Gold Country Computer Learning Center The 3 C’'s Seminar

The 3 C's seminar
(or Cleaning your Computer of Crud)

Why should you clean your system?

Do you remember how fast your computer was when you first got it? This is because you
hadn't yet installed all those programs and utilities that you no longer use. Most of these
programs leave behind temporary files and registry entries, even when uninstalled! Just like
your car, your computer needs regular maintenance.

Plus your operating system records every visit to every website; every time you open a
document, and a lot more. Do you want people to be able to find out this information?

Even if you don't mind other people knowing what websites you visit, your internet browser
can save personal information about you, such as your name, address, date of birth,
passwords and credit cards numbers.

In today's seminar, we will cover the basic techniques that will clean out the unnecessary files
that accumulate in a Windows-based computer. Not only will your computer disk recover
valuable space, but its speed and performance will be improved.

Those items that have an asterisk (%) by their side are items that are recommended to be
performed at least monthly, or weekly if you are an intensive user of your computer. The
other items need only be performed every three to six months.

They are in the order in which | will go through them. The following pages contain more
detailed instructions on how to perform each of these items to help complete these tasks on
your own computer when you get home. | recommend that you follow these notes as |
demonstrate each point.

Create a Restore point.

Remove Unused/Un-needed programs

Perform a Disk Check (Windows utility)

Remove temporary files using Disk Cleanup (Windows ultility)

Cleaning cookies

Remove temporary files, cookies and MRU’s using CCleaner (freeware)
Clean registry using CCleaner

Check for Spyware using Ad-Aware and SpyBot (freeware)

»*
© © N o g bk wDdE

Remove unneeded Autostart programs
10.Defragment hard drives
* 11.Backup your Data Files using SyncBack (freeware)

Step 1 is just a precaution before performing the other steps. | guarantee that if you perform
steps 2-10, your computer will run significantly faster.
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1. Create a Restore Point

The 3 C's Seminar

1. Access the System Restore Wizard through System Tools. (To access the System
Restore Wizard, click Start, and then click All Programs, then Accessories,
System Tools & System Restore.)

2. Click System Restore

& Internet Explorer
Microsoft Office O
A Bitstrean Font Na

I@l MNero StartSmart

B Irfanview 3.85

& Matepad

@ Microsoft Office War
@‘ Microsoft Works Dat.
[ Adobe Acrobat 6,05
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Digital Camera
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ﬁﬁ Scheduled Tasks
-;' Syskern Information

Note: We will use
this same folder
(System Tools) to
access the Disk
Cleanup & disk
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3. Click Create a restore point, and then click Next.

4. In the Restore point description box, type a name to identify this restore point. System
Restore automatically adds to this name the date and time that this Restore Point is
created.

a. To finish creating this restore point, click Create.

b. To cancel restore point creation and return to the Welcome to System Restore
screen, click Back.

c. To cancel restore point creation and exit the System Restore Wizard, click
Cancel.
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2. Remove Unused and Un-needed programs.
Clear Out Forgotten Programs

The 3 C's Seminar

The first step in tuning up your computer's performance is to remove any unnecessary
programs. | install new programs all the time. Sometimes I'm thrilled with the new program

and | continue to use it. Other times, it doesn't do what | hoped, and the program sits on my
computer consuming resources.

Follow these steps to remove unneeded programs:

1.

Click Start, and then click
Control Panel

Click Add or Remove
Programs

Scroll through the list and
examine each program.
Windows XP lists how often
you use a program and what
day you last used it. As shown
in Figure, Atomic Mail Sender
is a good candidate for
removal from my computer.
You shouldn't remove
anything labeled as an

¥ Add or Remove Programs

lo@ﬁ Currently installed pragrams:
Change or

— AIDASE w375

Remove ﬁl v
Programs ﬁl ATI Display Driver

"!- Atomic Mail Sender 2.61

&

Add New
Programs

.:Ii-u
@l & v mail 2
e ﬁ! Belarc Advisor 6,1

Sindows

Sl a CCleaner (remove only)

@ eiti’ Citi Wirtual Account Numbers
ﬁ ColorPlus

Set Program

ot remoe it From your compuker,

[ show updates Sort by | Mame

Size

Size

Size

Size

Size

Update or Hotfix, however, because they improve the security of your computer

= @
Change/Remaove
|

1.57MB

1.96MB

1.24MB

0.35MB

3.45MB

Click each program you no longer need, click the Remove button, and then follow the

prompts to uninstall it

You may have to restart your computer after removing a program. After your computer
restarts, repeat the steps above to remove more programs.

3. Perform a Disk Error Check

You can use the Error-checking tool to check for file system errors and bad sectors on your
hard disk.

1.

Open My Computer, and then select the local disk you want to check.

On the Tools tab, under Error-checking, click Check Now.

2. On the File menu, click Properties.
3.
4

Under Check disk options, select the Scan for and attempt recovery of bad
sectors and Automatically fix ...errors check boxes.

To open My Computer, click Start, and then click My Computer.

All files & programs must be closed for this process to run. If the disk is currently in use, a
message box will appear prompting you to indicate whether or not you want to reschedule the
disk checking for the next time you restart your system. Then, the next time you restart your
system, disk checking will run. Your disk will not be available to perform other tasks while this
process is running.
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Repeat for other hard disks drives — if your computer has them.

Note: Disk checking can take up to an hour — so make sure you don'’t need to use the
computer when you run this check!

4. Remove Temporary Files Using Disk Clean Up Utility

Many applications use temporary files when working to save information. These are normally
deleted upon exit, but occasionally they can be left behind. Sometimes Windows uses files
for a specific purpose and then retains them in a folder designated for temporary files. These
files are located in a specific folder, and can safely be removed.

Temporary Internet files are mainly web pages and pictures saved from the sites you're
visiting to your hard disk. These can build up over time to consume a large amount of disk
space and may potentially contain personal information.

Use the Windows Disk Cleanup Wizard (note, that if you want to use CCleaner, a freeware
program described in Step 6, you can skip this step) to perform all of the following tasks to
safely delete temporary files and create space on your hard disk:

e Remove temporary Internet files.

¢ Remove any downloaded program files (ActiveX controls and Java applets
downloaded from the Internet).
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e Empty the Recycle Bin.
e Remove Windows temporary files.
Using Disk Cleanup 3 2]
a

Disk Cleanup helps free up space on your hard | "Dk G | More Dptions
drive Disk Cleanup searches your drive, and

then shows you temporary files, Internet cache S roucen uee Disk Cleanup o fee upto HZEAKB ol sk |
files, and unnecessary program files that you

. . Files to delete:
can safely delete. You can direct Disk Cleanup ";EE — —

. v| [&] Downloaded Program Files -~
to delete some or all of those files. ) Temporary Inernet Fies 17.532KE
To open Disk Cleanup, click Start, point to All E @ Offine Web Pages _ 13k

. . . @Mlcrasaft Error Reporting Temporary Files 1KB
Programs, point to Accessaories, point to ] %4 Office Seup Files 2BA0K o

System Tools, and then click Disk Cleanup.

Tatal amount of dizk space you gain: 17.665 KB
| recommend checking ALL boxes, except Description
Com press o Id files and Office Setu p Files (lf Diownloaded Program Files are Active® contrals and Java applets
downloaded automatically from the Internet when you view certain
Shown) . pages. They are temporarly stored in the Downloaded Program

. Files folder on your hard disk.
If you have more than one hard drive, repeat

for the other drives.

About cookies

Some Web sites store information in a small
text file on your computer. This file is called a Lok [ Concel |
cookie. It stores information on your computer,
such as your preferences when visiting that site. For example, when you revisit a site like
Amazon.com, recommendations based on previous purchases may appear. Or you might
want a personalized page at Yahoo.

Cookies can also store personally identifiable information. Personally identifiable information
is information that can be used to identify or contact you, such as your name, e-mail address,
home or work address, or telephone number. However, a Web site only has access to the
information that you provide. A Web site cannot determine your e-mail nhame unless you
provide it. Also, a Web site cannot gain access to other information on your computer.

Internet Explorer allows the use of cookies; however, you can change your privacy settings to
specify that Internet Explorer prompt you before placing a cookie on your computer, which
enables you to allow or block the cookie. You can also prevent Internet Explorer from
accepting cookies from the privacy settings which allow you to specify how you want Internet
Explorer to handle cookies from individual Web sites or all Web sites. However, some
websites might not work properly (on-line purchasing), if you block all cookies.

You can find out more about Privacy settings and security zones, by clicking Help on the
Internet Explorer tool bar and clicking Contents and Index. Click the Search tab. In the
“Type in keyword to find” box, type Privacy Settings or Security Zones. Click the List
Topics button. Select a topic in the left window pane. Click the Display button and read
about the topic in the right window pane.
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5. Remove unneeded cookies using IE Explorer.

Note: If you plan to use CCleaner, a freeware program described in Step 6, you can skip
Step 5.

Some Web sites such as Hotmail or Yahoo! Email store your member name and password or
other personally identifiable information about you in a cookie; therefore, if you delete that
cookie, you may need to re-enter this information the next time you visit the site.

1. To delete a particular cookie, click Start
and then click Control Panel.

Internet Properties

General |Sec:|.|ri’ry Privacy || Content || Connections | Programs | Advanced

2. Click Network and Internet

Home page . . g
% SR Connections, (you will only see this if in
ge which page to use for your home page. |
Address: tp: f fwww.seniornet. org)] Category VIeW)
(" Use Defaut | [ Use Bark | 3. Click Internet Options to open the
Internet Properties window.
P —— - Note: You can also get to the Internet
< Pages you view on the Intemet are stored in a special folder . . i
‘ for quick viewing later. PropertleS window by Star“ng Internet
[Dele’[e Cooki_es...](Deleteﬁles..)] [ Settings... EXp|0I’eI’, (?Ilcklng TOOlS on the menu bar
~— and then clicking Internet Options.
Histary . .
The History folder containg links to pages you've visited, for 4 On the General tab! CIICk Settlngs

quick access to recently viewed pages.

5. Click the View files button
A window opens displaying all the cookie
files.

7 C| [ Clear History ]

Days to keep pages in histany:

[ Colors... ] [ Fonts. .. ] [ Languages... ] [ﬁccgssibility...]

6. Click on a cookie you want to delete and
[ ok ][ cancel | press the Delete key on the keyboard .

(Hint - Use the Ctrl Key to select multiple cookies, before pressing the delete key)
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Fle Edit Wew Favorites Tools Help

T R A i .
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Folder Tasks 2] Cookie:beverly.johnson@207.net/ [£] Cookie:beverly. johnson @homestore. cof
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Copy this item E‘] Cookie:b ly.johnson@ads. adsag.com/ E] Cookie:beverly,johnson @insightexpresd ’

X Delete this item E‘] Cookie:beverly,johnson@ads. paintroll.com/ E] Cookie:beverly,johnson @instadia.net/ O NEVEF
El Cookie:beverly.johnson @ads. x 10, com E€| Cookie:beverly.johnson @irs.com/
[Z] Cookie:beverly.johnson @advertising. com/ [Z] Cookie:beverly.johnson @loc L. hitsproce| Temporary Internet files folder
2] Cookie:beverly. johnson@americangreetings. com/ [2) Cookie:beverly. johnson @lw 10fd.law 10,
2] Cookie:beverly. johnson@atdmt.com/ [2) Cookie:beverly. johnsen @mail. monetbr Current location: C:".Documents and

£ Cookie:beverly.johnson @atwola.com/ [Z] Cookie:beverly, johnson @mapquest.co Setﬁngs‘vﬂeverly.Johnson‘\l.ocal

= %] Cookie:beverly.johnson @bfast.com/ 2] Cookie:beverly.johnson@maps. yahoo. Setﬁngs‘n,Temporar\,r Internet Fi|ES]I,
‘Q My Network Places E‘] Cookie:beverly,johnson @bluestreak,.com/ E] Cookie:beverly,johnson @marketwatch,
El Cookie:beverly.johnson @boris, adquest3d.com/ El Cookie:beverly, johnson @mediaplex. cor
El Cookie:beverly.johnson @cbs.marketwatch.com/ El Cookie:beverly, johnson @microsoft, com| _—1 50 A MB

Other Places

) Local Settngs
D My Documents

Amount of disk space to use:

[£] Cookie:beverly.johnson @centrport. netf [2) Cookie:beverly.johnson@msn, com/ \) ¥

[£] Cookie:b ly.johnson @ ion-junction.com/ [2) Cookie:beverly. johnsen @netzero.net/

(] Cookie:beverly.johnson @counter . hitslink.com [Z] Cookie:beverly. johnson @office. microso

(2] Cackie:beverly.johnson @data. coremetrics.com/ [2] Cookie:beverly.johnson @officeupdate.. [ Move Folder. Q [ View F“ES) l [ View Objects. .. ]
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[Z] Cookie:beverly.johnson @govseniorcard.com/ [Z] Cookie:beverly. johnson @questionmarket.com]
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1 objects selected 8 Internet
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To Delete all cookies

The 3 C's Seminar

On the General tab of the Internet Properties window, click the Delete Cookies button.

6. Remove temporary files, cookies & MRU’s using CCleaner (freeware)

What is CCleaner? It's an
excellent freeware tool that
removes unnecessary files

% CCleaner

and cleans the registry. (see

p.13 for download site) ‘ &
Cleansr

Open CCleaner and you will e

see the main cleaner page. ;ﬂ’

All the items that can be )

removed are shown in various b

groups, together with a check foek

mark to indicate if you want Ei

that item cleaned. There are opiens

two tabs, “Windows” and

“Applications”. In the Windows

tab, | normally check all items

as shown. Similarly for the

Application tab. There is a

description of each of these

file types, on the last page.

The next step is to set up the

options — particularly for onire Hen

cookies. This is a great

HP 2200+, 446MB RAM, RADECH TGP 3200

Cleaner Settings

| Windows | Applications
Internet Explorer

Temporary Internet Files
Cookies

History

Recently Typed URLs
Dielete Index.dat files

Last Download Location
I:‘ Autacomplete Formn History

Windows Explorer

cent Crocurnents
Search Assistant Autocomplete
Other Explarer MRS

m [in Start Menu)

System

Empty Recycle Bin
Temporary Files
Clipboard

Mernary Durnps
Chkdsk File Fragments
findaws Laog Files
Cld Prefetch data

[] Advanced

D Meru Order Cache

D Tray Matifications Cache
[window Size/Location Cache
I:‘ User Assist Histary

115 Log Files

1 et Filas amd Faldars

Progress

v

Cleaner Settings

Windows |
Firefox/Mozilla
Cookies

Download History
Internet Cache
Interret History
[ 5aved Form Information
Applications
Adobe Acrobat Reader 7.0
Adobe Photoshop €5
Ahead Mera Burning ROM
Macromedia Dreamweaver MY
Office 2003
Office ¥P
CpenCffice 2.0
Internet
Sun Java
Multimedia
Macromedia Flash Player
Guicktime Player
Feal Player
iindows Media Player
indows Mowie Maker
Utilities
Ad-Awvare SE Personal
eTrusk EZ Antivirus
Ewida Security Suite (Log)
Microsoft AntiSpyware
SpyBot Search and Destroy
WinZip
Windows
M5 Management Console
M5 Wiordpad
FegEdit
Remote Deskiop

Check for updates now,..

feature of this utility — that you can select cookies you do not want to remove. Click Options
and Cookies and then use the arrow buttons to move the cookies between the two columns.

Having made the selections, return to Cleaner and click the analyze button. This runs a
simulation, allowing a check of all the files that will be deleted. If all is ok, click the “Run

Cleaner” button to remove much of the
junk from your computer.

From now on, all that's needed on a
weekly basis, is to open CCleaner, click
the “Run Cleaner” button and the junk will
be removed as per the options selected.

Using CCleaner, is an alternative to
Steps 4 and 5 previously described.

7. Cleaning the registry.

The regqistry is a large file where
programs keep information they need
about where you keep your documents,
or where a program keeps it's data file.
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Often, when programs are removed from your computer, they don't “clean up” all their entries
from the registry. CCleaner has a very safe registry cleanup function.

Open CCleaner and click the issues button. Leave all the check marks checked, and click
“Scan for Issues”. When complete, click “Fix Selected Items”. | recommend you click “Yes”
to make a backup of the deleted items. Then click “Fix all Selected Issues” and OK and then
Close.

8. Check for Spyware

Spyware is either a program or cookie that is put on your computer from a Website you've
visited or loaded with another application. Spyware can range from non-harmful (tracking
your preferences for targeted marketing) to malicious (key loggers and redirectors). To
detect and remove spyware, you need additional programs. There are quite a lot of freeware
spyware removal programs. One that’s very popular can be downloaded free from
www.lavasoftusa.com then click on Ad-Aware Personal and follow the links to download a
free personal copy. Another highly recommended spyware program is SpyBot. This can be
obtained from www.safer-networking.org/en/download/ and click on Download Here.

Ad-Aware

Start Ad-Aware and click OK to check for updates (must be connected to the internet for this
to work). Then click “connect” and after download is complete, click “Finish”. In main
window, click “Start” to start the scan. When the scan is complete, you will see a list of all the
items found. | recommend you click the check marks to delete everything that Ad-Aware
finds. Then click quarantine. R
This allows you to “undo” the A8 Spybot - Search & Destroy CEX
I’emoval |f needed File Mode Language Help

= Spybot-5ED .- Spybot - Search & Destroy 1.4
SpyBot

Start SpyBot. As always, click QR Crec o lons | ot st s e aSeceay S
the “Search for Updates”, put a S Rl

check mark in all those available,
and click “Download Updates”.

- Lse thiz button if vou notice some problems that have
-‘/ Becoveny occumed during a recent removal of problems, and pou
k watit ko unda zome changas.

This iz wery important: it iz recommended to update the
detections at lzast once a week!

After the downloads are
complete, click the “Check for
problems” button. When scan is
complete, click “Select all” and
then “Fix selected problems”.

File Mode Language Help
N =) Sppbot-34D Destr

Finally, click the “Immunize” icon.
At the screen that appears, click
the “+ Immunize” icon to block over
8,000 websites from being accessed.
The Immunize icon needs to be re
clicked, every time an update includes Immurize Hide this infomation

“updates to the immunization * Pl e Ll
database”.

) -
7 Check for problems  Select all @\] Fix selected problems  File sets =1 Print @ Help

This is the main scan page of Spybot-540. Here you scan yaur system [ 'Check far problems'
button] and fix any problems found ['Fis selected problems™ button). Hint: if pou haven't done
20 yet, we recommend you read the tutonial (see Help menu] ta leain how to deal with the

FCan results.

2 problemes found [06:24)
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9. Remove Autostart Programs

This next step in restoring your computer's performance can often be the most significant.
We need to identify any unnecessary programs that start automatically. Often, programs
configure themselves to run in the background so that they appear to start quickly when
needed. Some of these programs show an icon on your taskbar to let you know that they're
running, while others are completely hidden. These autostart programs can often slow down
your computer as it starts up, and will steal away memory and processing time as your
computer runs.

Some autostart entries are P 1
. . £ X
important programs (e.g. an Anti .

Gereral | SYSTEMUIMD | WINLIND | BOOT,IMID || Services | Startup

Virus program) or drivers required
for some of the computers artUD iz commznd Loca: 8
¥| point32 "CHProgram Files\Microsoft InteliPaint)point 32, exe” HELMY
h_a'rdware' SO yOU ShOUId nOt ccRegyfy " WProgram Files\Common FilestSymantec Shared\ccReghfy,exe” HELMY
Slmply d6|ete everythlng that yOU cehpp "3 \Program Files\Commaon Files\Symantec SharediccApp, exe” HELMY
1 H | MwCpl RUMDLL3Z EXE C: W INDOW S Syskemn 324 M Cpl. dil, MywStartup HELR
dont reCOgr"Ze- el wfxsnt40,exe - HELR
. . | CHWINDOWS\systemaliNeroCheck.exe HELMY
Windows XP comes with the s D c .
| SProgram Filesi Ahead) InCOVINCD exe HELMY
Svstem Co nf| uration tool reqsvr3Z N mark regsvr3Z fs mart,di HELM
y f g ” WCESCOM "C:\Program Files\Microsoft Active Sync)WiCESCOM.EXE" HeCL'
(mscon Igexe)l an exce ent Way to epf C:\Program Files\EPFoldersiepf.exe HECL!
manage the startu rocess. To | SHDMan CHPROGRA~ 11 SYMNET~1{SNDMan, exe HkcL!
open tghIS utiIity: PP L7| ouicken Scheded ... C\PROGRA~11OUICKE~3\haaent. exe Command :on;m"
1. Click Start, click Run, type | Startup Item [ erablear ][ ocscbes |
msconfig, and then press | [ o J[ ot ][ o

Enter

2. On the Startup tab, you'll see a list of all the programs and processes that are set to
run when Windows XP loads.

3. Speed up your overall start time by clearing the check box next to unneeded startup
programs. (see below)

4. Click Apply, and then restart your computer for the changes to take effect.

NOTE: When an item is unchecked, it is NOT deleted, but just disabled from loading. If you
find later that this file is required at start up, then it can be enabled by rechecking that file.

Checking for Startup Items. You should look up each entry at www.sysinfo.org At this
website, click “Full Startup List” and then type in the “Startup Item” to the search box and click
the Search button. When an entry is found, check that both it's Startup Item name and the
last name in the Command are the same as on your computer. By the side of the entry will
be a description of the startup item and a code as to whether this is required to start
automatically. Another site that provides similar info is www.answersthatwork.com Click on
Task List and then click the letter of the first letter of the file you're trying to identify

For example, the figure shows “msconfig” revealing a file called ccApp.exe that is set to start
automatically. | visited The Startup Applications List, typed in ccApp and discovered that
“App.exe is Part of Norton AntiVirus 2003. Auto-protect and E-mail will not function without
this.” This is obviously a necessary file, so it will stay!.
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System Configuration Utility 4] Again, when checking an entry in

the Sysinfo.org database, it's very

N o _ _ _ important to check that both the
The System Configuration Uiklicy is currently in Diagnostic ar Selective Skartup mode, causing « ” « "
this message to be displayed and the utility o run every time Windows starts, Start Up and Com mand are the

Choose the Mormal Startup mode on the General tab ko skart Windows normally and undo the same as in the co nfigUfaﬁOﬂ Ut|||ty

changes vou made using the System Configuration Ukility, .
Important. After rebooting the
computer, a window will appear

ﬂ[‘;&J notifying you that the System

configuration Utility has been used.
Make sure you place a check mark as shown, and then click OK.

vau have used the Svstem Configuration Utility bo make changes to the way Windows starts,

Dan't show this message ar launch the System Confiquration Utility when Windomws start:

10. Defragment Hard Drives

| hate newspaper articles that start on the front page but continue somewhere in the middle of
the newspaper. | could get through the article much faster if it was printed on consecutive
pages like a magazine article. Files on your computer can either be fragmented like a
newspaper, or unfragmented like a magazine. Over time, more and more files become
fragmented. When a file is fragmented, it takes longer for the computer to read it because it
has to skip to different sections of the hard disk—just like it takes me a few seconds to find a
page in the middle of a newspaper. The figure compares how a computer reads
unfragmented and fragmented files.

You cannot work on your computer and defrag your computer at the same time. It is common
for disk defragmenter to take a long time.

Reading from an unfragmented file

The time can vary from 10 minutes to

File A, File A File A, File A File B, File B, File B, File B, many hours SO run the DISk

Fage1 | Page 2 | Page3 | Faged | Fage1 | Page 2 | Fage3 | Faged ! ,
Defragmenter when you don’t need to

E | T E |

‘ 2 : use the computer! If you defragment
regularly, the time taken to complete will
F'.eading fram a rragmen:eﬂ fil be C]UIte ShOI’t
Flles, | FieB, | File8, | FileA. | Filea, | FileB, | FieA, | FieB, | . .
Page1 | Page 1 | Page3 | Paged | Page3 | Page? | Page2 | Paged | TO run the Disk Defrag utility do the
- gt T I following.

1

Make sure ALL programs are closed

If necessary, turn off your screensaver.

Click on Start on the task bar.

Point to All Programs.

Point to Accessories. Point to System Tools.

Click Disk Defragmenter. The Disk Defragmenter window appears.
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% Disk Defragmenter Note: You can also get to this
Fle Acton Vew Help screen as follows. Double-click

= My Computer. Right-click the
;'(C"‘) Session Status ;ﬂ;;“m C:P;";;; Fffj@‘";; Yefree 5;:: drive (volume) you want to

analyze or defragment. Click
Properties. Click the Tools tab.
Click the Defragment Now

Estimated disk usage before defragmentation: b utto n.

Click the Defragment button.

Estimated disk usage after defragmentation:

The Disk Defragmenter window

[ roire (@ consists of two main areas. The
upper portion lists the disk
B Fragmented files Il Contiguous fles [ Unmovable fles [ Free space (VO|U me)_ on yOU r Computer. The

lower portion displays graphical
representations of the amount
of fragmentation on the disk before and after running defrag. The colors of the display
indicate an approximation of the volume's condition:

Red areas represent g AEE
fragmented flleS. File  Action  Wiew Help

Blue areas represent @

Contlguous (npn_ Valume Session Stakus File System Capacity Free Space % Free Space
fragmented) files. =) Defragmenting... NTFS 31,25 GB 18.10 GB 57 %

. =AData (G} MNTFS 5,55 G6 2,90 5B 33 %
Whlte areas represent = liphrt (H:) MTFS 16,11 GB 3.00 GEB 15 % ¥,
free Space On the ‘l"_..n-\ﬂn F RITES b N u N - 190 kD E\h’}
volume.

Estimated disk usage before defragmentation:

Green areas

files, which cannot be

relocated by Disk Estimated disk usage after defragrmentation:

Note: On file

allocation table | pase J[ s |
(FAT)/FAT32

VOIUmeS, the green B Fragmented files B Contiguous files B Unmovable files [ Free space
areas typlca”y (C:) Defragmenting... 1% Compacting Files ]

represent paging files,
which are also called swap files.

When the defragmentation process is complete, the computer will display a window with a
close button that you should click.

If you have more than one hard drive, repeat the process for the other drives
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11. Backup your Data!

The 3 C's Seminar

It's very, very important to regularly back up your data. Every hard drive made, will one day

fail, and all your data will be lost.

Fortunately it's very easy to do. | recommend backing up to a second hard drive (internal or
external), a USB flash/pen drive or CD/DVD. Depends on how much data you have. To
cover the subject properly — requires another seminar. This is just a straightforward example
of backing up files to a USB pen drive. For many people, this will be the best way.

After downloading and installing

SyncBack (freeware), open the
program. The first time the
program is started, it asks to
create a new “Profile” (a
backup job). Select “Backup” —
(synchronizing is generally
used to get the files the same
on 2 computers) and give it a
name. Leave the default
setting (backing up source
directory, including all sub-
directories) and select the
source and destination
directories. The source is the
folder you want to backup, and
for most people this would be
“My Documents”. The
destination folder is the drive of
the backup media — in this case
the USB drive (E:\)

Source CiiDocuments and SettingsiRogeriMy Documents|
Destination E)
Sub-dirs

Include all sub-directories and their files {and use the directory filker)

—2=

Simple | Advanced | Copy/Delete | Fiter | Sub-directories
T would like to...
FE*:’ Backup the source directories Files, but not any of its sub-directories

|E'v:l Backup the source dir

Files, including all its sub-directorie=

Click folder
to select Click folder to
destination select source

|E‘v;1 Backup the source directaries Files, including selected sub-directaries

Lfﬁl Synchronise the source directories files with the destination directory

Lfﬁl Synchronise the source directories files and sub-directaries with the destination directary

Lfﬁl Synchronise the source directories files and selected sub-directories with the destination direc

Default selection is
good

|__B‘;l Custom

Descripion of this profile

* Files will be copied From the source directory (C:\Documents and Settings',Roger,My Documents) to the destination

directary (Ehy),
+ Al the sub-directories and their files will be copied,

+ If the same file has been changed in both the source and destination directories then the source file will replace the

destination file.
* Files only in the source are copied to the destination,
+ If afile is only in the destination then it is ignored.

ooty | [ @b | [ e | (

a4 OK l ’ xgancel ]

For most people this is all that needs to be done, although there are many options for the

more experienced user.

Now click “OK” to save this profile. If you want to make simulated run, click “yes”, otherwise

click “no”. Back

. €% SyncBack g@lg|

at the main Profiles  Task Preferences Columns  Help

Scre_en more E E Profile Type Lask run Result ﬁ-Next Run Source Destination I

prOflleS can be -- — Demo Backup Mot Scheduled | G:\My BackupT... I

created — if you

wanted to backup

different folders

and/or to different

media. Select

the profile you

want to run and

click “Run” ¢ .
= X o 2 & ¢ o @
e Todify Delete Run Restore Schedule SyncBacksE Help Eit:

Roger Thornburn 01/06 Page 12 of 16 01/06




Gold Country Computer Learning Center The 3 C’'s Seminar

The first backup can take a while to complete, but subsequent backups go much faster as
only new files or files that have been changed need to be copied to the backup drive.

SyncBack can also run any profile on a scheduled basis — which is great if your computer is
normally switched on at the same time each day/week.

So that’s it. You should now have a clean, high performance computer back on, or under
your desk. All your valuable data should be safely backed up so that you'll be able to keep
smiling, when one day the disk decides to leave this mortal planet!

Just remember, running disk check, disk cleanup, checking for spyware, keeping your
cookies clean and defragmenting your hard drives regularly, will keep your computer running
at peak performance. | guarantee it!

Useful freeware sites:
CCleaner: www.ccleaner.com

Adaware: www.lavasoft.com and click “AdAware Personal” in the products section

Spybot: www.safer-networking.org/en/download/ and click the first “Download here” button

SyncBack: www.2brightsparks.com/downloads.html and click the English flag to download

Check information about “Start Up” programs: www.sysinfo.org and
www.answersthatwork.com/Tasklist _pages/tasklist.ntm

A source for many good Spyware, Antivirus and Firewall products:
www.thefreecountry.com/security/

List of files types cleaned by CCleaner
Windows Tab

Internet Explorer

Temporary Internet Files

This is the Internet Cache for IE. It saves the web pages and pictures from the sites you're
visiting to your hard disk. These can build up over time to consume a large amount of disk

space and may potentially contain personal information. Selecting this option will safely
remove the files.

Cookies

Cookies are small text files that Web sites save on your computer to help your browsers
remember specific information. For example, they might store your username and password.
They are also used to store your preferences for personalized pages or to build a profile of
which sites you visit and which banner ads you click on. Advertisers use this information to
deliver targeted ads directly to your computer. Selecting this option will safely remove the
files. You may wish to keep certain cookies, these may be selected on the Options window.
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History

Much like the Internet Cache, |IE also records and stores the addresses of all the websites
you have visited. Selecting this option will safely remove the record of websites you have
visited.

Recently Typed URLSs

Any website addresses you manually type into the address bar are stored and displayed in
the address drop-down box. Selecting this option will safely remove the record of typed in
addresses.

Delete Index.dat files

Although essentially undocumented by Microsoft there are several hidden files, all with the
filename index.dat that reside in directories on your system. These permanently cache
website addresses and cookies from sites you have visited. This list is never deleted and
gradually increases in size, resulting in IE slowing down. Selecting this option will mark these
files for deletion the next time your computer is rebooted. (Unfortuately these files cannot be
deleted immediately as they are permanently in use by the operating system.)

Last Download Location

When you download a file from the internet, IE remembers the directory location you chose.
Selecting this option will clear the last directory, and reset to the default folder. Which on
most systems is the desktop.

Autocomplete Form History

When you type in a username and password on a webpage, IE frequently prompts you to
select whether you'd like it to remember these details for next time. Whilst this is very useful
and may save you time logging in. It can be a security risk as other people will be able to log
in from your computer. Selecting this option with remove any stored usernames and
passwords.

Windows Explorer

Recent Documents

When you open a document or file in Windows, a record of this is stored under the Recent
Documents list on the Start menu. Selecting this option will clear this list. (Note: The
documents themselves are left untouched.)

Run (in Start Menu)

An alternative to running programs from a shortcut icon, is to type in the application name
into the Run form on the start menu. Every time you do this, the program you typed in is
added to the drop-down list of previously run programs. Selecting this option will clear this
list.

Search Assistant Autocomplete

When you search for a file in Windows Explorer, the file is added to a list of previously
searched for files. Selecting this option will clear this list.

Other Explorer MRUs

MRUs (Most Recently Used) are lists within windows and in applications that maintain a list of
the last few (normally 4 to 8) opened documents. It is normally located on the File menu of
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the application. This option clears a range of minor lists within Windows, including common
dialogs, network drives and DirectX applications.

System
Empty Recycle Bin
This option will empty the Recycle Bin.

Temporary Files

Many applications use temporary files when working to save information. These are normally
deleted upon exit, but occasionally they can be left behind. Normally when the program is not
shut down properly. This option will safely delete these files. (By default it only removes files
that haven't been used in the last 10 days, this prevents current temp files from being
removed. There is an option to turn off this feature on the Options window.)

Clipboard

The windows clipboard can contain personal information you've copied from documents and
also if it contains a large amount of data, it can use up a lot of memory. This option clears the
clipboard and frees up the memory being used.

Memory Dumps

When windows crashes or blue screens the system saves a memory dump, potentially
containing information about how the crash happened. This data is generally never needed,
even by advanced computer professionals and may be safely deleted. This option will
remove these memory dumps.

Chkdsk File Fragments

Chkdsk (CheckDisk) is the utility windows uses to scan the hard disk for files errors.
Sometimes it finds fragments of files left on your system. These are saved as .CHK files on
your system drive. In most cases these files are never needed and may be safely deleted.
Selecting this option will remove these files.

Windows Log Files

When you install a new program or piece of hardware Windows logs the changes to .LOG
files in the Windows directory. In most cases these files will never be needed, even for
advanced users. This option will safely delete these files.

Old Prefetch Data

In Windows XP a Prefetch file is generated each time an application is run. This helps
Windows optimise the application the next time it is executed. Unfortunately these files are
not deleted when the applications are removed. This option removes these files for programs
that haven't been accessed in 14 days. (This process is very safe and Windows will recreate
the files as necessary.)

1S Log Files

lIS (Internet Information Server) is the service Windows uses to display web pages. This
comes with most XP Pro and Windows 2000 installations and is generally only used by web
developers or designers. Every time someone requests a page it gets logged to a text file.
Unless the computer is a web server, these are generally not needed, and may be safely
deleted. This option will safely delete these files.
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Advanced

Menu Order Cache

The Start menu allows you to set a custom order to the programs listed, although there's no
option to sort all folders by name. Selecting this option removes any custom ordering from the
Start menu.

Tray Notifications Cache

In Windows XP the System Tray (the set of icons next to the clock in the bottom-right corner)
orders and hides items automatically for you. Whilst this is useful, it records a list of every
program that has been run from the tray. This option clears the list of previous programs and
removes any custom display/hide options. (Warning: This won't have any affect until you
manually restart the explorer process from the Task Manager.)

Window Size/Location Cache

Windows Explorer stores the view formatting and ordering settings for each folder on your
system. After some time, this can contain a large amount of redundant data and may even
slow down browsing for files on your system. Selecting this option will clear this data and
reset the Windows Explorer display settings to their default option.

User Assist History

The start menu on Windows XP displays a list of the most recently run programs. Selecting
this option will clear this list.
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