Basic PC Maintenance Information
This document is to help people understand how regular PC Maintenance (through software mainly) can help prolong the life and efficiency of your PC.  .  If you have additional items you would like to make us aware of, please contact us.  Our main duty is to assist you with utilizing computing tools and easing their implementation as much as possible.  As always, if there are any questions – please feel free to call the Computer Room in Tulsa.

There is a need to be perfectly clear:  your PC is Company Property – not personal property, it may have been configured originally by the Computer Room – but it will not remain in good working-order if these steps are not followed on a consistent and regular basis!
There are quite a few things that can and do ‘go wrong’ with a PC – through NO fault of the client using the computer.  This is evident through SPAM, Spy-ware, viruses, etc.  If you are interested in learning about these items, please perform a google search and you will be presented with more information than you can imagine.

To help prevent malicious software from taking over your system, or from bogging it down the following pieces of software (a brief description given below) will help protect your system.
1) AVG 7.0 Network Edition – to help prevent viruses from infecting your PC.  DO NOT disable this software unless you are told to (needed sometimes to install software).  If your PC contracts a virus – immediately contact the Computer Room for removal assistance!  In extreme circumstance you may need to send your PC in for ‘cleaning’.
2) Diskeeper 9.0 – to keep your files neatly organized on your PC – also known as defragmentation software, which can be scheduled to run in off-peak hours.  A defrag should be done manually at least monthly…if you would rather not schedule it.
3) Counter Spy – used to remove Spy-ware also has monitoring built in to prevent certain hijacks of the system.
4) Pest Patrol – used to remove Spy-Ware in conjunction with Counter Spy and it also has tools to block certain malicious browser items (cookies).

Basically each of these pieces of software should be installed (with default options – unless otherwise stated). Updates will need to be performed on each piece of software, sometimes multiple updates will need to be downloaded…so be sure that you are connected to the internet while installing these items.  Finally – after installation and updates, please run the programs to completion, removing/repairing any errors.

Do not download/upload software without approval.  Do not install software without approval!  This is also a valid point concerning copyrighted materials - - do not use ANY peer-to-peer software, music transfer software, etc. without prior approval!

Always do Windows Updates (all) and Office Updates (all) – if there are any questions call.

DO NOT change any ‘views’ settings within any software that is pre-installed.  Consistency is very crucial when it comes to troubleshooting what might be an issue with a PC.

DO NOT change any Procomm settings - - color schemes, keyboard files, meta-keys and scripts – if there are any modifications; the Computer Room will no longer assist you with this software.  There are too many potential variables to trouble-shoot if any modifications are made.  We will always try to help – and in a worst case scenario, you will be asked to send the machine back to us - - and we will remove and re-install applications and potentially your Operating System (so you will lose any personalized settings anyway).

Become familiar with the information contained in the CCC Parts Company Electronic Communications Use Policy.  Read and understand all facets of this important document.  You are held accountable/responsible for all items mentioned within.
You are responsible for backing-up your files!  This includes email as well as documents!  External USB Drive kits can be purchased in addition to Backup Software (a less complicated method) if needed.
Be aware that screen savers can cause major problems with your machine – do not install specialty screen savers unless they are approved by the Computer Room.  Do not modify the power settings – this can cause serious problems!  Leave your PC on over-night for some software to perform scans/updates.
There are some basic items to know about hardware as well.  Basically dust is an enemy to your PC.  It will clog fans and prevent proper cooling…so, at least monthly please use a can of compressed air to blow dust from the back power supply fan.  It is recommended that the inside of that case be opened and ‘blown out’…but if you are not comfortable with this step – please ensure that a qualified technician performs this operation on all of your PC’s quarterly.

Other items:  No fluids on the keyboard or PC, don’t drop PC components, in general be rather gentle with PC components, don’t eat over the keyboard, blow out the keyboard at least monthly, clean your mouse, I think you can see a ‘common sense’ approach here.  ALWAYS have a UPS (Uninterruptible Power Supply) with Surge Protection online for your PC!
