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PC Maintenance Checklist
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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 folderi Donét f orget ol d

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 comput
anything with the vacuum.



Back Up Datal

} Be sure to back up any data BEFORE you
perform any PC maintenance
BBack up documents
BBack up financial files
BBack up pictures
BBack up, back up, back up

—



How do | back up?

» Burn a CD with all files
v Save all files to a Flash Drive

} Schedule a system back up with ~ Windows

Vista or Windows 7
>
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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

How much hard drive

space do you have?

} Look at your Hard
Drive properties

1 Click on My
Computer Icon

1 Right click on
Local Disk (C:
drive)

1+ Click on
Properties

1 Free space

—

Type: Local Dizk,

File gpztern, MTFS

B Uszedspace:
B Free space:

Capacity:

21,960,916,992 butes
A7¥,938,800,512 bytes

73,943,717 504 bytes

Dirive

C

204 GE
F4.0GE

4.4 GR

Digk Cleanup




Vista Hard Drive Space

Drive C:

& Local Disk (C:) Properties ﬂ
| Security I Previous Versions I Guota
General | Tools Hardware I Sharing

& |
Type: Local Digk
File system:  NTFS
. lUsed space: 267.154.215,008 bytes 248 GB
. Free space: 1.013.113.032. 704 bytes 543 GB

Capacity: 1.280,.267,251,712 bytes 116 TE

[] Compress this drive to save disk space
Index this drive for faster searching

| oKk || Cancel

Apply




Windows 7 Hard Drive Space

_ Local Disk (C) Propertie

Security ] Previous Versions
General | Tools I Hardware

& DEFAULT

Type: Local Disk
File system:  NTFS

[l Used space: 32,840,835,072 bytes
. Free space: 31,157,548 416 bytes

Capacity: 63,998,783.488 bytes

[] Compress this drive to save disk space

[7] Allow files on this drive to have contents indexed in addition to
file properties

L QK J l Cancel




Disk Clean Up

}  Perform a Disk Clean Up
1 What does it do?
B Deletes unnecessary files

1
l
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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.

e

Disk. Cleanup | kare Options

You can uze Dizk Cleanup to free up to 2,735,700 KB aof disk

‘“;q-ﬁ zpace on [C:].

Files to delete:

F Downloaded Program Files DKB

& Temporamy Internet Filez E KB

F E_’. (ffice Setup Files 220144 K

2l Recycle Bin 132 KB

Temparany files DKE o
Total amount of disk space vou gain; 3.015.506

Diezcription

Daownloaded Program Files are Activex controls and Java applets
downloaded automatically from the Intermet when pou view certain
pages. They are temporarily stored in the Downloaded Program
Files folder on wour hard disk.

[ Ok, ] [ Cancel




Vista Disk Clean-up

=

Disk Cleanup

= Disk Cleanup for (C:)

L

-, You can use Disk Cleanup to free up to 529 MB of disk
space on (C:).

Files to delete:

-
% Temporary Intemet Files 891KB | _
[l ["_;"] Hibemation File Cleaner 501 MB |~
7] & Recycle Bin 250KB
[ @ Setup Log Files 180KB -
Total amount of disk space you gain: 487 MB

Description

Downloaded Program Files are ActiveX controls and Java applets
downloaded automatically from the Intemet when you view certain
pages. They are temporarily stored in the Downloaded Program
Files folder on your hard disk.

How does Disk Cleanup work?

[ ok || cancel |

Programs
I ™% Disk Cleanup I

Documents
Pictures

Music

Games
Computer
Network
Connect To
Control Panel
Default Programs

Help and Support
»~/ Search Everywhere

)~ Search the Internet

- FfrOEDE

Disk Cleanup Options @

= Choose which files to clean up

2 My files only

@ Files from all users on this computer I

Cancel




Windows 7 Disk Cleanup

1. System Tools
- 4% Character Map
Disk Cleanup 18 Computer User-Name
E Control Panel

-, You can use Disk Cleanup to free up to 21.2 MB of disk =, Disk Cleanup| [ Games

% Disk Defragmenter
ace on -
S (C ) e Internet Explorer (No Add-ons) Favorites

@ Resource Monitor
Files to delete: B ystem Information Computer

7 N f ’ System Restore
Downloaded Program Files 0 bytes B3 © Task Schecluler Control Panel

=) Temporary Intemet Files 434 bytes | S Windows Easy Transfer Reports |
[T & Offline Webpages 112KB |E & Windows Easy Transfer

[£] @ Recycle Bin 1.16KB
= || Temporary files Obytes Seegeagzan 7 ; —

—

Help and Support

Total amount of disk space you gain: 434 bytes
Description

Mdgml More Options I

Programs and Features

Downloaded Program Files are ActiveX controls and Java applets
downloaded automatically from the Intemet when you view certain o et i sy moompogam i
pages. They are temporarily stored in the Downloaded Program S youdonatuse.

Files folder on your hard disk. rramm

System Restore and Shadow Copies

= You can free more disk space by removing al bt the
3 most recent restore point

In some editions of Windows Vista, the disk might include
file shadow copies and older Windows Complete PC

ckup images as part of restore points. This information
will also be deleted.




Delete Browser Files in IE 7

1 Delete the S
temporary fIIeS Zempurfarvhlnternﬁt Files I [ — ]
(cache) the

are saved For Faster viewing.

Cookies

browser stores I )
- History
} Delete Cookies U o]
Form data

} D e I ete b rOWS i n g ?;r\;fsl:! information that vou have byped into [ Delete forms. ., ]
h I Sto ry E:;sf:;?;sd:hat are aukomatically filed in when [ Delete passwards., .. ]

wou log on to a website yvou've previously
visited,

} If yOU Want you About deleting browsing bistory | Deleteall.. || close |
can Delete ALL!




Delete Browser Files in IE 8
or Firefox

[]Preserve Favorites website data

Keep cookies and temparary Internet files that enable your Favarite
websites ta retain preferences and display Faster,

Firefox

Temporary Internet files
Copies of webpages, images, and media that are saved for Faster
viewing,

Cookies

Files stared on waour computer by websites to save preferences
such as lngin infarmation.

Clear the Following items now:

[+]: Browsing History

History Saved Form and Search History
List of websites you have wvisited. Cache
[] cookies
Form data i ]
Saved information that vou have byped inko Forms, [ offline ebsite Data
Passwords Authenticated Sessions
Saved passwords that are automatically Filled in when wou signin
ko a website you've previously visited. Clear Privake Data Mow l [ Cancel

InPrivate Filtering data

Saved data used by InPrivate Filtering to detect where websites may
be automatically sharing details abouk wour wisit,

Abouk deleting browsing history Delete ] ’ Cancel l

IE 8



Uninstall Old Programs

} '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!

BAdd/Remove Programs in Windows XP
BPrograms and Features in Vista

=1

iZhange or
Femove

I Programs



Windows 7 - Uninstall or Change a
Program

=N EC >
——
@Uv| €« Programs » Programs and Features - | +y | | Search Programs and Features o |
Ceontrel Panel Home .
Uninstall or change a program
View installed updates To uninstall 2 program, select it from the list and then click Uninstall,
B Turn Windows features on or Change, or Repair.
off
Install 2 pregram from the Organize - = -+ @
network -
Mame Publizher Installed Cn
B ~dobe Flash Player 10 ActiveX Adcohbe Systems Incorporated  12/27/2009
ELL ATI - Software Uninstall Utility 12/29/2009
(85 ATI Display Driver 12/29/2009
B CDisplay 1.8 chrdn 12/27/2009
@ PuTTY versicn 0.60 Simeon Tatham 12/27,/2009
@' RealPopup Matro 1272772009
B Realtek AC'97 Audio 12/26/2009
[ SecondLife (remuove only) 12/29/2009
¢ Total Uninstall 5.4.2 Gavrila Martau 12/27,/2009
m=1vim 7.2.320 12/30/2009
R WPKG.ORG 12/27/2009
4| 1 [ 3
‘-——f’| Currently installed programs Total size: 2.78 MB
‘ [' [ 5 1 <
h Il 11 programs installed




Clean up your old files, folders ——

and libraries <>

S Documents
= |acal Disk [C:) [« ][]l

Ele Edt Wew Favortes Took Help

@B‘E“ = u " /'-_\fSaan:h {{~ Folders -

Agdress S Oy e v
System Tasks ;__.J ___J |_..-J '_..-J _.-J ..-J I..-J I..-J ..-J I..---r
. ) HalBeeZl3bal 10 Secretsfor  (B92610ata 94242b%e9...  AnnaMalick ancther Folder  casey DELL Doouments  DRIVERS
it :?Il‘c!thc contents of this AdelZatdld. Success an.., and Settings '
L) Add ar remave progras { < - < 4 r
&) saarchfor files or foldars -—J -J I-—-J '-—J -—-j -J I-—-J '-—J -:—J
axced Trainind  Gas ity Horlzon?3 1388 Irkermediate Eeyla Lirin Park Lo Loney Michele MSCCache
“Word Teaini, .. Boys
File and Folder Tasks i i )
J Makie 3 nes Foldar :-J -—J I-J --] -—J -J I-J I--J -—-‘] I-J
my document My WebEx  Program Filks  Seaff Office Thee Killers Trainer Wendor WINDCWS  ibo Library
(% ] :.lllcb::sh this Folder to the Dromerin -l
8 & & % 9 O0W o8 @ E
Other Places — . )
209142060.... cc_2005101,.. cc_2005100... Defragmenti... DELL.SDR  DisableCert... emotonsfor  Ffuffy.pg  DNFCACHE.L  TNSTALLLOG
! My Computar webbased ..,
L) My Documerks o —II E | Y — " _,
=P = = H 2 = 2 5 =2 =
10.5%5 ME005.5Y5  Mewlogod  pldmprtzp PowerPoink  sqmdatad0.., sgmdatall... sgndatalZ... sgmdatal?... sgmdatadd,..
SMALL §... 2003 mar...
) N = N = [ I I = = = }
somdatals... sqmdatade... somdatal?... sgndatald... sgmdata0®.. sqmdatalQ... somdatall.. somdatall... sqmdstals... samdatald... j
=] =] =] =] =] =] =] =] =] =]
sgmdatalS... sqmdatalé... sgmdatal?... sgenooptO... sgmnooptl.. sqmpocptO... somnooptO... sgunooptd... sqmooopbD... sqmnooptD... ’

sgrnoaptl... sqmnnnpl:D L sgENooptl...  sgmnooptl... ﬂqmm:pl:l sgmnoapkl...

-ﬂ""*nlmr"" 0*

. sqmracptl...



Clean out old email

}y Do you use e
BOutlook
BOutlook Express
BAOL
BAny other PC based email program?
1 Then the contents of your Sent Malil and Trash
folders are taking up space!
BDelete messages you do not need

—



Empty the Recycle Bin

2] Recycle Bin
File Edit VWiew Favorites Tools  Help #’

O Back O l@ /O Search [E Folders v

Address

v|G0

2 Recycls Bin

Recycle Bin Tasks

2 Emply the Recycle Bin
w Restare all items

Click Here to Empty

Other Places

@ Deskkop

[B My Docurnents
a My Computer
g Iy Metwork Places

Details




Recycle Bin

<
n
~
Q)
=
=
Q.
O
=
v
~N
A
(D
@
~<
)
(D
E
-

Original Location Date Deleted Size Type
— - = . ’
Documents ?f"‘:?y Comrade ‘w H:EIQI?I Imaging Monitor

1,96 KB

Pictures 1,86 KB

Browser Shortcut

Shortcut 257 KB

Music gy Launch Internet Explorer @ u‘,“_ Microsoft Office Word 2007
% Recently Changed ' o=

Searches
Public New Folder ) Norton Internet Security

File Folder

Tl_o_tq:rac.j i profile
snhorncut 1

e LC VE .Cl rFL der
165KB )

File Folder

profile profile__

File Folder

' Vista & XP Virtual Desktops
???ftlerf:!'tﬁ % Shortcut

File Folder

| Window Switcher Windows Photo Gallery
m § Shortcut l. Shortcut
& B 240 bytes 190 KB

' C:\ProgramData\Microsoft\Windows\Start Menu\Programs\Norton Internet Security

Folders -~

File Folder
Date modified: 20/04/2008 02:24 p.m.



How to Deal with Spyware

1 nst al l and

BAdAware
BMalware Bytes

BSpybot Search and Destroy
BSpy Sweeper
BWindows Defender

1 Update automatically
1 Scan weekly
} Re- scan when necessary

—

us

e


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

Run Antivirus Scan

Y V4

rlnstall and use a o0goodb?od
BAVG Internet Security
BMacAfee Internet Security 2009
BSymantec (Norton) Internet Security 2010
BAvast

} Be sure subscription Is up to date
1 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/

Update Windows

} Be sure to download Windows Updates

BSchedule downloads and installations

BCheck to see if your machine has all
current critical updates

—


http://update.microsoft.com/

Local Disk (C:) Properties

General | Toals | Hardware || CluickFinder || Security || IIJuu:uta|

Errar-checking

7

Defragmentation

Thiz option will check the volume for
EIrors,

Check Maw...

1% Thiz option will defragment filez on the volume.

Defragment Maw...

Backup

@ Thiz aption will back up files on the valume.

Backup Mow._.

[ 0k ] [ Cancel Apply

sk Defragmenter
File Action Wiew Help
- = £
Wolume Session Status File System Capacity Fres Space % Free Space
=) NTFS 74.46 GE 55.67 GB 74 %
Estimated disk usage before defragmentation:
Estimated disk usage after defragmentation:
[ Analyze ] [ Defragment ] Pause Stop Wigws Report
M Fragmented Fles Ml Contiguous files [ Unmovable fles [ Free spaca




What does Defrag do?

1 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

1 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




The Defrag Utility

} Click on My LocalDisc(Co Propertis. (7]

CO m p ute r M Toalz | Hardware | QuickFinder | Security | Quota

} ng ht - CI'Ck on %éhe:ripnm will check the volume for
Local Disk C: |

} C | | C k @) n Defragment.ation. | .
F) ro p e rtl es ﬁt Thiz option will defragment files on the volume.,

} CI |Ck on Defragment Naw:..

Backup

D efrag m e nt N OW A This option will back up files on the volume.
} Click on Analyze

1+ Click on
Defragment




Vista Defrag Utility

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

1 Click Defragment Now.

1 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
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