations, if you find
yourself regularly resorting to a search,
that may be a hint that you should revisit
the organizational structure and make
sure it works the way you need.
As you can see, there are numerous
approaches for organizing and naming
your files, and what makes sense for one
group may not for another. If you’re
having trouble deciding on the best
approach, feel free to ask us for
suggestions.
(Featured image by iStock.com/everythingpossible)

