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The Finder



• Drive Storage

• Finder Menu - The Mac Filing Cabinet

• Organizing your Files and Folders on your Mac

• Tags

• Stacks
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Video in Slide 11 - Essential Folder Structure

Video in Slide 36 - Tips for Using Desktop Stacks on Your Mac



Is This 
Your Desktop?? 

Of Course Not!
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Is This

Your 

Desktop??


Of Course it is!
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Making a new folder on your Mac

Go to Finder > File > New Folder

Keyboard Shortcut:  
Shift-Command-N

It will say Untitled  
Just Rename it
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Likely most documents are in your Documents folder 

• Local Desktop  
• iCloud Documents

Things just need to be sorted and, deleted, reorganized and labeled. 
This is true whether it is your walk-in closet or your computer.  
You could organize seasonal clothes in a container. You probably 
should organize your documents too.  

Use folders and nested subfolders  to get on the right track. 
Use categories that are helpful for you.  
You can also use Tags to organize. We show that later. 
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Income Tax 
Docs

2019

Nested Folders

W2

Dividends and 
Interest 

2020

Consider changing views to see the hierarchy: 
Icon  List  Column  Gallery

Try to be consistent where you store your files 
and how you name them. 
Come up with a consistent naming scheme.



Catalina

the smiling face 

the home base for your Mac. 

You use it to organize and access almost anything 

To open a Finder window, click the Finder icon in the Dock

Or click on Finder in the menu bar

Finder Menu Bar

Big Sur
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Finder Menu BarFinder Menu Bar
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Finder Side Bar
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Essential Folder Structure

When opening a Finder Window

In View you show as icons- 


Command -1 as Icons

Command -2 as List 

Command -3 as Column

Command -4 as Gallery


A Window with a View



MacOS Big Sur Essential Training-  Folder Structure- Home Folder 

https://www.linkedin.com/learning/macos-big-sur-essential-training-2/understand-essential-folder-structure-including-the-home-folder?u=99534018
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4:53

Nick  
Brazzi



Manage Your Storage 

#1 #2

Other: Contains files that don’t fall into the categories. 
This includes files and data used by the system, such 
as log files, caches, and other runtime system 
resources. Included are temporary files, fonts, app 
support files, and plug-ins. You can't manage the 
contents of this category. The contents are managed 
by macOS, and the category size varies depending on 
the current state of your Mac.
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Manage Drive Storage
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Delete Large Files

A good example  
of showing Finder path
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Leave these  
3 alone
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Finder Path View 

Option-Command-P



Finder > Preferences
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Customizing the Finder Sidebar 

4 Tabs

Top Level Menu
Contextual Menu 
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3
4

1

Finder Preferences Tabs

2
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1 General

Pop-up Menu
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2 TagsTags provide quick access 
to all the items using a 
particular tag. Click a tag 
to see files using that tag. 
At any time, you can 
customize the Finder 
sidebar. In the Finder, 
choose Finder > 
Preferences, then click 
Sidebar or Tags.

Use tags to organize files on Mac

http://Use%20tags%20to%20organize%20files%20on%20Mac
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3 Sidebar
Favorites

iCloud

Locations

Tags
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4 Advanced

Pop-Up Menu



Add a Tag… 
Right Click 
or 
Option Click

24

More on Tags…



Assign & Rename  
your Tag
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Assigned a Tag



By default, the sidebar is divided into four sections.


Finder Sidebar 

Favorites  

iCloud 

Locations 

Tags
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You can add other folders by dragging them  
into the Favorites section.
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Favorites
AirDrop 

Recents 

Applicatons 

Documents  

Desktop 

Downloads

Finder Sidebar 



iCloud 
Includes items automatically stored in iCloud Drive 
and, when you turn on iCloud Desktop and 
Documents, the Desktop and Documents folders      
in iCloud.
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Finder Sidebar 



Displays your computer’s internal drive

any external drives

Time Machine and Time Capsule

DVD  Superdrive/ Optical Drive

shared computers and servers on your local network

Locations
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Finder Sidebar 



Tags can be customized by name 

Colors are set 

Tags
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Finder Sidebar 
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Menu Bar Menus

The menu bar at the top of 
the screen provides a home 
for the top-level menu in 
your app.

Identifying 
Stacks by: 

Contextual Menus or shortcut menu, 
gives people access to frequently 
used commands related to the 
current context.



Organize files in Stacks on Mac

macOS User GuideSource:

You can use stacks on the desktop to keep files neatly 
organized in groups. Whenever you save a file to the 
desktop, it’s automatically added to the appropriate stack, 
helping to keep your desktop clean. 
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https://support.apple.com/guide/mac-help/organize-your-desktop-with-stacks-mh35846/mac
https://support.apple.com/guide/mac-help/organize-your-desktop-with-stacks-mh35846/mac


Use Stacks to keep your desktop organized.

Whenever you save a file to the desktop, it is 
automatically added to the appropriate stack, 
helping to keep your desktop clean. 


Stacks have been around since Mojave 10.14
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Source: https://support.apple.com/guide/mac-help/organize-files-in-stacks-mh35846/10.15/mac/10.15

Kind

Finder > View > Use Stacks

https://support.apple.com/guide/mac-help/organize-files-in-stacks-mh35846/10.15/mac/10.15
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•Documents

•Images

•Presentations

•PDFs

•Spreadsheets  

Stacks can be grouped by-

 Kind, Date Opened, Modified, Created, or by Tags



Tips for Using Desktop Stacks on Your Mac

2:47

https://www.youtube.com/watch?v=-g7upOnQFtU
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https://www.youtube.com/watch?v=-g7upOnQFtU


• Storage space on your Mac

• Finder Menu - The Mac Filing Cabinet

• Organizing your Files and Folders on your Mac

• Tags

• Stacks
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Today we covered….
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 Tips For Getting The Most Out Of the Finder Sidebar 

Reference Info:MacMost Bonus

https://macmost.com/tips-for-getting-the-most-out-of-the-finder-sidebar.html

10:07
To play click the link….

https://macmost.com/tips-for-getting-the-most-out-of-the-finder-sidebar.html
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Questions ? ? ?

Learn,Share,Teach


