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Stephen Hartley, 55 Waller drive, Banbury, Oxon OX16 9NS

This document best applies to customers of PC Home Services who have had an installation of Windows XP.

It includes some good tips that will save you time and agro completing standard computing tasks.

It is my understanding that a good computer should react immediately to the input of the user, enabling them to work efficiently.

It is also important that the user shouldn’t suffer any ill effects from the computer. Your eyes are probably the ones that suffer most so the first tip is to help your eyes. 

Customise display settings to remove white backgrounds.

Right Click screen, select properties, click advanced button
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On the “item” section is a drop down box. Go through the list and choose different, much darker colours. (Text colour not applicable.) When choosing the colour be sure to click on “Other” to have full range of colours.

You might think just dimming the screen would be just as good. But it’s not the case as you would be straining your eyes to see thus making it worse.
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When you receive your computer back from PC Home Services, it will have mostly the same desktop as the image on the left.

[image: image6.wmf]The “My Documents” short cut goes to a folder on a different partition, usually the D: Drive and is named Data. You don’t necessarily need to know why only that it is safer for your data.

It is useful to know how your “Hard Disk Drive” is divided up.

Right Click, My Computer. Select Explore.

You will see a list under My Computer of different drives,

Each have a unique letter. The C: drive will be your system drive where windows is installed. The D: drive is usually where your documents are stored.

[image: image7.wmf]Right clicking a drive and selecting properties will show you more information. There are tools like defragment which can be run annually. Also disk cleanup, but my version on the desktop, “cleanupxp.bat” is more thorough and MUCH quicker.

The next few icons down the list are self explanetry. Word, Excel, PowerPoint you probably know. “Microsoft Photo Editor” is a great basic editor which is mostly what people want. Crop, Adjust Brightness, quick and easy.

“Nero Start Smart” is the CD and DVD Burning software. When you’ve selected the type of CD, DVD you want to make, a new window opens, look for the Green Add Button,(top right).

“Power DVD” will be the best player for Normal DVD’s. “AVG” self updating, very good free antivirus.(I use it.) “Spybot” is for spyware and is not self updating. Depending on your internet usage, run the updates every couple of months. Double click the icon, menu on the left, “Update” first, it will ask you to search, continue, download, exit. Then “Immunise” click the green cross. Run a scan if you think your computer has spyware.

But the “Cleanupxp” program is what will keep your PC running swift and smooth if you run it every few days. Also run it if you’ve landed on a dodgey website,(one that causes freezing or lots of pop up’s)

“Winamp” is an alternative to Windows Media Player and “Mozilla Firefox” is an alternative to Internet Explorer, good for sites like YouTube and Facebook.

So now you have a fast running Computer that will perform most tasks quickly. Don’t install additional software unless you need to. And when you do install something new, take the time to turn off or don’t install unnecessary features.

Another invaluable tip: Backup your Data. Best practice is to make complete backups on a CD or DVD as often as like depending on the importance of your data. External Hard Drives are very quick and easy but are susceptible to shock and become unrecoverable if knocked hard enough. (Short of paying thousands for specialist recovery.)

Organise your data by making new folders, just “right click” in a blank space in an explore window and name the folder. Open two explorer windows and drag files into the new folder. Use the right mouse button when dragging so you get options, copy, move or cancel. Try not to use move, if something went wrong you could lose your data.
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