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Aim
This exercise links best practices with regard to the organisation and naming of files to the day-to-day practice of the participants in the training course. The question "How do we do that ourselves: organise, describe and find files?" plays a key role in preparing to advise researchers.
Preparation
· The participants in the training course take a screen shot of the folder containing their most important work files, and e-mail the screen shot to the trainer.
· The trainer puts the screen shots into a PowerPoint presentation and prints them (once or twice, depending on the group size during the training session and the number of screen shots received) 
Tip: printing the PowerPoint presentation is less work than printing all the screen shots individually.
Execution
· During the training session, participants are divided into pairs. Each pair receives two screen shots from other participants. The participants have 5 to 10 minutes to examine these screen shots and discuss their observations, what appeals to them, what they would do differently, etc.
· Each screen shot is briefly discussed in plenary according to the PowerPoint presentation with screen shots: the pair that examined the screen shot explains their observations, and the maker of the screen shot is given the opportunity to explain his or her approach.
If the exercise is conducted after the discussion of best practices for organisation and naming of files, the screen shots can also be assessed on the basis of these best practices. If the exercise forms an introduction to best practices, the trainer can refer to the screen shots from the exercise in the presentation of the best practices.
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