HOBO’s HELPFUL HINTS

HOBO Computer Services - Helpful Hints Newsletter Spring 2004

From the workbench...
This is the first issue of “HOBQO's Helpful Hints” newsletter, created to

offer computer owners tips, education and guidance on keeping their Are your Protected?
computers operating properly and securely. The plan is to issue three Get Organized
e-newsletters a year (Spring, Summer and Winter). I'm not trying to Clean-up to Speed-up
contribute to spam, so feel free to Opt-out. In addition, each issue will ‘ How to avoid Spam

be available on the HOBO Computer Services’ website. A Monthly Routine
) ) ) ) Did You Know...
The format will be simple, a feature article or two, some “Tips and

Techniques”, answers to “Frequently Asked Questions” and a few “Did
You Know...” tidbits.

Let me know if you have something you would like to see or discuss.
Send comments to Info@HOBOComputerServices.com.

I hope you find this issue useful and informative. Jim Dibblee — HOBO Computer Services

Feature... ARE YOU PROTECTED?

Over the last couple of months | have been directly involved in cleaning up a virus invasion. To be exact,
90% of the PC’s that I've been asked to check, have problems that are directly related to a virus.

Itis imperative that you have one of the reliable Anti-virus software packages loaded on you computer

and that it contains up-to-date virus definitions. Norton Anti-Virus and McAfee are two of the best. The

cost today is worth it compared to the cost tomorrow to fix and the fear of corrupted files or a disabled

computer. Make sure you use the “Live” Updates to get the most recent Virus Definitions. Having
reliable protection on your system will provide you with security from e-mail
attachments that contain a potential hazard.

Most viruses are received through e-mail with the most common threats today being
identified on the web at various virus sites and in particular at -
www .symantec.com or http://ca.mcafee.com. Both web sites are

rich in information on Viruses, tips to protect your system, parental

controls and tips to prevent Spam. Here you can review the current

threats, info on specific viruses or Hoaxes and download details and

fixes. The most active viruses today are “MY Doom”, “Netsky” and

“Beagle”

If you suspect a virus and are unsure as to whether you have the most

recent updates you can use a variety of on-line virus scanners. Norton provides an
online checker at http://securityrespon se.symantec.com.
McAfee also offers an online “Free Scan” utility at http://us.mcafee.com/root/mfs. Another Online
scanner can be found at www.pandasoftware.com/activescan.

OTHER THINGS YOU CAN DO

1) Make sure your Anti-Virus product is current. Check the subscription date and be alert as to when
it will expire.

2) Make sure you are getting “Live Updates” — use automatic updates.
(Run Live updates manually once a week if you have Dial-up access.)

3) Runa Full Virus Scan at least once a Month. | recommend “Once a Week” - Live updates only add
protection going forward. A full scan will catch viruses that may exist before the new Live Update
definitions were available.
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4) Install the" Windows Critical Updates” when prompted.
5) Avoid Spam — Don't open emails from people you don't know. Only open attachments it you are
expecting them. (See more Tips on how to avoid Spam on page 3).

If you have any concerns or issue relating to Viruses contact HOBO Computer Services to have a
professional assessment. If you require Anti-Virus Software we will purchase and install it on
your behalf.

Feature... GET ORGANIZED

The Desktop:
Take a good look at your 2Desktop®. Can you see the background picture? If you can',

you definitely have too many icons or documents cluttering your work area.

Use the “Quick Launch Toolbar” to hold your favourite programs like: 20utlook® or

a0utlook Express®, Word, Internet Explorer or Netscape. [Right-Click on the “Start

Task bar” and select “Toolbars”. Check to enable Quick launch”] — Then drag the icons to the bottom and
add them to the toolbar. The advantage; it makes it easier to switch between programs like Word and
Outlook Express.

Remove icons (or shortcuts) that link you to infrequently used programs or Hardware related support
sites. When you load programs, they like to include an option to add an icon to your desktop or System
tray. These programs are always accessible using @Start/Programs® so you don't need them on your
desktop unless they will be a frequently accessed. If you want, you can create new folders [On desktop,
Right-Click, then choose “New”, then choose “Folder] to store shortcuts.

My Documents:

Create “New” folders, organize your documents in folders in @My Documents® that make sense for easy
access. Name them appropriately like; @Work®, 2Presentations®, @Vacation Pictures® or Name them client
or function specific and create sub-folders to hold different types of documents. (Right-Click in a folder,
then choose “NEW” then select “Folder”).

Outlook Express/Mail Program:

Just like the 2My Documents® folder, you can create multiple folders under the 2In-box® folder in most e-
mail software packages. Make use of the “Message Rule Wizard” to route e-mail messages directly to
specific folders (Click Tools, Message Rules, Mail). A good use of the 2Rule Wizard® is to route e-mail
where your name is not in the 8TO:° or the 2CC:° to a @Junk Mail® folder. Most of the mail here will
probably be junk and once you've reviewed it, you can easily select and delete the contents of this folder.

Backup “My Documents”:

It is a good idea to get a CD burner. This device comes in handy now for a number if things. Create a
CD of files like Pictures that take up a lot of space. Put them on a CD and then remove them from the
system.

If you've organized your documents under @My Documents® you can burn this single directory once a
week or at least once a month as a backup. If you use software that stores work files or finished
documents in their own folder, find out where they go and ensure you 2Add° these to you back-up CD.

System/Software Disks:

Ensure you have disks (Legal) for your Operating System, any Hardware device (Printer, LAN Card,
Video Card. Etc.) or any software you have purchased. These will be necessary if you need to rebuild
your system. Note: Sometimes you can buy software directly off the Internet at a cheaper price then what
you can buy a your local store. If you've downloaded any software it is a good idea to burn the download
program onto a CD for later recovery purposes.
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Frequently asked Questions...
CLEAN-UP TO SPEED-UP

Why is my sy stem so slow? The answer can be a number of things including

memory, processor and the amount of Hard Drive space available on your system or

the number of programs you have running in background. If you are running windows

98, ME or XP with Microsoft Office, | would recommend a minimum memory of 128MB

and hard disk space of 20GB. The likely cause is redundant files taking up space or @Spyware® running a

tracking program in the background.

Some things you can do to remove unnecessary files.
1) Empty your recycle bin (You'd be surprised how many
people have never cleared this out.)
Action: Right Click on the 2Recycle Bin°® and select
aEmpty Recycle Bin°.

2) Use the Disk Clean-up facility.
Action: Double Click on @My Computer®. Right Click on
aC:o. Click on Properties and then select
aDisk Clean-up®°.

3) Empty your Internet temporary files. Whenever you
access an internet website, the information is downloaded
and stored on you own PC the purpose is so that the
information can be retrieved faster if you happen to go
back to that page in the future. Inthe end, they just take
up too much space and are unnecessatry.

Action: Click on the 2Internet Explorer® icon. Click on
the Tools menu option and then @Internet Options®
from the drop down selection. Press 2Delete Files®
from the @Temporary Internet Files Section. When
prompted, check the box to 2Delete all Offline
Content®.

4) Adjust your Internet Options (Internet Explorer) -2
Delete Temporary Files Folder upon exit®.

Action: Click on the 2Internet Explorer® icon. Click on
the Tools menu option and then 2Internet Options®
from the drop down selection. Click on the
aAdvanced Tab° and then find and check the box for
aEmpty Temporary Internet Files Folder when
Browser is closed®.

5) Adjust your Internet Options (Internet Explorer) -
aCheck for Newer version of stored pages®.

Action: Click on the @Internet Explorer® icon. Click on
the Tools menu option and then 2Internet Options®
from the drop down selection. Press 2Settings® from
the @Temporary Internet Files Section. Ensure that
aCheck for newer versions of stored pages® is
check off.

6) Remove Temporary downloads and files.
When new programs are downloaded or installed onto

How to Avoid Spam

Do not give out your primary email address
for online registration or on e-commerce
sites. Have another free email address to
use more publicly. (Get a Hotmail Account).

Do not send your email address through
chat rooms, instant message services or
Internet bulletin boards and newsgroups.

Do not open e-mails from people you don't
know.

Only Open Attachments if you are expecting
them.

Do not respond to suspicious spammed
emails. A response only confirms the
accuracy of your email address, and may
result in even more messages filling up your
In-box.

If you are suspicious, do not click on the link
asking to be taken off the sender®©s list, as
the senders often use that as a ploy to
confirm the recipient® address, resulting in
even more spammed email.

Do not forward chain email. This special type
of email is considered spam. It is unsolicited,
intrusive and may clog up email servers and

slow down Internet traffic.

Protect other peoples right to a secure e-
mail address. When YOU send e-mails to a
large number of recipients or a distribution
list, use your Mail software's 2Blank Copy®
feature to hide the e-mail addresses from
others

Never submit your credit card details or
other personal information to non-secure
Web sites (there should be a locked padlock
icon that appears in yellow, or in a yellow
box, on the bottom bar of the order form
Web browser).

your computer, it is normal for the software to be transferred to the 2C: \Windows\Temp® folder.
Everything in that folder you see can be deleted, as complicated as some of the stuff looks there, it is
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useless and taking up space. Action: Double-Click on @My Computer®, Double-Click on 2C:°, Double-
Click on @Windows® and then aTEMP®. Then select 2Edit° from the Menu bar and then 2Select All 2

from the drop down window. This will hi-light all entries in the temporary file and you can then press
the delete to remove these folders and files.

Tips & Techniques...
A MONTHLY ROUTINE

A good monthly routine consists of

deleting redundant files, checking for and

removing Spyware and Viruses and

performing a backup of all important documents and folders.

News Release:

The Canadian Curling
Association’s February edition of
aThe Business of Curling®
newspaper identified the Unionville
Curling Club website, 2as the first
site we encourage you to Vvisit®,
a...doing a nice job of presenting

g gg}gg E‘r']rzgzalglrf/ F;:?érnet Fileso their business to the market place in
. e . . o
3) Run 2Ad-aware 6° (See website for details on Ad-aware.) an efficient and informative format.
Press - @Check for Updates Now®.
Press - aStart®, Choose - @Use Custom Scanning Option®,
Press - @Next® (Right Click in results window & Select All.) REFERRALS
Press - 2Next® & 20K° to remove. 1-Hour Free Service!!
4) Run °Spybot + Search & Destroy®. (See website for details
on Spybot + S&D) Do you know someone who needs
Press + 2Download Updates®. computer assistance?
Press - 2Check for Problems®. _
Press + aFix Selected Problems®. We offer 1-hour free service to you
5) Run Anti-Virus - 8Live Update®. for each referral.
Run Anti-Virus £ Full Scan.
6) Run the @aWindows Update® program and load the 2Critical Contact: _
Updates®. HOBO Computer Services
7) Back-up @My Documents® folder using a CD Burner. (416) 561-3204
DID YOU KNOW...
In 2001, an estimated 8 percent of all email was spam. By 2003 that number had jumped to more
than 50 percent, according to several anti-spam companies.
CONTACT US

Direct comments or feedback via e-mail to Jim Dibblee at jim@hobo computerservices.com.

Page 4 of 4




