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Letters, Representations,
Presentations — Reports

BS, Statements, Workings, etc...
Convert quite a lot to PDF

IT, VAT,
ST,
TDS,
ROC,
etc...
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Installing Apps,
their setup files
exists

Installation Files

Scan Documents and
generate files as PDF or
Images

Audios, Videos, Pictures

Email conversations,

Downloads files from emails,
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v' Saved by one and to be searched by another
v" Search while speaking to someone
v" Search when required

Files are organized properly

Backing up is easy
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.. Standalone
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-~ Single Location,

’@ ELD from where
g anyone can
Ef \\ access
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ﬁ Jayesh Grou...ent v1 0.pdf

© Interglobe Hotels Corporate Jayesh Grou...osal_Final.pdf

o AKJ_MJ_Acti...d Planning.url . _Project_Gen...t_Compliance »  aaaCardsaaa .~ Ewvaluation » O Finance Mod...r Ver 1.1.xlsx
_ AKJ_Official Data » | Accounts Related » | ACCOR Hotels Godrej_Finan...r Jayesh.doc g Invoicing_Jayesh Group.xlsx
[ Arshiya » | BD n Marketing » | Adlabs Entertainement 0" Godrej_Jaye..roup_RFP.xlsx  B° Jayesh Discu..mments.xlsx
o Downloaded Materails.url . Clients b | Brinks Godrej_Manu...r Jayesh.doc g Jayesh Discu...ope crib.xlsx . . .
| Downloaded Materials » [ Emails » [ CEAT faad .4 M Jayesh Kick...sentation.ppt / F I d I I h h
| DTT_Official Data » | Employee Related » 0 DAB ﬂj Invoicing_Jayesh Group.xlsx O e rS I n O I Ca I e ra rc y
[ IGH FAR » [ Files to be synced » || Datacomp @ Jayesh Grou...4.2011).xIsx .
o MIT Website - Phase2.url L IcAl » | eMeditak ﬂj Jayesh Grou...1.1-Final.xlsx / F I d t d F I d
] MONDIAL Website » [ Imp Documents » [ Emerson @ Jayesh Group Costing.xIsx O e r n e S e I n O e rS
| Shared with Everyone » | zzzOld Files » | Emkay Global Jayesh Group...ent v1 O.doc o
| Habitat - Jayesh Grou...ent v1 0.docx / l ' m I m

1 IPCA ™ Jayesh Grou...sal_Final.pptx

Iﬁ Jayesh Group_Proposal.pdf

: Naming Convention of Folders and Files
_ Jayesh Group » ™ Jayesh Grou...Proposal.pptx

Netcore
NSDL
Nutricharge
Raymond
RSystems
SEPIA

Six Senses
Substainable
Triguna
Vaishnav

AN

2 e Grou. 022011 to be followed

g Jayesh Grou..022011.xlsx . . .
If versions are created, specify version
oo e e conventions

Jayesh_Invoice.jpg
Reports_Recd...8012011.xls

|

3 5 5

Varun Shipping
VSNL
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Moment you create the files, save them at the
logical folder, with proper naming convention

Use Windows search to find your files and

- Accounts Related
. BD n Marketing
.| Clients

.| Emails

If you don’t want the folders/files to come within [ Employee Related
normal sequence, you canuse ‘ ’, ‘U, ‘AA’, ‘zz’, for  Fllestobesynced

_ . 7 ICAl
either keeping them ontop oratend . 1y pocuments

M@annl | zzzOld Files

v v v v v v v Vv
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ii Clearing old files is a regular exercise for maintaining uncluttered
folders.

Do not delete old files, unless you are very certain. Achieve them -
k_ move them to specific folder/s, so that they can be referred as and
when required.

Backing up the files should also be a
regular phenomena, followed with
proper system/regime
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Backup Management
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1. Hardware Failure

2. Software/Application Failure
3. Virus Attacks

4. Human Errors/Factors

5. Natural Disasters
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Blue Ray disks USB Pen Drives External HDD

: : 500 GB
| 1GB, 2GB, 4GB, 8GB, 16GB 32GB | 1TB. 15 TB
| | ¢ 2

Latest 2 TB I Latest 4TB
|

Storage Devices

Retention

Hard disk drive storage

Redundancy backup
drive
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Folders/Files/Data

Applications/Software
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g Wed Thu Fri

sun Mon T Sat
- A W
FU" BaCkUp Week 2 ....... . Weekly backup cycle
incremental Backup « AN ...

Cumulative (Differential) Backup . T T[]
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AC rOni S Data as well as software

Acronics True Image

Online/Real-time Backup - Data

Todo Backup Paragon Backup &
NovaBACKUP Workstation Recovery
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Collaboration
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~ OneDrive Files
Files
v 1 Name
Recent
M AKJ Personal Data
Photos
Blackberry Back
RECENTLY CHANGED ] ackberry Backup
M Documents

F-231 Upload_250216.xlIsx

16 days ago
M Photos to be synced

Office 365.xlIsx -
17 days ago M Pictures

TSTATE.TSF ReUnion - 25 Years - Vivek Vidyalaya
21 days ago

M Syncing betwwen OD n ODB
TranMgr.900

Getting started with OneDrive

M a;_ annl @ Up to date > o 29



———

v Make or Join Group Audio [ Video Calls
v Instant messaging
v’ Skype-to-skype calling

v Make online group presentations

v' Helps in solving audit queries, working from
office, instead of going to client sites

v’ Share files online during session is on
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v’ To do list

v’ Tag Important Items

v Insert Tables and Charts

v’ Start writing from anywhere

v’ Insert videos, audio files

v" Online sharing and comments

v’ Mail it immediately after meeting — becomes MOM
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CA Alok Jajodia

Email : akj@mondialconsultants.com
Mobile :+91 9821163916
Tel :+91 22 40250500
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