Maintaining Your Windows System

An ounce of prevention is worth a pound of cure. This Information Sheet shows you three utilities to help you look after your computer's hard disk drive and your files.

Checking your disk drives using "Scan Disk"

Why do you need to check your disk drives?

1. To search for corrupted files.

Corrupted files can result from: 

· magnetic fields 

· improper shutdown procedures. 

2. To discover physical damage.

Physical damage may be caused by: 

· an error in the manufacturing process 

· a power loss during information transfer 

· movement of the disk drive during information transfer. 

Where is "Scan Disk"?

"ScanDisk" is supplied as part of the Windows 95 operating system. A pointer to it can be found on the "Start" button in: Programs/Accessories/System Tools. 

How do I Run "Scan Disk"?

Execute the program and select the disk drive you want to check from the choices displayed. Choose whether you want a scan of files and folders or a thorough scan which includes a check on the physical surface of the disk. If you would like "ScanDisk" to automatically fix the errors that it finds, click in the relevant box. Click OK.

De-fragmenting your Disk Drive using "Disk Defragmenter"

What is Fragmentation?

When a file is saved to disk, it may be split up into chunks, depending on the available disk space and how this space is arranged. This means that it takes time to reassemble the file if it is to be accessed. A file that is split in this way is called a fragmented file. A disk that has a lot of fragmented files on is said to be suffering from fragmentation.

Where is "Disk Defragmenter"?

"Disk Defragmenter" is supplied as part of the Windows 95 operating system. A pointer to it can be found on the "Start" button in: Programs/Accessories/System Tools. 

How do I Run "Disk Defragmenter"?

Execute the program and select the disk drive you want to check from the choices displayed. Click OK. 

Please note:

Disk Defragmenter moves lots of information around on your hard disk. If there should be a power loss or similar incident during this process, data loss could result. It is therefore important to have copied or "backed up" your important files before you start.

Using "Backup" to Protect Your Files

Why do you need to backup (make copies of) your files? 

If your files exist on your computer, but nowhere else in the Universe, any disaster that befalls your computer is likely to befall your files. Computers can be replaced, but your valuable files cannot. You should ensure that a copy of your files exists at a place physically remote from your computer. 

Where is "Backup"?

"Backup" is supplied as part of the Windows 95 operating system. A pointer to it can be found on the "Start" button in: Programs/Accessories/System Tools.

How do I Run "Backup"

Execute the program and select the files you want to backup (ie. copy) from the Explorer-like window. Click the "Next Step" button. Select a destination for your copies. Normally this will be the floppy drive, but it could be a network drive. Click "Start Backup". The backup proceeds. When it terminates, backup will require confirmation. Click OK. The backup is complete.

We suggest that you should run Backup regularly. Several sets of floppy disks should be used, a different set for each backup operation. You should ensure that you have weekly or monthly backups archived, just in case there happens to be a corrupt area on your disk that is not discovered till late. This will reduce the chance of your trying to recover from recent backups that already have damaged files.

Backup incorporates file compression, which reduces the number of floppy disks required. 

