Maintaining a Home Computer System

PCW 27

Saturday 2/24/05 9:00-11:30

Instructor: Dominic Esposito

E-mail: dominic.esposito@lehman.cuny.edu


	General Information:
	This class is the first of three in the “Home Computing Series.”  This series is designed for individuals with computer systems in their homes running Microsoft Windows.  Participants should have knowledge of running applications such as word processing and Internet browsers.  Also, a working knowledge of computer utilities such as My Computer is required and basic file management tasks such as creating folders and copying files is necessary.  These can be covered briefly in class if necessary.  

	Class Description:
	Topics include basic maintenance such as backing up your system and data; sharing the computer with other people in your household; running Windows system tools such as Disk Defragmenter and System Restore; applying patches and updates; reinstalling your system; determining and monitoring system resources such as memory and disk space; using third party utilities and configuring your system for optimal performance.

	Prerequisite:
	It is suggested that PCW 22: Basic Computer Skills and/or EDP 07 Introduction to Microcomputing is taken prior to this class.

	Class Objective:
	In this class you will learn how to effectively maintain and enhance your home computer while preventing many common problems.

	Goal:
	This course is designed to make people gain a greater understanding of your home computer.  Each student should leave with a greater understanding of how computers work and the different utilities available.  The material is not extremely technical and should accommodate both experienced and inexperienced people.  Note: many of the topics covered today can translate to the workplace as well.  However nothing should be done at work without first consulting with the system administrator.


	Material Overview:
	1. Learning about my system


a. Determining amount of memory and disk space, type of CPU etc.
i. Knowing this information about your computer is important.  Usually when purchasing software or sometimes calling for help and support, this information is required.  

ii. Click the Start button and put the mouse over Help and Support.  Click Help and Support.
iii. The Windows Help and Support center will open.  Much of what is going to be done in this section will use the Help and Support center.  The Help and Support center operates similarly to a web site. There is usually more than one way to accomplish tasks in Windows and those methods will also be demonstrated.  

iv. On the left hand side of the screen, there should be a phrase that states Computer Information.  Put the mouse pointer over those words and click. 

v. Once clicked, basic information about the computer will appear on the right hand side of the screen including the processor type, processor speed and amount of memory. 
b. Operating system version and service packs
i. On the left hand side of the screen, there is a link that states “Detailed computer information.”  Put the mouse pointer over this link and click.  A progress bar will appear indicating that information is being gathered about your computer.  Once this completes, more detailed information about your computer will appear on the right side including the operating system and service pack as well as the amount of disk space available.
c. Monitoring disk space and other system resources
i. Help and Support can be minimized at this time by clicking the minimize button in the upper right hand corner of the screen (we will come back to it later).  The alternate method of viewing the above information will be included here in addition to monitoring resources.

ii. Click the Start button and put the mouse pointer over My Computer.  With the mouse pointer over My Computer, RIGHT click.  A menu will then appear with the last item on the menu being Properties.  Place the mouse pointer over Properties until it is highlighted and click with the LEFT mouse button.   A screen will appear with information about your computer.  Close this window by clicking the X in the upper right hand corner of the screen.  
iii. Click the Start button and put the mouse pointer over My Computer.  This time, click with the LEFT mouse button.  A screen will open displaying the disk drives on the computer.  Put the mouse over Local Disk (C:) and click with the RIGHT mouse button.  A menu will appear with the last option being Properties.  Put the mouse pointer over Properties until it is highlighted and click with the LEFT mouse button.  A window will appear with a graphical pie chart of the hard drive.  This will clearly show you how much space is on the disk.  Free space is blue and used space is magenta.  

iv. Monitoring the system resources is usually necessary if the computer is not performing properly.  To monitor the system resources, there are 3 keyboard keys that are used at one time.  On the lower left corner of the keyboard are the Ctrl and the Alt key.  Press both of these keys at the same time and hold them down.  On the right hand side of the keyboard is the Delete key.  This key is located to the right and down 1 row from the Backspace key.  While continuing to hold down the Ctrl and the Alt key, press the Delete key once.  This will open the Windows Task Manager.  The Windows Task Manager will show you what applications are running and the performance of the computer among other things.  Here we will view the different tabs of the Windows Task Manager to and monitor the resources of the computer.  
d. System setup (BIOS)
i. Pronounced "bye-ose," an acronym for basic input/output system. The BIOS is built-in software that determines what a computer can do without accessing programs from a disk. On PCs, the BIOS contains all the code required to control the keyboard, display screen, disk drives, serial communications, and a number of miscellaneous functions.  

ii. The BIOS is embedded on the computer motherboard and does not need Windows to function.  Adjusting the settings in the BIOS could cause the computer to malfunction or not work at all.  The BIOS should not be adjusted by anyone other than a trained computer technician.  Viewing the BIOS on a Dell computer can be done by holding down the F12 key when the computer starts up.  Some other computers require the Delete key be held down to view the BIOS.  We will view the BIOS settings in class without editing anything.  Commonly, adjusting the BIOS usually corresponds with new memory or hard disk installation.
e. Power management settings
i. The computer can be set so that both the hard drive and the monitor use as little power as possible.  This is not as essential on desktop computers as it is on laptop computers where battery life is an issue.  To view the power management settings for the computer, click the Start button.  Move the mouse pointer up to Control Panel and click.  Once in the Control Panel, the link on the left hand side of the screen that states “Switch to Classic View” may have to be clicked if the Control Panel is in Category View.  Once in Classic View, there should be a “Power Options” icon.  Double click on this icon to view the power settings for the computer.  Here, various options can be used such as shutting down the monitor and hard drive after a certain amount of time.  Once the in class exercise is completed, we can close this window by clicking the cancel button.  We can also close the Control Panel by clicking the X in the upper right hand corner of the screen.

	
	2. Basic home computer maintenance


a. OS updates/patches
i. Windows updates and patches are essential in making sure the computer runs optimally.  No software is flawless when it is released to the public.  As time goes on and different functions are used by people, bugs are found.  Once the bug is identified, the software manufacturer is made aware of it, and they supply a patch that fixes the problem.  The operating system must be updated when a flaw is found because the computer can then be vulnerable to viruses, spyware and crashes.  A manual Windows update can be done from the Help and Support center.  Click on the Help and Support Center icon which is minimized on the taskbar.  On the top of the help and support center window is a picture of a house.  Click the picture of the house.  This will bring you back to the initial Help and Support center window.  In the lower part of the right hand side of the window is a link that states “Windows Updates.”  Click that link.  This will bring you to a screen where you can select an express update or a custom update.  When either button is clicked, your computer will be scanned to see if it is up to date.  If not, a list of updates will be on the screen and you will have the option of downloading and installing them.  An Internet connection must be present for the updates to be downloaded.  Also, if the computer has not been updated in a while, the updates may take a long time to download and install depending on the speed of the computer and Internet connection.  This procedure is not necessary if the automatic update feature is properly configured and is allowed to run on a regular basis.
b. Windows Automatic Update
i. Automatic Update is configured through the Control Panel.  Click Start and put the mouse pointer over Control Panel and click.  The Control Panel will open and there will be an icon there for Automatic Updates.  Double click the Automatic Updates icon.  A window will open that will give you various options for updating the computer automatically.  I always suggest that the computer automatically download and install the updates.
c. Backups and restores
i. Backing up the computer is an important thing to do in the case the computer malfunctions due to a software or hardware error.  Many people do not back up and loose everything when something happens to the computer.  The Windows backup utility can be found by clicking the Start button, putting the mouse pointer over All Programs, putting the mouse pointer over Accessories, putting the mouse pointer over System Tools and clicking backup.  Once backup is clicked, the backup and restore wizard will appear and allow you to either backup or restore the computer.  We will walk through the wizard in class.  Prior to using the backup wizard, it is essential to go through the numbered list below.  The more data that is backed up, the more space it will take on a storage device.  
1. Deciding what to backup (e.g. data, programs, system)

2. Locating data to backup (e.g. in My Documents, Favorites)

3. Determining amount of data to backup and appropriate media

4. Backing up data only

5. Verifying backup

6. Restoring data

7. Keeping a record of customizations

8. Practicality of backing up programs

9. System backups

10. Starting over

a. Windows XP System Restore
i. This feature can be found in the Help and Support screen by clicking System Restore.  A step-by-step screen walks the user through restoring the computer.
b. Reinstallation from vendor CDs

c. Reformatting and reinstallation issues

d. Cleaning up your hard drive
i. Windows has a Disk Cleanup utility that can be accessed by clicking Start, All Programs, Accessories, System Tools and Disk Cleanup.  The Disk Cleanup wizard will allow you to delete temporary files that Windows deems unnecessary and also empty the recycle bin.  It will tell you how much physical space will be saved on the hard drive.  
e. Defragmentation
i. The defragmentation utility can be found in the same category as the Disk Cleanup Utility.  Having a fragmented hard disk is physically taxing on the equipment and should be kept to a minimum.  Fragmentation is impossible to prevent, but it should be corrected regularly.  
f. Disk compression for space saving
i. Disk compression can be accomplished by clicking Start, My Computer, right clicking on the disk drive and clicking on properties.  On the bottom of the disk properties screen is a check box that will allow the user to compress the disk to save space.  This option is only available on NTFS disks which mean that if your computer was upgraded from Windows 98 with a FAT system, this option is not available. 
g. Surge protection
i. This is extremely important.  The slightest power surge can seriously damage the computer or computer components.  A quality surge protector is expensive, but it is worth it.  

	
	3. Peripheral installation


a. Connections for common peripherals (e.g. USB)

b. USB interface for common peripherals

	
	4. Sharing a personal computer in the home


a. Windows Accounts, Usernames and Passwords
i. User accounts can be located in the Control Panel.  Click Start and Control Panel.  There will be an icon for User Accounts in the lower right hand corner of the screen.  Double click the icon.  A screen will appear that will allow the user to create an account or change an account.  Only a user with administrative privileges can perform this task.
b. How accounts keep files and personal settings separate and protect the system 
i. Having separate accounts allows Windows to keep information such as My Documents separate from other users who may be using the computer.  Also, when a user logs on, the desktop is exactly the same as it was when that user logged off.  This prevents files and folders from being moved or deleted by various users of the computer.
c. Administrative vs. general user accounts
i. An administrative account has full access to the computer and can install software and make modifications.  A limited account is restrictive.  A limited user cannot make changes to the system or install software.  This is important to prevent users from installing software that may be harmful to the system.  
d. Importance of administrative passwords
i. Administrative passwords should be always remembered.  If the system encounters a major problem, the Administrative account is used to log on and fix the problem.  If this password is not available, the hard drive may have to be reformatted.

	
	5. Where to obtain additional information


a. Microsoft Home Computing Site and Windows forums can be found through Help and Support by clicking the Support button on the top of the Help and Support screen.

	Personal Note:
	I would like to encourage students to feel comfortable with the computers in the home or work.  Computers are an integral part of the world today and having knowledge about maintaining an efficient system is essential.  This class is all inclusive and the pace will be determined by the class in general.    
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