Start wrth a clear:«
file name

Use somethylng mean'ngfur |
Say-Eth’CS_Wdocx

Save itina dedtcated
\ cloudifolder

Save versmns regularly

Each t|me you return to your draft after maJor
edlts or every 2 hours - save a new version:
| Essay Eth/cs v2.docx, V3. docx etc

This shows your progress and
protects your work

OneDrive (FREE for UniSQ
students) tracks changes,
~ restores versions, and -

supports autosave make
: sure |ts enabled
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Organise your files

Organise your files so they're easy to find, back
up, and restore. A tidy folder structure helps
you stay focused and work responsibly.

Keys to success

Use a tiered folder structure:

 Level 1: Subject folders (e.g. FTR1000)

* Level 2: Module folders (e.g. Assignment 1)
 Level 3: Resources

 Level 4: Incremental saves

Save to a specific cloud location - not your
Desktop or Downloads folder.



https://www.unisq.edu.au/current-students/your-study/academic-integrity
https://www.freepik.com/

