Computer Setup, Use and Maintenance Tips
Computers and other electronic equipment are fragile and can easily be damaged by temperature variation, heat, dust, smoke, insects, water, moisture, vibration, shock, and electrical power surges and sags. The following tips will help you to keep your computer equipment working properly for a long time, store your important data safely, and reduce the chances of accidental loss or damage.

Computer Setup
· Keep computers in a clean room (free of dust and insects).

· Keep windows and doors closed. If the room is too warm for the users when the windows and doors are closed, install a cooling system such as ceiling fans or air conditioning.

· Keep computers in a place where the temperature does not change much. 

· Keep computers in a room with good lighting but away from direct sunlight which can cause overheating.

· Keep computers in a dry room (free of water and moisture).

· Be careful not to bump or drop computer equipment when moving it. 
· Transport computer components in boxes containing packing foam, ideally in their original boxes.
· Install computers on their own circuit (with a circuit breaker, a good ground, and correct line voltage, and separate from air conditioners, copy machines and laser printers, which use a lot of power). 

· Do not connect too many computers (generally more than two) to the same electrical socket.

· Purchase devices to protect computers from power variations (surge protectors, voltage stabilisers, and UPS).
· Activate the screen saver or blanker to save power when the monitor is not in use.

· Use supportive, comfortably padded chairs and sturdy desks of the right height.

· To prevent theft, install burglar bars and secure padlocks on doors and windows and hire a security guard.
Computer Use

· Wipe your feet before entering the computer room. Leave muddy shoes outside.

· Keep doors and windows closed to reduce dust. 

· Completely remove the dust cover before using the computer. 

· Do not block the cooling vents and fans around the computer and monitor with books, papers, etc.

· Do not eat, drink or smoke near computers.

· Handle computer equipment gently. 

· Delete with caution. Do not delete files that are not yours, including system files and files you cannot identify.

· Save your work to the hard disk. Use floppy disks only for backing up and transferring files. 

· Do not switch the computer on and off repeatedly. Leave the computer switched on unless it will be unattended for more than an hour.

· Shut down the computer before switching it off.

· Unplug computers from mains and telephone lines when not in use, especially during thunderstorms.

· Cover computers with cloth or plastic dust covers when not in use.

Computer Maintenance

· Clean tables, chairs, floor, and the rest of the computer room frequently. Switch off all computers before cleaning.
· Clean the outsides of the computer case, monitor, keyboard and mouse with a soft, slightly soapy and damp cloth.
· Do not open the computer case and try to clean or fix something inside unless you know what you are doing.
· Back up your files frequently using floppy disks (or other types of removable disks such as CD-RW or Zip).

· Always keep at least two backup copies of any important files. At least one copy should be on a hard disk (since hard disks are more reliable than floppy disks).

· Keep backup copies in a separate location (so your data will not be lost in case of theft, fire, flood, etc.).

· Empty the recycle bin occasionally (to free up disk space taken by deleted files).

· Run scandisk and a surface scan occasionally (to repair damaged files and assure that the hard disk is functioning properly).

· Defragment the hard disk occasionally (to keep the computer running quickly).

· Make sure that antivirus software is installed and scan the computer for viruses frequently.
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