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Tips & Tricks

Defragment your hard disk drive to keep it in peak condition
Files and applications on your computer's hard disk drive are not always stored together as one unit, but are
often divided into smaller units and scattered around the hard disk. This is caused by normal use.

On a fragmented hard disk, a computer has to work harder to gather all of the small units to perform the
commands you give it; this slows down its ability to access files and run applications. Running Disk Defragmenter
helps by putting all like files and applications into contiguous groups so the computer can access them quickly.

If you use your computer a lot, it's a good idea to run Disk Defragmenter on a regular basis. It's also a good idea
to run Disk Defragmenter after you install a lot of applications to enable them to run at top speed.

Here's how to do it:

1. Click Start, point to Programs, point to Accessories, point to System Tools, and then click Disk
Defragmenter.

2. Click the Settings tab, select the check boxes you want (to ensure fastest startup of programs, select
the first box), and then click OK.

3. Click the drive you want to defragment, click OK, and then click Yes.

Note: Before you run Disk Defragmenter:

1. Shut down all applications.
2. Back up important data.

Select Drive |

YWhich drive do pou want bo defragment?
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Dizk Defragmenter 5ettings |

—%'hen defragmenting my hard drive:

¥ Fearange program files zo my programs start faster.
¥ Check the diive for emors.

— | want to use these options:
i~ This time only.

= Every time | defragment my hard drive.

Cancel
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Clean up your hard disk drive with ScanDisk
Through normal use of your computer, your hard disk drive can become cluttered and a bit messy. And folders can
become cross-linked, file names can contain invalid or unknown characters or become damaged, and file names
can become disassociated with their files. ScanDisk can fix these and other problems for you. It's also a good idea
to run ScanDisk on a regular basis: once a week for Standard, and once a month for Thorough.

Here's how to use ScanDisk:

Click the Start button.

Point to Programs, point to Accessories, point to System Tools, and then click ScanDisk.
Click the drive you want to scan, and choose either the Standard or Thorough test.

Click Start.

R

o The Standard test checks the files and folders on the selected drives for errors.

o The Thorough test will give you further options. It performs the Standard test plus checks your
hard disk drive for physical damage. You can even specify to scan areas of your disk containing
only data files, or just the areas with system files, or both.

o Both Standard and Thorough have a set of Advanced options that help you to deal with lost
file fragments, invalid files, and files that overlap the same disk space. You can also choose to
keep a log file of what ScanDisk finds.

& ScanDisk - (C:) I |

)

Select the drivels] vou want to check for emors:

=4 3% Floppy &)
e [

— Type af test

" Standard
[checks files and Folders far errors]
% Thorough

[performs Standard test and scans disk surface for emrarz] Optionz... |

¥ Automatically fis erors

Stark Cloze Advanced...

3 Brian Loss 04/15/02



sing Windows 98
Maintaining your Computer

Surface Scan Options |

ScanDisk will uze the following zettings when scanning the suface
af wavr disk Faor emrars.

Areaz of the dizk to scan
¥ System and data areas.
" Suystem area only.

i~ Diata area only.

[T Do not perfarm write-testing.

[T Do not repair bad zectors in hidden and system files.

Cancel |

ScanDisk Advanced Options EE |
— Dizplay summarpy———— [~ Lost file fragments
= Alwaps " Free
O Mever & Convert ta files
" Onlw if emors found
— Log file — Check files for
* Replace log ¥ Ireealid file names
" Append to log [ Irvealid dates and limes
" Nolog [ Duplicate names
B E_r::nss-linked file:s [V Check host drive first
Lees [ Feport M5-D05 mode
&+ Make copies name length errorz
" |gnore

Cancel |
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Clear up the clutter with Disk Cleanup

1. Click Start, point to Programs, point to Accessories, point to System Tools, and then click Disk

Cleanup.
2. Click the drive you want to scan, and wait while the program calculates how much disk space is available

for cleanup.

3. To delete obsolete files, click the Disk Cleanup tab, select the check boxes of the files that you want to
remove, click OK, and then click Yes.

4. To remove Windows components, click the More Options tab. In the Windows Componentsarea, click

Clean Up.

To see what is included in any component, select the component, and then click Details. If you want to remove
individual items within any component, clear the check boxes of the items you don't need.

1. To remove installed programs, click the More Options tab. In the Installed Programs area, click Clean
Up. On the Install/Uninstall tab, click the program that you want to remove, and then click
Add/Remove. Follow the instructions on your screen to remove the program.

Select Drive EH |

Select the drive you want to clean up.

Dirives:
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g8 Digk Cleanup for [C:]

Disk Cleanup | M are Options I S ettings I

You can uze Digk Cleanup ta free up to 3.57 MB af digk
g gpace on [C:].
Filez to delete;
213MB
0.00 kB

& Temparary Intemet Files
[1(&] Downloaded Program Files

] ‘&j Recycle Bin 1.44 ME
@ Temparary files 0.00 ME
Total amount of disk zpace you gain: 357 MEB
— Description

The Temparary Intermet Filez folder containg 'Web pages |

zhored on your hard digk for quick viewing, “our perzonalized
zettings for \Web pages will be left intact,

I

Wiew Files |
0k, I Cancel |
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