my computer does not respond

· Be patient – if the computer appears to be frozen and doesn’t respond to input from the keyboard or mouse, WAIT a minute or two to make sure it is not still processing the last task you requested it to do.

· Quit the application – If you cannot quit, force the application to quit by holding down Ctr+Alt+Delete.  You will get a menu that gives you the choice to End Task.

· Diagnostic mode – If the computer is shut down without going through the proper sequence, you will get a message when it is restarted that it was not shut down properly.  Allow the computer to complete this safety check before continuing.

PRINTER DOES NOT RESPOND

· Make sure everything is online and has paper in the tray.

· Clean the unit’s memory by turning it off, waiting a few seconds, and turning it back on.

· Check the printer cable to make sure it is firmly connected to the printer and the computer.

· Check printer cartridges on DeskJets and laser printers, it may simply be out of ink.

· Reinstall printer

cleaning your computer

· Keeping dust from the fan vents is particularly critical.  If the dust builds up too much, the computer can overheat and damage your hard drive.  Be sure not to store papers, books, etc. beside your computer where they will block the air vents intended to allow cooling in the CPU.

· Wipe the outside case off frequently.  

· De-grime your monitor by spraying glass cleaner on a soft cloth or using soapy water on a soft cloth.  Do not put the water or cleanser on your monitor.

· Clean the keyboard by turning it upside down and shaking it to remove any crumbs or loose dirt.  Blow out any dirt that accumulated between the keys with the vacuum.  Wipe the keys and surface of the keyboard with a damp (not wet) cloth.  Make sure no water is allowed into crevices.
· A dirty mouse will not respond to your movement as readily as a clean mouse.  Disconnect the mouse and turn it upside down.  Rotate the cover to remove it.  Wipe the ball with a damp cloth.  If necessary, you can clean the three little rollers inside the mouse ball compartment with a damp swab.  Do not replace the ball in the mouse until everything is completely dry.

What to do if your computer dies and other computer problems
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Basic Prevention First

· Keep all passwords secure

· Change password periodically

· Do not choose regular words as passwords.  Students and hackers guess words like pet’s and children’s names, birth dates, social security numbers, anniversary dates, etc.

· It is best to make passwords letters, numbers, and symbols to make them more difficult to guess.

Keep area clean & tidy

· Keep computer clean (never use spray cleaners around the computer, use a soft cloth, compressed air, or a vacuum designed for use with computers.

· Keep food, drinks, and magnets away from the computer and software..

· Keep cords away from places people walk.

· Keep computer, monitor, and components in protected areas away from wet floors, kicking feet, precarious perches, or awkward dangerous spots where it can be knocked off.

· Keep computers connected to surge protectors.

Security

· Keep computers in plain sight and practice supervision of students to avoid theft, vandalism, and unacceptable use.

· Keep a log of computer users and computer problems

· Make sure students have computer card indicating a signed AUB

Viruses

· Most viruses are passed on diskettes brought to the school computer.  Scan any outside diskette before running it on your computer.

· If you suspect a virus and the virus scanner does not clean it, contact your CRS to check the computer.

FIRST THINGS FIRST

· Check  the obvious --  if there are no lights, fan, or power on the computer or monitor – always check the plugs and cable connections to make sure they are plugged in correctly.  Check the surge protector to make sure it is turned on.
· Inspect the connectors and make sure pins are straight and undamaged, all the same height, and not pushed in. [Note – shut down and unplug the machines before disconnecting cords.]

· Check your surge protector to make sure it hasn’t blown a fuse or been destroyed by a voltage spike.  Plug something else into the surge protector to make sure it has power.

· Settings – Make sure the brightness and contrast setting on your monitor haven’t been turned way down. Listen for the beep—If you hear a series of beeps before your system locks up, note the number and whether or not they are long or short.  This will help the Technician with troubleshooting.

LOOK for the obvious

· Pay attention to error messages –write them down.  This could save the technician a great deal of time.

· Look for clues – when your PC starts, it runs a Power-On self-test that confirms the presence of such essential hardware components as memory chips, video cards, and hard drives.  Watch for error messages as the results of each check appear on the monitor.  (Pressing <Pause> will freeze the screen to prevent the messages from disappearing too quickly.)

· Determine what works and what doesn’t work.

· Try it somewhere else – Check the computer with a different monitor or the monitor with a different computer.

· Check disk space to makes sure you have enough disk space.

· Run Scandisk and Defrag

· Make changes one at a time when installing software or making changes to your machine.

· Uninstall any new software/hardware you installed since the last time the computer worked correctly.

