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Defrag your disks 
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thout spending a buck. Just start using these 
ful Windows utilities… 

omputer daily 
nswer to leaving your computer on at night. 
ways restart your computer on a daily basis. 
mputers memory and resources clearing out 

rams that may have been left running after 
If you are a heavy computer user consider 
an once a day.  

s not actively in use  
t advantages of Windows is that it allows 

 a click of the mouse, from open program to 
gram.  It’s tempting to keep open every 
 used since booting up. Even if you are not 
g data in a program, it grabs and holds onto 
ystems memory and other resources. If you 

o or three extra programs open, you slow 
ance of other programs—and invite glitches 
ups that require rebooting.  For best 
e any non-essential programs when done 

 drive 
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your computer can cause your files and programs to scatter 
themselves all over your disk drive. Then when you try to 
launch a program, your hard drive has to work much harder by 
searching many different areas of the drive in order to launch a 
program or open a file.  Microsoft's Disk Defragmenter 
program addresses this issue by organizing all your programs 
and files on your hard disk in a sequential easy to access 
layout on the drive. To use this program simply go to Start-> 
Programs-> Accessories-> Systems Tools-> Disk 
Defragmenter. This will launch the utility. Then select the 
“Defragment” button. This is a utility that you will want to run 
while your computer is doing no other work and can take a 
few minutes to several hours.  

Windows and Office Updates 
Since the introduction of Windows 98, Microsoft has added 
functionality for user to update your operating system via 
Microsoft Update Website. This website will connect to 
Microsoft's update server and will then scan your computer for 
old drivers and system files. If there are newer versions 
available, the Update Wizard will display a list of updates 
available for download. They can include critical updates to 
your system, multimedia enhancements, Internet Explorer 
patches and various updates, etc. 
 
To run Windows Updates run Internet Explorer. Then select 
Tools-> Windows Updates. This will take you to the website. 
Follow the prompts from there, they will guide you the rest of 
the way. 
 
To run Office Updates run Microsoft Word. Then select 
Help-> Office on the Web. This will take you to Microsoft 
Office Online Home Page. In the top right-hand side of the 
screen select “Check for Updates”.  This will take you to the 
Office Downloads Home Page. Select “Check for Updates” 
once more. The site will now analyze your software and then 
give you a list of required and optional updates and add-ons. 
Select “Agree and Install”. This will start the download and 
installation of these updates. Follow the prompts from there, 
they will guide you the rest of the way. 
 
You will want to run both updates several times for you to be 
completely updated.  
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