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PC Maintenance Checklist 

 
 Back up any data BEFORE you perform any PC maintenance 

 
 Check Hard Drive for free space (for comparison after clean up) 

 
 Perform Disk Clean-up (use default settings) 

 
 Delete Temporary Internet Files 

 
 Delete old personal files that are no longer necessary (Many of your files 

will be in the My Documents folder ï Donôt forget old photos, music etc.) 
 

 Uninstall old programs you no longer use 
 

 If you use Outlook, Outlook Express or any other computer based email 
program, clean out or empty the Sent Mail and Trash folders. 

 
 Empty the Recycle Bin 

 
 Delete browser history 

 
 Delete cookies 

 
 Check your system for spyware/adware scan once a week 

 
 Run Antivirus scan once a week 

 
 Be sure Windows update is on and running Automatic Updates 

 
 Be sure Antivirus is updating subscription automatically 

 
 Run Defrag Utility 

 
 Reboot the system (especially if the system is left on all the time.  The 

reboot will force a memory reset) 
 

 Using canned air clean the keyboard, floppy drive, CD/DVD drives 
 

 If a roller mouse is used, clean the mouse roller (use alcohol and cue tip) 
 

 Clean the dust out of your computer (But be careful and donôt bump into 
anything with the vacuum. 



}Be sure to back up any data BEFORE you 
perform any PC maintenance
ƁBack up documents

ƁBack up financial files

ƁBack up pictures

ƁBack up, back up, back up



}Burn a CD with all files

}Save all files to a Flash Drive

}Schedule a system back up with Windows 
Vista or Windows 7

http://windows.microsoft.com/en-us/windows-vista/Set-your-mind-at-ease-Back-up-your-files-now
http://windows.microsoft.com/en-us/windows-vista/Set-your-mind-at-ease-Back-up-your-files-now
http://windows.microsoft.com/en-us/windows7/Back-up-your-files


}Look at your Hard 
Drive properties

}Click on My 
Computer Icon

}Right click on 
Local Disk (C: 
drive) 

}Click on 
Properties

}Free space







} Perform a Disk Clean Up
} What does it do?
ƁDeletes unnecessary files
¶Removes temporary 

Internet files. 
¶Removes any downloaded 

program files (ActiveX 
controls and Java applets 
downloaded from the 
Internet). 

¶Empties the Recycle Bin. 
¶Removes Windows 

temporary files. 
¶Removes Windows 

components that you are 
not using. 

¶Removes installed 
programs that you no 
longer use. 







}Delete the 
temporary files 
(cache) the 
browser stores

}Delete Cookies

}Delete browsing 
history

} If you want you 
can Delete ALL!



Firefox

IE 8



}You may have installed games or utilities that 
you forgot about or no longer use. Uninstall 
anything you no longer use. You may even find 
a toolbar or other item you were unaware was 
there! 

ƁAdd/Remove Programs in Windows XP

ƁPrograms and Features in Vista 







}Do you use é

ƁOutlook

ƁOutlook Express

ƁAOL

ƁAny other PC based email program?

}Then the contents of your Sent Mail and Trash 
folders are taking up space!

ƁDelete messages you do not need







}Install and use a ògoodó spyware program.
ƁAdAware

ƁMalware Bytes

ƁSpybot Search and Destroy

ƁSpy Sweeper

ƁWindows Defender

}Update automatically

}Scan weekly 

}Re- scan when necessary

http://www.lavasoft.com/single/trialpay.php
http://www.malwarebytes.com/
http://www.safer-networking.org/en/spybotsd/index.html
http://www.safer-networking.org/en/spybotsd/index.html
http://www.safer-networking.org/en/spybotsd/index.html
http://www.webroot.com/consumer/products/spysweeper/index.html
http://www.microsoft.com/downloads/details.aspx?FamilyId=435BFCE7-DA2B-4A6A-AFA4-F7F14E605A0D&displaylang=en


}Install and use a ògoodó antivirus program. 

ƁAVG Internet Security 

ƁMacAfee Internet Security 2009

ƁSymantec (Norton) Internet Security 2010

ƁAvast

}Be sure subscription is up to date

}Scan weekly 

}Re- scan when necessary

http://www.grisoft.com/
http://us.mcafee.com/root/landingpages/affLandPage.asp?affid=101&lpname=linkshare_mis
http://www.symantec.com/home_homeoffice/products/overview.jsp?pcid=is&pvid=nis2007
http://www.avast.com/


}Be sure to download Windows Updates
ƁSchedule downloads and installations

ƁCheck to see if your machine has all 
current critical updates

http://update.microsoft.com/




}When saving files to your hard drive, Windows 
usually places bits and pieces of each file in 
the next available space on your hard drive

}Windows knows how to reassemble them 
fragments, but this slows the performance of 
your PC down

}The Defrag Utility puts all those fragmented 
files back together



}Click on My 
Computer

}Right - click on 
Local Disk C:

}Click on 
Properties

}Click on 
Defragment Now

}Click on Analyze
}Click on 

Defragment 



} Open Disk Defragmenter 
by clicking the Start 
button , clicking All 
Programs, clicking 
Accessories, clicking 
System Tools, and then 
clicking Disk 
Defragmenter. 

} Click Defragment Now.
} Disk Defragmenter might 

take from several minutes 
to a few hours to finish, 
depending on the size and 
degree of fragmentation 
of your hard disk . 


