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Design Document: Computer Maintenance Basics 
Class Description

Learn tips and tricks for improving your computer's performance, stability and speed through common maintenance tasks in this class. 

Curriculum Track
Basics
Audience
Adults
Course Length

90 minutes

Training Method

Lecture-demo
Purpose

1. To teach students how to maintain the hardware of their computers
2. To teach students how to keep their computer running fast and safely by protecting their computers from viruses, out of date programs, and unnecessary files/programs.
Equipment Requirements

Projection screen, laptop with internet connection, laser pointer

Software Requirements

Microsoft PowerPoint 
Material Requirements

Power Point presentation, handouts, training evaluation, pens/pencils
Learning Objectives
At the end of the session, learners will be able to: 

· Explain how to properly care for a laptop battery

· Explain how to prevent a computer from overheating

· Explain how to keep their computers clean

· Explain how to properly avoid damage when traveling with a laptop
· Explain how to update windows and other computer programs

· Explain how to and why you should back up your computer

· Explain how and why you should protect your computer from viruses

· Explain how to keep your computer running fast by using system clean up tools and turning off unnecessary start up programs.
Assessment Technique(s)
· Question/Response
Content Outline
Agenda (2-3 mins.)
· Computer longevity
· Hardware Maintenance

· Laptop Protection
· Software

· Viruses 
· Backup 
· Performance*Next Slide
Computer Longevity (5-10 mins.)
· Tell the class that by using the following techniques you can usually get 5-6 years out of a computer.
· Explain why keeping food and liquid away from your computer is important

· Liquids and food are the number one cause of destroyed keyboards and laptops 
· A surge protector is important to protecting the hardware of a computer.  Sudden power outages and/or surges can destroy computer hardware leading to expensive repairs or having to purchase a new computer.
· To extend the life of your computer and reduce power bills turn off or sleep your computer when it is not in use. *Next Slide
· Talk about what you need to do to extend the life of a battery

· Don’t keep the computer constantly plugged in

· Don’t expose to extreme temperatures

· Avoid completely draining your battery often
· Best course of action is to run your battery until around 10% then plug it back it to fully charge it at least once a week.

· If you do not use your electronic for a long period of time maintain the battery by charging it to full at least 3-4 times a year. *Next Slide
· Keeping your laptop ventilated and cool will extend the life of the battery and hardware.
· Operate in a cool dry place with good airflow

· Cooking pads can extend the life of your laptop as well as keep your lap more comfortable and cool

· Don’t run your laptop on anything that holds heat like blankets, pillows, etc.

· Keep your laptop on a stable and secure location to avoid falls *Next Slide
· Talk about how to best treat and place a desktop tower/box

· Set up in a cool dry place with good airflow.

· Avoid putting it in a location where it can be easily bumped, fall, kicked, etc.

· Avoid piling stuff on or around your computer to avoid heat buildup and restricting air flow.

· Talk about places to avoid placing the computer

· Near the edge of a desk

· Near a heating vent

· Near an open window

· Buried in books, paperwork, blankets, etc.

· Under your desk near your feet

· Backed up to a wall (allow at least 6 inches for air flow)

· Location where pets can cause damage to it. *Next Slide
Hardware Maintenance (5 mins.)
· Explain how buildup of dust and dirt makes your computer run hotter and puts strain on fans.  This will likely decrease the life of your computer and its components. *Next Slide
· Explain how to properly clean your computer

· Always make sure the computer is off, unplugged, and the battery is removed

· Clean the internals with compressed air a couple times a year outside

· Desktop: Remove the side panel and blow dust off all components *Next Slide
· Laptop: blow air directly into the exhaust vents and fans until dust no longer comes out of the laptop. *Next Slide
· When cleaning the screen never use Windex or other glass cleaners!  Screens are porous and the chemicals in these cleaners will eventually damage your picture.

· Instead buy screen cleaner from places like staples, best buy, etc.

· You can make your own solution with 1 part 70% isopropyl alcohol and 1 part water. *Next Slide
· Warning this involves a danger of damaging your hardware!  You can wash your electronics only if it is absolutely necessary!
· Compressed air should work 99% of the time

· For that one percent you can wash components with water and dish soap or even put them in the dishwasher on light settings.

· Make sure that each part is 100% dry before trying to reuse it.  In this case being over cautious is always better.
· You can also wash your components with 70% or greater isopropyl alcohol

· Never wash batteries, screens, laptops, power supplies, or hard drives. *Next Slide
Laptop Protection (5mins.)
· Explain the importance of protecting your laptop, how to properly pack your laptop bag, and how to travel with it properly to avoid damage.

· Buy a computer bag or cover to protect it from damage when traveling.

· Place your laptop charger, mouse, and other accessories. in a separate pouch from your laptop to avoid damage.

· Always place your laptop in a place where it will not move or bang around during travel.

· If there is extreme heat or cold (over 85 degrees or under 45) have your laptop in the cabin with you.

· Strap your laptop in with a car seat if possible or place it on the ground to avoid it from falling during sharp turns or quick breaking. *Next Slide
Software (5-10 mins.)
· Explain the importance of keeping your computer up to date

· Windows (if they are still running XP suggest they should upgrade to at least 7 since windows XP no longer receives security updates or protection from Microsoft Security Essentials)

· Even with the best antivirus Windows XP will never again be safe from security threats.

· If you are not able to upgrade at the moment, please be extremely careful about internet usage and the use of sensitive information on that computer. *Next Slide
· Best browsers for security, and speed are Mozilla Firefox, Google Chrome, Opera
· All of your programs should be set up to auto update

· You should keep everything up to date to protect yourself from security holes, viruses, and updates keep your computer running fast and efficiently.

· If time allows demonstrate how to update some programs or how to set them to auto update *Next Slide
Viruses (5-10 mins.)
· Explain what a virus is, why they are bad and the importance of having your computer protected with antivirus software
· A Virus is a malicious code that can harm you and your computer is multiple ways
· Viruses can slow down your computer

· They can hijack your computer

· They can steal your personal information.
· Hold your computer/files hostage
· Best Paid antivirus software

· Kaspersky:  Has been the top rated antivirus for years
· BitDefender Plus:  New program but highly rated by professionals

· Norton:  Has been in business a long time and protects many businesses and personal computers.  Highly trusted

· McAfee:  Mostly protects personal computers, but has been in business a long and is highly trusted. 
· Advantages over Defender and other free antiviruses
· Comes with a built in firewall that is better than Windows Firewall

· Updates more frequently with new viruses and protections

· Can find and stop more viruses then free software

· While the costs are higher you will have stronger security then a free alternative. *Next Slide
Performance (5 mins.)

· Explain that you in most cases you can increase the performance of your computer by keeping it cleaned up and efficient.

· Clean out cookies or set it up to auto delete to keep your hard drive from filling up. *Next Slide 
· CCleaner/disk cleaner for Windows deletes temporary files and cookies 

· Disk Cleaner: A program built into windows that find empty folders, temporary files, browsing history, left over update files, etc. and deletes them to free up space on your hard drive and make your computer faster.

· CCleaner: free and more robust version of disk cleaner*Next Slide
· Free up space on your hard drive by uninstalling programs you no longer need on your computer.  Do this by going to control panel, uninstall a program, and finally choosing the program you would like to uninstall. *Next Slide
· Defragmentation reorganizes your hard drive making it faster and more efficient.  This should be done 1-2 times a year for mechanical hard drives and never for solid state hard drives. *Next Slide 
· Minimize the amount of programs that startup when you turn your computer on for faster startups and performance. You can find by searching for msconfig in the start menu search bar or in the task manager of windows 8.1 and 10. 
· Demonstrate how to use these features if time and equipment allows. *Next Slide
Backup (5 mins.)
· Backing up your data often is a great way to avoid loss if something goes wrong.  Explain the importance of backing up your computer and talk briefly about the following cloud storage options.
· Cloud storage is free for small amounts of data.  For a monthly fee you can have very large amounts of storage from these options
· iCloud, Google drive, one drive, drop box, and Amazon cloud drive. *Next Slide
· You can also back your data up physically using an external hard drive, or flash drives.
· Flash drives are cheaper, but are typically only 32gb to 128
· External hard drives can be very large.  They are typically 500bg- 4tb
· Some of the best and easy to use backup programs are Carbonite, Nova Backup, Acronis Backup.
· Carbonite: Automatically backs up all your data to the cloud as you work
· Novastor and Acronis backup helps you back up to the cloud or physical backup *Next Slide
· Explain that you cannot back up programs or Windows, but there are ways of not losing these programs

· Windows

· System restore: Use this to allow you to set your computer back in time when Windows was working properly.  This does not cause you to lose files or programs installed after the setback date

· Use a windows repair disc or a Windows instillation disc to try to repair Windows if it is not working properly

· Finally, if that all fails use the factory reset option by following the computer manufactures instructions or use a Windows instillation disc to reinstall Windows

· Programs

· Programs can never be backed up.  Please keep all of your discs and codes to allow for easy instillation in case a program is lost or Windows is reinstalled.
Questions

· Answer and demonstrate any questions had by patrons.

· Encourage the patrons to make 1 on 1 appointments with me or another librarian for further assistance.
· If applicable encourage them to come to the cyber security class
Courtesy of Gail Borden Public Library and the Public Library Association
05/15

