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Before we get into better ways to 
manage your files…

…let me suggest things you shouldn’t do.

We’ll call them the 5 Don'ts.
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• Don’t move files using Microsoft Explorer

• Don’t rename files using Microsoft Explorer

• Don’t use revision control in the file name

• Don’t use “block” for every file name

• Don’t work on files from a network drive
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Don’t move files using Microsoft Explorer

“…I moved that file like you told me to?!?”

1



Don’t rename files using Microsoft Explorer

“…why is it looking for ‘that’ file?”

2



Don’t use revision control in the file name

“…I thought the file was at rev 46?”

3



Don’t use “block” for every file name

“…sure…block is creative!”

4



Don’t work on files from a network drive

“I.T. said they moved the directory”

5



Let me show you a few tools and tips and a 
better approach to move, rename, etc.
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SolidWorks Explorer



File/Find References in the SW menu bar



You copied a model and drawing using 
Microsoft Explorer.

The new copy of the drawing is still 
reference the old part…here is how to 

fix that.
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Drawing References



One of my more favorable ways to manage files 
with revision control…

…is to create projects by folder name
revision…not file name revision.
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Notice the separate Hardware Folder

Edson Gebo
Digital Detail & Design

Southbridge, MA 01550
774-230-4182

Executive Officer of ConnSWUG
edgebo@connswug.com

http://webpages.charter.net/dddesign/welcome.html
http://www.connswug.com/
mailto:edgebo@connswug.com


Hopefully these tips helped.  Your design 
department will surely go from this…
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…to this!
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So what are some 
ways you use file 

management?
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