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Do you have Dust Bunnies?




Towers need room to breathe

Is your Desktop on the carpet? Use a small stand on wheels - it
expands to fit....

Laptops need room to breathe

e My laptop in on a printer stand; it also elevates the monitor
so I don't need to bend my neck to see what’s on the
screen. I can move my eyes instead = 17" monitor since it’s
my main computer.

Laptop Lap Desk with
DualUSB Cooling Fans

e I use a wireless keyboard and mouse to help prevent
disorders such as carpal tunnel syndrome and tendonitis. My
favorite is a Logitech MK320 since I prefer where the
Home/End/Delete/ PageUp/PageDown, etc. keys are located.

Ugh, Germs!!!
Several recent studies found that telephones are the most

germ-infected objects in our lives, followed by desktops, water
fountain handles, microwave door handles, keyboards and mice.

e Phone: 25,127 germs per square inch
e Desktop Surface: 20,961 germs per square inch
e Keyboard: 3,295 germs per square inch



Mouse: 1,676 germs per square inch
Toilet Seat: 49 germs per square inch
Source: The University of Arizona

A Swiffer is your friend

Clean Your Keyboard

Shut down and unplug your keyboard

Dust with Swiffer

Turn the keyboard upside down over a newspaper

Tap lightly to empty debris from between the keys

Use a can of compressed air to blow debris from in-between
the keys

Dampen a cotton swab (Q-tip) with computer cleaner - use
it to clean in-between the keys

Dampen a micro-fiber cloth with your computer cleaner
Wipe down the rest of the keyboard with the cloth

Clean Your Monitor Screen

Turn off computer and monitor or laptop

Lightly dust with Swiffer

Use LCD screen cleaner with a micro-fiber cloth to gently
wipe the screen — in one direction

DO NOT wipe in circles

DO NOT spray cleaner directly on the monitor

Gently dry screen with another micro-fiber cloth

Note: I do the same steps with my flat screen TVs and tablet &
smartphone screens



Keep Your Computer Healthy

Restart your computer regularly

At least once a week

Computer needs chance to perform regular diagnostic
checks and fix minor issues before they become a problem
pdates need to be installed

We spend $$ to maintain our cars and home
We don’t need to spend money to maintain our computer(s),
we can do it ourselves

Clean hard drive
o Use Windows processes OR automate with CCleaner

Don’t forget about your Smartphone & Tablet
Sleep

Does clicking on Shut down ensure Windows

starts things from scratch?

Or, should I click on Restart? I

Restart performs a full shut down before

it restarts

Shut dowm

0

Create a Restore Point

System Restore helps you restore your computer’s system
files to an earlier point in time when your computer was
working better.

It’s a way to undo changes to your computer without
affecting your personal files such as documents, photos or
videos.

Create a Restore Point before you:

o Download a program/app

o Do preventive maintenance

o Let a friend/relative use your computer

Search Create Restore Point

Click Create



e Give it a name, date......
e Click Create

System Properties x System Protection

ComputerName Hardware Advanced System Protection Remote

Ué Use system protection to undo unwanted system changes. Create a reStore pOI nt

Type a description to help you identify the restore point. The current date and

System Rest . .
ystem Restore time are added automatically.

You can undo system changes by reverting Syl e T

your computer to 8 previous restore point. — -
Digital Declutter Presentation

Protection Settings

Available Drives Protection
1. Windows (C) (System) On Create Cancel

. RECOVERY (D) off
. Toshiba ExtHDD (F:) Off

System Protection

Configure restore settings. manage disk space. and
delete restore points

Create a restore pointright now for the drives that
have system protection turned on.

Configure...
o The restore point was created successfully.

| Close

Uninstall Unnecessary Programs

e Windows 10
e Start > This PC > File tab OR type Uninstall in Search Box
e By name in alpha order

Apps & features

Sort by: Name v Filter by: All drives ~

ﬁa 3D Viewer 16.0 KB
Microsoft Corporation 3/7/2019

- Adobe Flash Player 32 NPAPI 20.3 MB
6/11/2019

Adobe Photoshop Express 355 MB
Adobe Inc. 5/24/2019

@ Alarms & Clock 241KB
Microsoft Corporation 5/1/2019

P App Installer 24.0 KB
B Microsoft Corporation 5/29/2019
Avast Free Antivirus 889 MB
5/26/2019

Avast Secure Browser 330 MB
5/28/2019



e By Installed On [Date]

Sort by: Install date Filter by: All drives

Calculator 40.0 KB
Microsoft Corporation 6/14/2019
OneNote 16.0 KB
Microsoft Corporation 6/‘1.4/2019

Microsoft Edge Dev
6/12/2019

Microsoft Office 365 - en-us 684 MB
6/12/2019

Microsoft Office Home and Student 2016 - en... 684 MB

AREE8 R

6/12/2019
Adobe Flash Player 32 NPAPI 20.3 MB
6/11/2019
CCleaner 22.3 MB
6/11/2019

WAS.... (Search Control Panel>Programs & Features)

Control Panel Home .
Uninstall or change a program

View installed updates To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.

G Turn Windows features on or

off Organize ~

- Publisher Installed On  Size Version
@ Adobe Flash Player 29 NPAPI Adobe Systems Incorporated 3/13/2018 5892 MB 2900113
ﬂAvast Free Antivirus AVAST Software 3/3/2018 888 MB 1822328
‘& Bonjour Apple Inc. 10/14/2016 323 MB 30010

O sccleaner Piriform 2/16/2018 223 MB 540

[m9 Cisco EAP-FAST Module Cisco Systems, Inc. 3/26/2017 154 MB 22.14
[#9 Cisco LEAP Module Cisco Systems, Inc. 3/26/2017 845KB 1.0.19
[# Cisco PEAP Module Cisco Systems, Inc. 372642017 1.28MB 1.1.6
ﬁDefraggler Piriform 12/13/2017 126 MB 221
EaseUS Todo Backup Home 10.6 CHENGDU YIWQ Tech Develop... 10/28/2017 463 MB 106

Download Folder

e Clean out your Download folder
e Type Download in Search Box

e Sort by date...

e Click on file to select

e Delete - Delete — Delete



¥ | ] s | Downloads

Home Share View

= [
Move to ¥ Delete =
L\——I —J W ® X [] Name Date modified

Pinto Quick Copy Paste = Copy to ~ iﬁ Rename
access L]

| Chromebook The Seniors Computer ...
VTC2.docx

b] (17.08.12) Digital Afterlife.pptx

ﬁ (17.07.11) How to become your own ...
il Home Automation Security/Twij.pptx

Clipboard Organize

1 ¥ > ThisPC > Downloads

8/21/2017 11:18 ...
8/21/2017 2:24 PM
8/22/2017 6:26 PM
8/22/2017 6:36 PM
8/23/2017 7:42 PM

Update Your Operating System

e Microsoft updates — Patch Tuesday
e Settings>Privacy/Security

Windows Update

~ | Updates available
FJ' Last checked: Yesterday, 12:42 PM

HP Inc. - HIDClass - 5/16/2019 12:00:00 AM - 2.1.10.1
Status: Pending install

We'll automatically install updates when you aren't using your device, or you can install them now if you

want.

Install now

Set Active Hours
e Start
e Settings
e Update & Security

e Change Active Hours
Active hours

Set active hours to let us know when you typically use this device. We
won't automatically restart it during active hours, and we won't restart
without checking if you're using it.

Active hours

Set active hours to let us know when you typically use this device. We
won't automatically restart it during active hours, and we won't restart
without checking if you're using it.

Start time
8 00 AM

End time (max 18 hours)

2 00 AM

Save Cancel

Type

PDF Document
Microsoft Word D.
Microsoft PowerP..
Microsoft PowerP..

Microsoft PowerP..



@ View update history

Uninstall updates

Recovery options

Update history
v Feature Updates (1)

Feature update to Windows 10, version 1809
Successfully installed on 12/21/2018

See what's new in this update

v Quality Updates (21)
2019-05 Cumulative Update for Windows 10 Version 1809 for x64-based Systems (KB4494441)
Successfully installed on 5/18/2019

Update Your Software

File Hippo
e The Update Checker will scan your computer for
installed software, check the versions and then
send this information to FileHippo.com to see if
there are any newer releases.

FILEHIPPO
Ninite
¢ |Install and update all your programs at once : @
e You need to choose your programs a N N |te

Patch My PC (the one | use)

e Patch My PC Home Updater is a free,
easy-to-use, portable program that keeps over !Patch My PC
300 common third-party applications up to
date on your PC

e Search PatchMyPC - it is installed on your HD every time
you use it

e It automatically finds the files that need to be updated



0S: Microsoft Windows 10 Home 64-Bit
Hostname: LAPTOP-E32EMFDO
Definitions: 11-June-2019

Search From 300 Apps...

Q |.NET Framework - 4.7.03190

L&Ei\ 10 Apps To Install

" 8 of 18 Apps Up To Date!

b I Adobe Flash Player 32 NPAPI - 32.0.0.192
@ © Plugins & Runtimes = | JcCleaner 5.57 | Latest: 5.58
Abne Evernote v. 6.17.6 - 6.17.6.8292
PP O Adblock 'Plus for IE 1.6 (x64) Google Chrome - 74.0.3729.169
O Adobe Air 32.0.0.125 LibreOffice 6.1.5.2
a O Adobe Flash AX 32.0.0.207 Microsoft OneDrive - 19.070.0410.0007
f Adobe Flash NPAPI 32.0.0.207 Mozilla Firefox 66.0.1 (x64 en-US)
Optieny O Adobe Flash PPAPI 32.0.0.207 Revo Uninstaller 2.0.6
O Adobe Shockwave 12.3.5.205 VL€ shacite plaver-= 3.06
\ ; Avast Free Antivirus - 19.5.2378
/’ il T Java & Update:201 (x64) Malwarebytes version 3.7.1.2839 - 3.7.1.2839
A | O Java 8 Update 201 (x86) Microsoft Visual C++ 2005 Redistributable - 8.0.61001
LUl (| O Java 10.0.2 (x64) Microsoft Visual C++ 2005 Redistributable (x64) - 8.0.61000
qu & Microsoft .NET Framework 4.8.0 Microsoft Visual C++ 2008 Redistributable - x64 9.0.30729.6161
E O Microsoft Silverlight 5.1.50907.0 Microsoft Visual C++ 2008 Redistributable - x86 9.0.30729.6161
Microsoft Visual C++ 2012 Redistributable (x64) - 11.0.61030
sihadular @ @ Browsers = Microsoft Visual C++ 2012 Redistributable (x86) - 11.0.61030

& O Brave 74.0.64.77 (x64)
G & Google Chrome 75.0.3770.80
[2) O Maxthon 5.2.7.3000 v

e All updated

0S: Microsoft Windows 10 Home 64-Bit
Hostname: LAPTOP-E32EMFDO
Definitions: 11-June-2019

Color [Green] = Latest Version Installed

®

Re-Scan Installed Apps

I @ Perform 10 Updates

& No Apps to Install " 17 of 18 Apps Up To Date!

Search From 300 Apps...

@ @ Plugins & Runtimes

@ O Adblock Plus for IE 1.6 (x64)
B O Adobe Air 32.0.0.125

O Adobe Flash AX 32.0.0.207

O Adobe Flash NPAPI 32.0.0.207
O Adobe Flash PPAPI 32.0.0.207
I O Adobe Shockwave 12.3.5.205
|£:) O Java 8 Update 201 (x64)

| £ O Java 8 Update 201 (x86)

|£:) O Java 10.0.2 (x64)

:‘\F{ O Microsoft .NET Framework 4.8.0
« O Microsoft Silverlight 5.1.50907.0

@ @ Browsers

& O Brave 74.0.64.77 (x64)

Q_Patch My PC 4.1.0.2 | Definitions: 11-June-2019 | 6/11/2019 12:08:46 PN

Downloading Microsoft .NET Framework 4.8.0 (69.35 MB)

Microsoft .NET Framework 4.8.0 Downloaded Successfully

Installing Microsoft .NET Framework 4.8.0 Silently

Install Successful for Microsoft .NET Framework 4.8.0 Restart Needed

Downloading OneDrive 19.086.0502.0006 (31.61 MB)
OneDrive 19.086.0502.0006 Downloaded Successfully
Installing OneDrive 19.086.0502.0006 Silently

Install Successful for OneDrive 19.086.0502.0006

Options

A

Uninstaller

Scheduler

Patch My PC Update Complete 6/11/2019 12:17:03 PM

o @ O Google Chrome 75.0.3770.80
O Maxthon 5.2.7.3000

° About m.r:] Mozilla Firefox 67.0.2 (x64) 1 © Re-scan installed Apps IQ No Software Selected

DlSk Cleanup ~ Devices and drives (5)
o Utility searches and analyzes hard o [ windows
; . (| ]
drive for files that are n_o Io_nger of | 505 o fren of 017 8
any use and are cluttering it up RECOVERY (D)

o >Thi >Rij i ]
Stgrt This PC>Right click vy
Windows (C:)

. Propert|es DVD RW Drive (E:)

e Disk cleanup

IOMEGA_HDD (G:)

Format...

{

34.2 GB free of 76.6 GB

Copy

TOSHIBA EXT (H:)

Create shortcut

Rename

[ Properties ]




1

£ Windows (C:) Properties

Security Previous Versions Quota
General Tools Hardware Sharing
=
L]
Type: Local Disk
File system NTFS
. Used space: 635,620,311,040 bytes 591 GB
Free space: 349,277,761,536 bytes 325GB
Capacity: 984,898,072,576 bytes 917 GB
Drive C- Disk Cleanup

[]Compress this drive to save disk space

| file properties

<* Disk Cleanup for Windows (C:)

Disk Cleanup
EE You can use Disk Cleanup to free up to 55.5 GB of disk

space on Windows (C:).

Files to delete:

[} Downloaded Program Files 0 bytes 8

Cancel

_%1 Temporary Internet Files 1.91 MB
[ ]i#¥|Offiine webpages 518 KB
[]  system created Windows Error Reportin... 300 KB
[]  DirectX Shader Cache 133KB
[l Nalivan: Nintimizatinn Filae 147 MR
Total amount of disk space you gain: 37.0MB

Description

Downloaded Program Files are ActiveX controls and Java applets
downloaded automatically from the Internet when you view certain
pages. They are temporarily stored in the Downloaded Program
Files folder on your hard disk.

GCIean up system files View Files

Cancel

Allow files on this drive to have contents indexed in addition to

Apply

Disk Cleanup

complete.

Caleulating

Scanning:  DirectX Shader Cache

. Disk Cleanup is calculating how much space you will be able
.. tofree on Windows (C:). This may take a few minutes to

o

x

Check the boxes - If you
are not sure what each
item does, highlight it and
read the description.

Click OK

If you want to keep what is
in your Download folder,
don’t check that box.

‘ [ ] ¥ Downloads

549GB



Error Checking

e Click on Tools>Check

This option will check your hard drive for any system errors

e A system error occurs when an operating system stops at
the moment it reaches a condition where it can no longer
operate safely

£ Windows (C) Properties X

Securty Brgyious Versions Quota General Tools Hardware Sharing
General Hardware Sharing
Error checking
] [Windows]
This option will check the drive for file

Type: Local Disk -~ system errors.

File system: ~ NTFS
¥ Check

. Used space: 635,620,311,040 bytes 591 GB
Free space: 349,277,761,536 bytes 325GB

Capacity 984.898,072,576 bytes 917 GB

q Error Checking (Windows (C3)) X
E

You don't need to scan this drive
Drive C Disk Cleanup
We haven't found any errors on this drive. You can still scan the drive for errors if you want.

D Compress this drive to save disk space

A\Iow files on this drive to have contents indexed in addition to 4> SC& n d rive
file properties You can keep using the drive during the scan. If errors are found, you can decide if you want

to fix them.

Cancel
Optimize and Defrag Hard Drive
e Optimizing your computer’s C: drive can help it run more
efficiently
e Designed to increase access speed by rearranging files
stored on a disk to occupy contiguous storage locations
e You only need to optimize your Windows (C:) drive
2. Windows (C) Properties X ° CIle Optlmlze
Searty | PevomVerdors = e Click on Change settings
Error checking ® CIICk Run On a SCthUle
This option will check the drive for file system (recommended)
-~ errors.

e Decide on Frequency
Optimize and defragment drive ( Da I Iy / Wee kl y /
B Of;;t\mlztl‘ng your computer's drives can help itrun more M O n t h |y)
efficiently.

optmize e Choose Drive




After you set it up, it does the process in the background while

you are working.

& Optimize Drives

You can optimize your drives to help your computer run more efficiently, or analyze them to find out if they
need to be optimized. Only drives on or connected to your computer are shown.

Status

Drive Media type

Hard disk drive

Last run
[ Windows (C:)

9/6/2018 12:20 PM

Current status

fragmented)
w RECOVERY (D:) Hard disk drive 9/6/2018 1:09 PM  OK (0% fragmented)
- IOMEGA_HDD (G:) Hard disk drive 9/6/2018 1:10 PM  OK (0% fragmented)
w - Toshiba Ext HDD ... Hard disk drive 9/6/2018 1:09 PM  OK (0% fragmented)
w Lexar (1) Remaovable drive MNever run Optimization not available
GAnalyze GOp‘[imize
Scheduled optimization
On GChange settings
Drives are being optimized automatically.
Frequency: Weekly
Close
Optimize Drives 2 Optirmize Drives o
Optimization ule Select the drives you warnl bo oplimize on a régular schedule:
F L :;.I Select all ‘-____-F"
Bl Windows (C)
] Runon a schedule recommended) = '
[ - RECOVERY (Cx)
Frequency Weekly . :—I.b ICMEGHA_HDD (G
\ y [ w Taishiba Ext HOD {(H:)
Increase task priority, if three consecutive scheduled runs are m
r .
Dinives Choose
. -
Ondy drrves that can be icheduled for Sutomatic optimiZation ane
shorwn,
0K Cancel

I: Automatically optimize new dnives



Windows 10’s New “Free Up Space” tool to Clean Your
Hard Drive

< Settings
@ Free up space now
Remove temporary files

disk space,

Purging: Previous Windows installation(s)

Windows upgrade log files

Choose which items you'd like to permanently remove to free up

e Came with the April 2018 update

e A bit faster than Disk Cleanup

e Start>Settings>System>Storage>Click “Free Up Space
Now” link under Storage Sense

System

3 Battery

= Storage

&

Tablet mode

i

Multitasking

|

Projecting to this PC

I like to decide what I want
to remove so I have turned
automatically free up space
off

e Scroll through list

]
~

This PC (C:) - 918 GB

427 GB free
RECOVERY (D:) - 13.0 GB

1.34 GB free
IOMEGA_HDD (G) - 76.6 GB

34.2 GB free
Toshiba Ext HDD (H:) - 465 GB

277 GB free

Storage

Windows can automatically Tree up space by getung rid of files
you don't need, like temporary files and content in your recycle
bin

@ off

e Check types of data you want to remove
e Can delete everything listed as long as computer is

functioning properly



@ Free up space now

Remove temporary files

Choose which items you'd like to permanently remove to free up
disk space.

Remove files Total selected: 3.73 GB

I:l Downloads 33.9GB
Files in your Downloads folder.

Windows Update Cleanup 3.32GB
Windows keeps copies of all installed updates from Windows

Update, even after installing newer versions of updates.
Windows Update cleanup deletes or compresses older
versions of updates that are no longer needed and taking up
space. (You might need to restart your computer.)

Windows upgrade log files 230 MB
Windows upgrade log files contain information that can help
identify and troubleshoot problems that occur during
Windows installation, upgrade, or servicing. Deleting these
files can make it difficult to troubleshoot installation issues.

Temporary Internet Files 151 MB
The Temporary Internet Files folder contains webpages
stored on your hard disk for quick viewing. Your personalized
settings for webpages will be left intact.

Thumbnails 24.0 MB
Windows keeps a copy of all of your picture, video, and
document thumbnails so they can be displayed quickly when
you open a folder. If you delete these thumbnails, they will
be automaticallv recreated as needed.

e After checking the boxes of what you want to delete, click on Remove

files

<« Settings
@ Free up space now
Remove temporary files

disk space.

Remove files /

Windows upgrade log files

Choose which items you'd like to permanently remove to free up

Total selected: 53.5 GB

Windows upgrade log files contain information that can help
identify and troubleshoot problems that occur during

393 MB

Optimize Startup

Computer slow to boot up?

e Many programs add themselves to start up during install
e Use Task Manager to disable selected programs that start up

during boot process

e Computer will start up faster

Open Task Manager

e Ctrl + Alt + Del
e Select Task Manager



OR
e Right click on Task Bar>Select Task Manager

e OR
Right click on Start>Select Task Manager

Taskbar
Toolbars

Cortana

” Show Task View button

Show People on the taskbar
Show Windows Ink Workspace button

Show touch keyboard button

Cascade windows

Show windows stacked

Show windows side by side

Show the desktop

Task Manager

“ Lock the taskbar

L¥ Taskbar settings

Start

Apps and Features
Mobility Center

Power Options

Event Viewer

System

Device Manager
MNetwork Connections
Disk Management
Computer Management
Windows PowerShell

Windows PowerShell (Admin)

Task Manager
Settings

File Explorer
Search

Run

Shut down or sign out

Deskiop




Task Manager
e Click Startup tab
e Select (click on) a program you don’t want to start up when
your computer turns on
o Click on Disable

1 Task Manager — O =

File Options View

Processes Performance App historyUsers Details Services

Last BIOS time: 11.1 seconds

Name B Publisher Status Startup impact
Ea Windows Defender notificat.. Microsoft Corporation Disabled Low
f& Microsoft OneDrive Microsoft Corporation Disabled MNone
i_-, Logitech Download Assistant  Logitech, Inc. Enabled Low
@ HPlogo_blue.ico Enabled Not measured
ﬁa HP Message Service HP Inc. Disabled None

Disable

Optimize Startup
e Windows 10
e Start>Settings>Apps>Startup>Move slider from On to Off...
Startup

AppS can be conngurea To Start wnen you 10g In. In most cases
apps will start minimized or may only start a background task.

Sort by: Name ~

n AvLaunch component on
AVAST Software Not measured
'ﬁ Avast Secure Browser on
R AVAST Software Not measured

3 CCleaner on

Piriform Ltd Not measured

& EEventManager Application on

SEIKO EPSON CORPORATION Not measured
Evernote Clipper On

&

Evernote Corp., 305 Walnut Street, Redwo... Not measured

4’) HD Audio Background Process On
Realtek Semiconductor Not measured
@ HP Message Service @ Off
HP Inc. Mo impact

HPI i
@ ogo_blue.ico @ Off
Not measured



Optimize Startup

e Use CCleaner to disable programs

Organize Your Hard Drive

Your hard drive is your computer’s file cabinet
Folders — Categories / Subjects
o Contain documents / Photos
e Sub-folders — Pertain to main Category
o Contain documents / photos...

Numbers rule — Folders I use the
most often are at the top of the list

Sub-folders under 1 — GO

Class Schedules
Cloud
Create a Website
Custom Guides
Digital Photo Techniques
Download
Fun with Photos
GO Jazz
Goodwill

Google
Internet
Intro to Computers

Keyboarding

[] Name

1-GO
1-WORKING ON
2 - Articles2Go
3-PCG

4 - APCUG

5 - New Website
6 - Calendar

7 - Zoom

& - Presentations
9 - FYl

MNew Class ldeas

New folder

Photo Gallery
PowerPoint Class

PR

Preventive Maintenance
Security

Sign-in Sheets

Social Netwarking for Seniors
Time Sheets

Windows 7

Windows 8

Windows 8.1



Documents>Google>0rganizing Your Life with Google

WA possibly unwanted program google forms cheat sheet

“ Beyond Google for Teachers | Google Forms

“ chrome cheat sheet | Google Hangouts

| FUn Stuff M| Google Map'1

L Goog -1 | Google Maps

EL Google Calendar EL Google Presentations

] Google Circles “ Google Search Tools for Teachers
“ google docs cheat sheet “ google sheets cheat sheet

@L Google Docs @L Google Sheets

| Google Docs-1 “ google slides cheat sheet

| Google Drive 3 Google Tips for Better Searching - Bel

“ Google Earth for Teachers I'Gr:!r::gle Voice

El =y =

“ Google for Teachers I |Labels - Google

Organize Your Hard Drive

Pictures — organize by
Folder Name - Year
Folder Name — Subject

Delete duplicate pictures
Delete blurry pictures

Nl

February 20 October Mtg Passwords PCG 8-9-17
Ny -~ -
=
—
Pictures Presenters Saved Pictures Screenshots

Organize Your Desktop Icons

Delete folders and files on desktop

o Make sure all files have been saved in appropriate folder
in Documents / folder name

Do you need that app shortcut?

Do you use several programs for digital editing?

Do you have several anti-malware programs?

Do you have several icons for genealogy?

Organize them into 1 folder



e Create a folder

e Right click on Desktop>Click New>Name Folder>Press Enter
e Drag & Drop IcoPs into new folder

i View >
‘ Sort by >
| Refresh

Paste

Paste shortcut
! Undo Delete Ctrl+Z
‘ Mext desktop backaround
@ Intel® Graphics Settings

MNew >

Q_ Display settings
‘ & Personalize

#| Shortcut

13 Funnies - What a World.pptx 6/10/2019 4:29 PM

@ How do sscammers know so much about m...  6/10/2019 4:37 PM

@ June FBI Stop Scams_LA Working Group me...  6/11/2019 9:24 AM

@ Tax Scams Year Round.pptx 6/10/2019 5:15 PM
6/1

@ Traveling with your devices.pptx 0/2019 4:26 PM

Download Folder

e Always use your Download folder to save
o E-mail attachments - documents / pics
o Programs / apps you download from the Internet
e Create a folder for program / app you are downloading
o I copy & paste the info from the confirmation e-mail into a
Word doc and save it in the appropriate Download
sub-folder
o Include registration information
Serial number
o Contact info....

O



> Downloads Sort by Date modified to delete

~ downloaded docs / pics you no longer
Mame need
Brother » Downloads "
FaseUs

Name Date modified

HD Sentinel [°| Home Automation Security/Twij.pptx

Malwarebytes @°| Home_Automation_Security_BillJames... 8/23/2017 7:43 PM
MovieMaker i Educational Fun Websites - Lewis - Jun.. 8/24/2017 3:51 AM
. f| GNU Octave - Maybach (2017_06_04 2.. 8/24/2017 352

MovieMaker-1 . _ ) o L
i Microsoft's Varied Word-Processing Q..  8/24/2017 3:53 AM
Patch My PC ¢ hitps__app.asapconnected.com_Class..  8/24/2017 11:03 PN

Piriform ¢ Social Media Report Aug 2017 pdf 8/25/2017 5:12 PM
@] The_Dark_Side_of_Technology_RodSch.. 8/25/2017 11:12 PM
(| PATACS VTC Watch Party writeup .doc 8/25/2017 11:48 PM

WinPatrol Ransomware

WinPatrol Update

Organize Your E-mail

e Create folders same as hard drive
. Google
e Check your email program on how to
create folders .
e Click on email to move to appropriate Mail ~
folder
e Empty Trash | cowoss |
e Check Spam folder to make sure there Inbox (1,311)
aren’t any emails in the folder that Starred
belong in your Inbox g‘:;‘;t's‘“z')
e Move them to Inbox (Gmail-Not spam) 2018 DP Contest
e Check the boxes 2018 Newsletter Cont...
; 2018 VOTY
Q :n:spgelete forever (Gmall) X - ® 2018 Website Contest
Membership Database
@ Delete forever Not spam = 0 B ®» 1-17 0f 17 1 Speaker5 Bureau (1)

< < I <

VOTY - 2018

Messages that have been in Spam more than 30 days will be automatically deleted.

Delete all spam messages now

Autolnsurance $378.92 For 6 Moscvjudy of auto Insurance... - | 8:48 PM
William Scott Looking forward to your quickest response - —... 8:15PM
CONFIRM SCVJUDY Client #980920942 To_STOP_Receiving Thes... 1:27 PM
Advanced Computer S. Notice of cancellation - Here are your subscrip... 1:19 PM

¥ 2 Insider Offers Is Your Cat Telling You Something? - Is your c... Jun 15



Move to appropriate folder (Gmail)

a o i E] ‘ ¥ More ~

Susan & Bill Schmidt

Susan & Bill Schmidt |

Susan & Bill Schmidt 2018 DP Contest
Susan & Bill Schmidt 2018 Newsletter Contest

. . 2018 VOTY
Susan & Bill Schmidt 2018 Website Contest
Susan & Bill Schmidt Membership Database

Susan & Bill Schmidt Speakers Bureau

\INTV 2N40

Delete Spam (Gmail)

Unsubscribe to e-mails you no longer read
o Newsletters
o Blogs
o E-mail alerts
Want to change how you receive these emails?

You can update your preferences or unsubscribe from this list.

DO NOT unsubscribe to newsletters, blogs, etc. you did not
opt to receive

DO NOT reply to an e-mail from someone you don’t know
Phishers then know your address is correct

o They get more money for a ‘live’ address

Use Spam button to alert your email provider message is
spam
Delete message

Delete forever Not spam - - More ~ 1-3 of 3 ¢ v
Delete all spam messages now (messages that have been in Spam more than 30 days will be automatically deleted)

| vl Canadian-Drugstore A recent survey proven that the majority of online customers choos¢ 11:37 am

V] UNDETECTABLE DAGGER Final call: Shipping your Undetectable Knife today - Did you see this Sep 9

vl Francis Chao (no subject) - Hello Judy https://goo.gl/afus7b Francis Chao Sep 8



Clean Up Your Web Browser

e Improve the speed of your browser
o Clean up Bookmarks / Favorites
o Do you still need all of them?

e Chrome

o Menu (3 dots)>Bookmarks>Bookmark Manager

Keyboard Shortcuts... =

(D)
Bookmark this page...

Bookmark open pages...

v Show bookmarks bar

| Bookmark manager

e Right click on 3 dots
e Click delete

e Firefox Bookmarks

o Click Bookmarks button

About the Microsof...

a

) Windows | New tab

New window

Get Helnh v Store v [

New incognito window

Ctrl+D
Ctrl+Shift+D History
Downloads
Ctrl+Shift+B
Bookmarks

Ctrl+Shift+0

About the Microsoft Garage - Microsoft Garage

nnns

Ctrl+T
Ctrl+N
Ctrl+Shift+N

Ctrl+)

groovyTip: Did You Know You Can Bookmark Individual Gmail Messages’

Europa Gato Barbieri - YouTube

i\

Edit

Copy URL

o Right click on Bookmark to select>Click Delete

b

Search
4 Bookmarks

ﬁ Bookmark This Page
ya Bookmarking Tools
Q Search Bookmarks

Recently Bookmarked

Microsoft Edge embraces open-source Ch===~""

[J PDF to JPG Converter - Convert your PDF
a How To Use Pinterest’s Group Boards To C
@ Funny Days, Weird Holidays & Celebratior

N ® @ ©

Ctrl+D ﬁ'

>

L

Open
Open in a New Tab
Open in a New Window

Open in a New Private Window

IM Help and Tutorials Cut

@ Getting Started Copy

M Get Involved Delete
IM Customize Firefox Properties
IM About Us

Show All Bookmarks Ctrl+Shift+B



e Edge Favorites
o Click Settings (3 dots)>Favorites>Manage

Favorites>Click X to delete Favorite
* = Mew tab

[ Manage favorites Ctrl+5Shift+O ] B Mew window

Mew InPrivate window
{?, Add this page to favorites

Add open pages to favorites rl+Shift+ Zoom - 1Mo% + Vs

 fvorites | N "
Show favorites bar [ 3¢ Favorites > ]

Favorites bar

D Have | been pwned? Check if your email has ... htt veibeenpwhned.comn C]

Improve the speed of your browser
Clear the history

Delete cookies

Clear the cache

o This is a job for CCleaner!

e Microsoft Edge > G
Internet Cache Internet Cache Internet Cache
Internet History Internet History Internet History
Cookies Cookies Cookies
Download History Download History

Download History

Last Download Location Last Download Location _

: ) Last Download Location
Session Session _
Set Aside Tabs Site Preferences =
Recently Typed URLs Saved Form Information Saved Form Information
Saved Form Information Saved Passwords Saved Passwords
Saved Passwords Compact Databases Compact Databases

Select the items you want to delete (some are pre-selected; you
can customize what you want to delete)

NOTE: In my adult ed preventive maintenance class, we went through the
above steps for cleaning computers (students brought their laptop so they
could do hands-on with their own equipment—a few times they even brought
their towers and connected them to the school’s monitor, keyboard &
mouse). After we finished going through all the steps, I showed them how to
use CCleaner to do the same things a lot more quickly. Some people prefer
not to use anything other than the Windows processes and some prefer to
use CCleaner. You only need CCleaner’s free program.www.ccleaner.com -
it’s owned by Avast.



www.ccleaner.com

Clean Your Android Devices

Turn off your device before cleaning

Screen - Clean with a micro-fiber cloth and same cleaner

you use for your LCD screens

Remember those germs - 25,127 germs per square inch

Anti-bacterial wipe - Use to clean rest of the device

o If you use your phone all the time—including during
meals—a daily cleaning with a disinfectant wipe is a good
idea

o At least clean weekly

o Also wipe down your headphones / ear buds

Charging your phone - Get in the habit of charging your

phone every night when you go to bed
If you have trouble charging your device, try another
cord/cable

o Plug charger into another outlet

o If your car doesn’t have a phone charger, a cigarette
lighter charger may be useful

Restart your device to refresh it

Apps you use most should be on the Home screen

Update apps, as necessary

Settings will show you exactly what is taking up storage on

your device.

o See the space used by different types of data with the
Files Go app (Play Store) In the Play Store each app will
tell you how much space it will require before you
download. The “File” app on the Android is the equivalent
of the File Explorer in Windows.

Delete apps you haven’t been using; you can always

reinstall them.

Turn off the GPS feature in the camera app, if you are

concerned about photo locations.

Delete old texts

Delete old messages

History - In Browser settings, clear history and cookies

More storage - If your phone or tablet has a microSD card

slot, purchase a microSD card for more storage

Back up your photos

The Photo app will store photos in the cloud

o Using the Free Up Space feature in the Google Photos app



will only remove pictures from your phone if they've
already been successfully backed up and uploaded to the
cloud. (You will get popup warnings explaining exactly
what will happen when you delete a picture.)

o All other pictures will remain untouched on your device.
Nothing will be deleted from your Google Photos library.

o Deleting pics using the Google Photos app will cause them
to also be deleted from your Google Photos library.

Clean up contacts

o Do you have a person’s info more than once?

o Do you have all the info you need for your contacts?

o Do you need to add new contacts or complete their info?

Optimize your Android device with CCleaner — it’s free

Android Resources
How-To Geek - The Complete Guide to Improving Android
Battery Life
o http://bit.ly/2QqgFc4n
Five Ways to Free Up Space on Android
o http://bit.ly/2DtXwn2
Lifewire - 10 Tips to Improve Your Android’s Performance
o http://bit.ly/2p0Ww39
Appuals - How to Optimize Your Android Device Performance
o http://bit.ly/20Xw6zn

Clean Your iDevices

Can change with new iOS

Turn off your device before cleaning

Screen - Clean with a micro-fiber cloth and same cleaner

you use for your LCD screens (or use eye glass cleaner

sparingly sprayed on cloth)

o Remember those germs - 25,127 germs per square inch

Anti-bacterial wipe - Use to clean rest of the device

(damp, not wet)

o If you use your phone all the time—including during
meals—a daily cleaning with a disinfectant wipe is a good
idea

o At least clean weekly

o Also wipe down your headphones / ear buds


http://bit.ly/2QqFc4n
http://bit.ly/2DtXwn2
http://bit.ly/2p0Ww39
http://bit.ly/2oXw6zn

Charging your phone - Plug the phone in (or place on the

wireless charger) when you go to sleep; if you wake up

sometime in the night, unplug it/move it to prevent constant

trickle-charging. If you don't wake much, plug your phone

into @ smart plug that's on a schedule so it turns off.

o If your car doesn’t have a phone charger, a cigarette
lighter charger may be useful

Restart your device (as the first step in trouble shooting a

problem)

Use Apple’s apps

Delete apps you aren’t using

Delete large apps that take up a lot of space

Close apps running in the background

Clean up iOS junk files

o Cache (in Safari)

o Settings > Safari > Clear History and Website Data >
Clear History and Data
Cookies

Turn off automatic app downloads

Turn Off or select apps to be auto refreshed)

o (Settings > General > Background App Refresh > Off or
Wi-Fi or Wi-Fi & Cellular Data)

Disable Siri suggestions

Delete old texts and messages

Back up your photos / music / videos

o iCloud storage or iTunes

o Be brave, delete old photos - they are in the Cloud or on
your computer

Clean up contacts

o Do you have a person’s info more than once?

o Do you have all the info you need for your contacts?

o Do you need to add new contacts or complete their info?

iDevice Resources

Simple tips to speed up your iPhone

o https://zd.net/2KIMfv5

How to Speed Up Your iPad and Improve the Performance
o http://bit.ly/2wUInbP

How to Declutter and Speed Up Your Phone

o https://nyti.ms/2WOFgE1



https://zd.net/2KlMfv5
http://bit.ly/2wUInbP
https://nyti.ms/2WOFqE1

