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Let’s Do Some Spring Cleaning, Talk About iCloud, And Learn A Few Tricks To 
Make Your Computing Life A Little Easier. 

 

It’s that time of year.  The Jacaranda are bursting with color, the birds are building their nests 
and we’re feeling like we need to clean out our closets.  And everybody I meet with these days 
tells me they need to get rid of the junk on their computers.  That’s a daunting task and one that 
can take more time than any of us want to spend on it. 

We can buy expensive apps that will help us do the job but even those will take up time and we 
will always risk throwing out something that we find a few months down the pike we will need. 

I want instead to share a few things that will help your computer act a little more peppy and  
make you feel like you have actually accomplished something. 

Before you do any of these things make sure you have a good current back up of your computer 
and that that backup is not corrupted. 

If you haven’t set up Time Machine, go out NOW and buy a good external hard drive and set it 
up.  

It is important to test your Time Machine from time to time to make sure it is still working 
properly. 

Here is how to do it: 

In the Menu Bar click on the Time Machine icon and then in the drop down menu click on “Enter 
Time Machine”. 

 
Once in, click the back arrow to go a couple of days back in time. 

Choose a file, any file, to restore. 

Follow the directions for restoring it and then open the restored copy.  If it opens without 
problem, you know that your Time Machine is functioning properly. 
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Once you’ve tested your Time Machine and know you have a current backup you are ready to 
do some spring cleaning. 

1. Go to “About This Mac” under the Apple in your Menu Bar. 

 

 
 

2. Click Storage. 

 

 
 

3. Wait for it to finish calculating then press “Manage” 
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 This screen will give you 4 recommendations.  I want to explain each of these as each has 
important consequences. 

 

 
 

1. Store in iCloud 
a. Only use this if you are seriously cramped for space and only after you have done a 

full backup of your photo library. 
b. If this is chosen you will only have a backup of your documents and full resolution 

photos in the cloud. 

Suggestion: To expand your Hard Disk/SSD space buy a San Disk USB3.1 Flash 
Drive 

                                       

They come in storage sizes from 16gb to 256gb. 

c. Transfer your Photo Library to it. 
d. You will have to make sure it is still your System Photo Library in the Photo 

Preferences and you will also have to designate Time Machine to include that drive 
in it’s backups. 
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2. Optimize Storage 
a. Use this with caution.  The good thing is if you eliminate something you can always 

download it again.  I will show you a safer way to handle this in a little bit. 
3. Empty Trash Automatically 

a. This one you can click as it only deletes files that have been in the Trash for 30 days.  
Long enough hopefully for you to have a chance to change your mind. 

4. Reduce Clutter 
a. This is a good place to start some serious house cleaning. 
b. You can choose to review “Large files”, “Downloads” and “File Browser” 
c. File Browser is where I’d start because it shows you how big each of your primary 

folders is. 
d. Then I would click on Downloads and organize by “Kind” and get rid of all the .dmgs 
e. Last chose “Large Files” and see there what you feel is safe to throw away. But 

before you spend too much time on this, I suggest going down the list on the left. 

 

Digging Deeper using the left sidebar 

Applications: 

Organize by “Last Accessed” and it will quickly tell you apps you haven’t used in a while. 

Any app whose icon looks like this can be tossed.       

One word of caution, I find “Undo” ( Command + Z) doesn’t work so if 
you make a mistake you need to go to trash and manually pull your 
deleted file out. 

Documents 

I like this because you can see the size of every top level folder on your computer.  And 
then you can burrow down in each one to determine what you want to keep and what 
you want to toss. 

Looking at my Pictures folders shows I’ve got 109gb but only a 74gb Photos Library.  By 
opening this I see where all the other photos are.  

iOS Files 

Also a good one to look at. This contains old iPad backups I no longer need and a few 
iOS installers.  These I definitely will toss. 

iTunes 

This give you a list of just movies, TV shows and podcasts.  A very good place to find 
what don’t need anymore. 
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Music Creation 

Here’s an easy one to toss if you don’t use Garage Band and it will save you almost 7gb 
of space! 

Photos 

Be careful here! If you choose to Optimize your Photo Library the only place you will 
have your full resolution photos is in the cloud. 

As I mentioned before my suggestion is to get a flash drive and put your photo library on 
it. 

System Junk 

If you have installed CleanMyMac you will get this option.  This is a good place to clear 
out old system files that your computer no longer uses. 

 

Two other suggestions: 

1. Run Disk Utility once a month  
2. Check to see what apps open at start up. 

 

And finally, if you really need to dig down and clean duplicate files and photos, find a good 
duplicate finder app in the Mac App Store. 

Some suggestions: 
Duplicate Annihilator 
Duplicate Detective 
Duplicate Photos Fixer 
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A few suggestions to make your computing life a little easier 
On your Mac 

Throw a file in the Trash without having to drag it 
Highlight it by clicking on it once. 
Click Command + Delete (⌘	+⌫) 

Eject an attached external device 
Highlight it by clicking on it once. 
Click Command + E (⌘	+E) 

Add an emoji in Mac Mail 

 
Searching for a word?  Use the dictionary! 
Go from one open app to another. 

Command + Tab (⌘+tab)	
Go from one open page of an app to another. 

Command + Tilda (⌘+～) 
Open anything without having to dig for it by using Spotlight 

 
 
On your iPad/iPhone 

Air Drop Photos to your friends nearby  
Insert a photo or attachment in an email in iOS Mail 
Insert an emoji in Mail in iOS 

 
On Mac, iPad, iPhone 
Create recurring events in Calendar 
Quickly add an email address to your Contacts 
Have different keyboards 
Use dictation instead of typing. 
 


