Maintenance and Preventative Measures
Backup 
Duplicate all files and data that you can’t afford to loose. 
· Ensure that the you back up to a separate physical drive

· Preferably back up to removable storage CD, DVD or Pen Drive

· Consider relocating backup disks to another site in case of fire

· [image: image1.wmf]Data to consider backing up:
· My Documents

· Contacts

· Email

· Data files from Programs such as MYOB®

Shut Down

Never turn your computer off with the power switch until Windows has shut down. 

The one exception to this rule is when your computer locks up and your hard drive is not running (hard drive light is not blinking). In this situation, you can turn the power off without harmful effects to the hard drive. As cutting the power can also result in lost data or Windows files, you should only do this when you have to.

Following this rule will prevent permanent hard drive defects caused by the hard drive heads contacting the surface of the drive disc, and it will prevent a host of Windows problems.
Whenever possible, recover from crashes by pressing the Ctrl + Alt + Delete keys at the same time. Press them again to reboot your computer.

Anti-Virus Programs
Antivirus software is designed to detect and remove viruses, as new viruses are constantly being written the Anti-Virus software needs to be regularly updated. Software can be automatically updated if you have an Internet Connection.

Popular brands include:

· Vet

· McAfee Virus Scan

· Norton Antivirus

· AVG Anti-Virus (Free) 
Firewall

A system designed to prevent unauthorized access to a computer via a Network or Internet connection. Firewalls can be made up of Software or Hardware or a combination of both, and are considered essential if using Broadband.
Mail Washer

A program designed to reduce Spam (unsolicited junk Email). MailWasher downloads just the header information of the mail in your ISP Mailbox allowing you to select individual mail to be downloaded or included in a Black-ban list, returned to sender, or deleted.
Windows Maintenance Utilities
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The following Utilities are included with Windows XP 
and can be found by selecting 
Start> All Programs> Accessories> System Tools
Scan Disk

A utility designed to scan your Hard Disk looking for errors or faults and is programmed to do any necessary repairs where possible.

This program will run automatically if your computer is shut down in correctly or after a power failure.
Disk Defragmenter

As data is continually added to and deleted from your Hard Disk the free space becomes split into non-contiguous blocks. Eventually there will be no space large enough to house a complete file forcing the computer to spread parts of the file across the disk. This degrades performance as multiple seek operations are required to access a single file.
Defragmenting consolidates each existing file and the free space into a continuous group of sectors.

Frequency of running Defrag depends on the amount of data the computer is handling usually every 6 months would be satisfactory. 
Note: Modern large disks can take hours to defrag it is recommended you start Defrag and leave it to run overnight.

Disk Cleanup (ME, 2000, XP)

Disk cleanup rids your computer of the miscellaneous detritus that accumulates temporary files of all sorts and old setup files.

Disk Cleanup opens with a list of the possible files to be deleted. Select a file type to display a description. Check the boxes for the files you want removed and click ok.
Other Tips

UPS (uninterruptible power supply) 

This will keep your computer from crashing during power outages, and will protect your computer from low and high voltage occurrences.
An UPS is far superior to a surge protector and will save your computer from almost any power type of disaster. 
Software Storage

Keep track of the software disks you receive with your computer and new peripherals. These disks contain valuable software drivers and programs for Windows and are needed when Windows must be reloaded. Keep these disks and your Windows software disks in a safe, dry, place -- you never know when you will need them.
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