Useful advice for computer users from Coéras IT

COrAs IT

On these pages, We aim to provide a 'self-help manual' that you can refer to before

getting touch with us. It suggests a few fairly obvious and simple things to check out first. ' ™
Sorry, but some of the suggestions will be very simple, such as "have you checked that ~ .
everything is plugged in!" = 4
We also suggest some important precautions which we advise you to take. These MAY '/'-.'"Emji- A

prevent a crisis turning into a disaster.

Quick Fixes - Introduction

This is information to which you may wish to refer if you experience a problem, such as your system
crashing or your computer not starting up properly. They contain basic information on simple fault finding
that you could try first; before calling on outside help.

You will be surprised at the proportion of problems which are the result of
Turn it Off ! temporary (and irritating) 'glitches'. Simply try turning it off and on again.
See 1 below

If you can turn it off and on again, then you obviously have Power. However, if it

Next check for Power |[seems completely dead
See Section 2 below. Note: some of this is very basic

Next assuming that you|icheck what is displayed on the screen and look at section 3 on page 2
have power

o Basically — these can arise from many sources See section 4 for some
Printing Problems |lgggestions.

It might sound daft, but a large proportion of problems can be cured this way, and it can save an engineer's
call-out fee.

This is frequently the case when your system is otherwise up and running, but something that normally
works- doesn't. For example a document won't print or a program it hangs when you try to launch it. This
can be result of a 'glitch' - a temporary bug in the system possibly caused by electrical interference. Turning
it off allows you to start again with a “clean slate”.

Steps

Where possible, save any work and close down each program in turn. Some might not respond, but close
what you can and try to shot down normally. Although on some occasions it might be necessary to press the
power button or EVEN pull the plug!

Also, turn off any connected hardware items such as printers, monitors and CD writers, the 'glitch' may be in
them.

Wait a few seconds then turn each item back on starting with monitors, printers etc., and finishing with the
computer itself. If the problem still persists, explore the other options, or seek further assistance

OK. We'll start with the simple suggestions.

Does your computer/monitor/printer make any familiar noise when you plug it in? Do the LEDs (little lights)
at the front come on?

If they are on OR the fan is going, then you have power. See Section 3 “Other Options”.

If not, then it is probably a power problem. Check that all plugs are pushed home firmly at both ends, and
that the wall switch is on, then try again. If that fails; check the wall socket itself with another appliance such
as a fan or a portable radio. {Yes | know -every office has got one lying around}
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You can also check the power leads themselves. Frequently, the

power cable for the monitor and computer can be changed over, . -
or there may be another system that you can borrow one from.

remember to shut things down properly- don't merely un-plug it,

that could be a source of further damage.

Try swapping the cable for a fresh one, if the item works with the

fresh one plugged in, then probably the fuse in the plug top has

blown.

However, if it has blown that may indicate a bigger problem aw

elsewhere.

Remember the secret of successful fault finding is to eliminate likely faults one by one!
|

Once you have established that the Power Supply to the computer is working, You now need to decide what
(if anything) you can see on the screen. There are a number of possible options, Check the table and go to
the relevant section below.

. The screen is totally blank, nothing at all appears, and the monitor light(s) on
Option A
the front are off.

Obtion B The screen is totally blank, nothing at all appears, but the monitor light(s) on

P the front are on showing that it has power.
Option C From switch-on the information the screen is jumbled / distorted/ un-readable.
Obtion D When it first starts up | can read the screen, but when Windows starts the

P display becomes distorted, or else | get an error message.

Notebook computers: Options A, B and C above would almost certainly indicate
a hardware problem. If you are having problems of this sort with the display on a
notebook computer it is best to contact the manufacturer for advice in the first
instance.

A. The screen is totally blank, nothing at all appears, and the monitor light(s) on the front
are off.

It is almost certain that power is not getting to the monitor. Again you need to check the
power cables to the monitor and make sure that they have not come loose. There are
two ways of connecting power to a monitor; one is via a 'piggy-back’ cable - that is one
that plugs into the back of the computer, (the system box). Changes in regulations
require that (for all new computers) monitors need a cable to connect directly to a wall
outlet.

Note that there are two cables connected to your monitor. One is for power, and the
other connected to the back of the system box, supplies the signal (the picture). Make sure that both are
disconnected before you try to move the monitor!

In the case of a direct connection to the wall-socket, first of all
check that it is functioning; try plugging some other appliance into
it.

Try swapping the cable for a different one. You may be able to use
the one that connects with the system box, or from something else
such as a printer. If the monitor works with the different one
plugged in, then probably the fuse in the plug top has blown.
However, if it has blown that may indicate a bigger problem
elsewhere.

If yours is a 'piggy-back’ cable, try using a direct connection to a

Page 2 of 7



Useful advice for computer users from Coéras IT

wall socket. If that works, there may be a fault with the cable. Alternatively there could be a problem
with the power supply inside the system box (in either case consult with an engineer).

Then try swapping over monitors (if you have one to hand). If you don't have one try borrowing one
from a friend or a neighbouring business. If a different monitor works, then your monitor will need
servicing, which may prove expensive. The good news is that unless you need high quality; it is
possible to buy a reasonably decent second hand one quite cheaply.

B. The screen is totally blank, nothing at all appears, but the monitor light(s) on the front
are on showing that it has power. OR

C. From the very start the information the screen is jumbled / distorted/ un-readable.

Both of these situations suggest that there is a problem with the monitor, the video card inside the computer,
or the cable connecting them.

Begin by inspecting the cable for damage and make sure that it is connected properly. If you have recently
unplugged and replugged the monitor, check that the pins on the cable which supplies the signal (not the
power cable!) are not bent or damaged. If they are bent it may be possible to correct this with some taper
nosed pliers.

It here is no visible damage, the next advice is to hitch your monitor up to a spare computer, or a spare
monitor to your computer (if you can borrow either). This should identify whether the problem resides with
the monitor or with the video card in your computer. Then seek advice on repairing or replacing the faulty
item.

Should your monitor need servicing, that may prove expensive. The good news is that unless you need high
quality; it is possible to buy a reasonably decent 2nd hand one quite cheaply.

On the other hand if the problem lies with the video card inside the system box AND you are confident with
your own abilities, it might be worth trying the following:

Just remove the video card, holding it by the edges only. Blow the dust off it, clean the edge contacts with
paper towel or similar, and replace it making sure that it is re-seated properly. {At least it saves a call-out
fee!}

D. When it first starts up | can read the screen, but when Windows starts the display
becomes distorted, or else | get an error message.

Occasionally during start up your computer gets so far and then sticks or
Windows displays an error message. The most common reason for this is that
the Windows registry has become corrupted, or damaged. The registry is the
collection of settings which windows keeps about the computer's hardware and
any software loaded on it.

This is the point where an "Emergency Repair Disc" (or Start-up Disc) comes
in handy - assuming that you had made one earlier.

Insert you Repair disc in the drive and start the computer. It will boot from the disc and you follow the
instructions on the screen. You will almost certainly need your original Windows CD to hand.

If you don't have a Repair disc It may still be possible to Restore the Windows registry in Windows 95, 98
and Windows XP

Windows 95 or 98:

1. Turn on your computer and whilst it is starting, hold down the CTRL key and keep it held down, this
should bring the 'start-up' menu onto the screen. You may find that this comes up automatically anyway
if there is a fault.

On some computers, use the F8 key instead of the CTRL key.

From this menu choose '‘Command Prompt' (use the arrow keys to down to it and press ENTER)

When the Command Prompt C:\ or C:\Windows appears, type the following:

wn

SCANREG / RESTORE followed by ENTER.

4. After a few seconds you will get a list of recently saved registries. Using the arrow keys chose one for a
date before your problems arose and press ENTER.
5. When invited to restart your computer. With luck it should work!
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Windows XP:

This has a facility called "System Restore" similar to the above which lets you undo changes and revert to
an earlier system set-up. Click Here for more information.

" #$

Basically printer problems can arise from a number of sources
and it is difficult to suggest any easy 'quick fixes'

There could be a problem with the printer itself, the connections, the
printer driver (that's an item of software installed on your PC which
Windows uses to communicate with that model of printer), or even the
application which you are using.

Before seeking help it is worthwhile to ask yourself some questions, and
do a number of checks so as to be clear in your own mind what is the
nature of the problem.

Is the printer working at all, sometimes, is the output not what it should be, or does the problem only
arise with certain documents.

Check the printer- are there any lights flashing or error messages on the display? If so there is
probably an internal problem such as a paper jam, or it could indicate some mechanical failure.

If you have no lights at all - check for power.
If the print is missing or faint, you could be running out of toner / ink.
Have you tried shutting both PC and printer down, and restarting?

Check that cables are connected properly. Take them out and re-seat
them.

Does the same problem arise when you use different applications,
Word, Excel, Outlook etc.?

Try printing a short item from Notepad, { Start -> Programs -> Accessories - > Notepad }. Notepad will
produce a pure 'Text File' without extras such as fancy fonts. If you can print from Notepad it shows
that the printer and connections are fine.

Check the "Page-set-up" settings for the document which you are printing. Are items such as "paper
size" set correctly?

Hewlett-Packard Printers. If you tried most things and they seem OK, open the printer properties
dialog box (in Control Panel or “Printers and Faxes” on the Start Menu). Somewhere in the dialog
there is check-box labelled “enable bi-directional support”. Look under “ports” or “advanced”. Try
clearing the check-box and try again. It frequently cures problems and doesn’t do any harm.

If you have the original discs or the windows CD, you might try re-installing the "Printer Driver". You
should also be able to download one from the Manufacturer's web-site or from Microsoft.

These may not cure your problem, but will make clear what your next steps may be, or permit you to clarify
the problem to the engineer.

Taking Precautions: Safe Computing?

The most valuable part of your system ?

Should your computer system be stolen, damaged by fire or whatever,
your insurance policy will cover replacement hardware or possibly
software. It may even by covered by warranty against mechanical
failure.

However none of these can replace the most valuable part of your
system - your business data. Just think of the hours of work spent
keeping those accounts up to date - or the effect on your business
should you lose details of all your clients or prospective customers.

Thankfully it is not often that systems fail, but when they do the effect
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on your business can be little short of disaster. Just as we readily insure our plant and other items essential
to our businesses, we should spend a little time periodically taking the precautions listed below.

Backups

The wisest precaution is to make regular backups. A backup is a separate copy of all your data files (or
even the whole system) on some media that you can take away and store in a safe place.

Recovery Discs

Making Emergency Recovery discs (or emergency repair discs) from time to time is another wise
precaution.

An ERD is a floppy disc which holds information about your system and its configuration, but it is not a
substitute for a backup, as it does not store your data files. It is used when your system crashes and will
not start-up properly, and will need to have your original Windows CD to hand if you need to use it.

NOTE: If you system has crashed, you will need to do an emergency repair before you can restore any files
from a backup It is good advice to make a repair disc about once a month.

Virus Protection

Computer Viruses are malicious short programs that can infect programs or documents and like real viruses
have the ability to copy or replicate themselves. See below for further information and advice on protecting
your system.

% & '

The wisest precaution is to make regular backups. A backup is a separate copy of all your data files (or
even the whole system).

Whatever system you use:

Make sure that you test your backup is working from time to time. Do this by creating a few dummy or
test items, before you backup. Then after backing-up delete these and make sure that you can restore
them from the backup media.

Rotate your media (or keep one or two older versions as well as the most recent).
To ensure maximum safety keep your backup copies in a secure location off the premises.

. This is fine, if all your have are 20 or thirty documents and a couple of
Copy your files onto spreadsheets, but becomes tedious and time-consuming once more
floppy discs. than a few discs are involved. To backup the entire system of a present
day PC would need several hundred discs!.

This is the recommended method for
businesses, and there are several systems
on the market. A basic 'Travan' tape
streamer costs between £100 and £200,
and includes specialist backup software, to
make the task easier. They copy your files
onto a tape cartridge slightly bigger than
audiotape. Blank tapes cost about £20 and it is recommended that you
use two or three in rotation. Remember to replace them from time to
time as they can wear out.

Tape streamer.

This is a CD system that allows you
to record onto special blank CDs.
The discs can be used once only,
and it is unlikely that you will be able
to store your complete system on a
single disc. However they are cheap
(less than £1 each if bought in bulk).
This system does offer several other
advantages - see panel below.

Recordable CD (CD-R)

There are also re-writable drives and discs, which can be erased and
used again, which reduces the costs. However ordinary CD players and
CD-ROM drives may not necessarily be able to read these discs. so
check that you can read them on a number of other computers before
depending on them for backups!
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What to backup and how often to backup are other
decisions you will have to make.

A backup of the whole system is only possible with a
tape streamer, and something which you will need to do
occasionally - say after installing new software. You will
need to back up your data files more often. It all
depends on how much work you do each day. How
many hours of staff time can you afford to be spent on
catching up with work lost since the last backup?
Companies with large networks will perform backups
several times a day.

The software supplied with your tape streamer gives you
the choice of either backing up the whole system or only
those files which have changed since your last complete
backup.

Whatever system you use:

Other benefits of recordable CDs
They are useful for archiving files.

Should you wish to revert to an older version
of afile it is easy to do so; no waiting for the
system to scan through a vast length of tape
in order to find the file.

You can also use them for making copies of
music CDs for use in the car etc. providing
you observe copyright requirements.

They is useful sharing large files (such as
pictures), or to send artwork to the printers.

Make sure that you test your backup is working from time to time. Do this by creating a few dummy or
test items, before you backup. Then delete these and make sure that you can restore them from the

backup media.

Rotate your media (or keep one or two older versions as well as the most recent)

To ensure maximum safety keep your backup copies somewhere safe off the premises

¢ ) * + &

Your computer won't start properly.

Occasionally during start up your computer gets so far and then sticks or Windows displays an error
message. The most common reason for this is that the Windows registry has become corrupted, or
damaged. The registry is the collection of settings which windows keeps about the computer's hardware and

any software loaded on it.

If you have made an Emergency Repair Disc (ERD) you can use this to restore the computer to its original

state. But need to have made one before any problems start!

Note. In Windows 95/98 this is called a 'Startup disc'.
How to make an ERD

This depends on which version of Windows you are using, but you will need a blank floppy disc to hand.

Windows 95/98 and
Windows ME

Click on the 'Start' button, then select "Settings"/"Control Panel". Then in "Control
Panel" double click the icon to "Add/Remove Programs". In the window which
appears, the 3rd tab across the top is for Startup disc.

Windows NT 4.0 From the "Start" menu, click on 'Run’ and type in 'rdisk’ the launch the utility.

Windows 2000 Emergency Repair Disc".

Launch the Backup program, and from the "Tools" menu choose "Create and

This has an Automated System Recovery utility instead of using Emergency Repair
Windows XP Discs. It is part of the Backup program provided {Programs -> accessories -> system
tools}. You will need a tape backup system as well as a floppy disc.

It is recommended that you update your Emergency Repair Disc (about once a month) about once a month

Using the ERD

Place your ERD in the floppy disc drive and turn on your computer. It will start from the floppy disc, and you
follow the on screen instructions. You will need your original Windows CD to hand.
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Preventing Computer Viruses

What are Viruses

Computer Viruses are malicious short programs that can attach themselves to documents or other
programs. Like real viruses have the ability to copy or replicate themselves.

Their "payload" - the damage they do - can vary from a simple message on the screen to destroying most of
your work. They can be passed on through sharing floppy discs or in e-mail attachments.

Preventing Viruses

It is advisable to take sensible precautions see 7 below. However, these alone are not guaranteed to stop
viruses. Can you rely on your staff, or other people who use your computer to be careful? Likewise, a friend
or colleague may have innocently forwarded an infected email to you. This is why it is important to use a
suitable anti-virus package as well.

Coras IT strongly recommend AVG Anti-Virus, which uses revolutionary technology to ensure
complete and efficient virus detection. It has never, in our experience, conflicted with hardware or software
installed on computers; the same cannot be said of several alternative products.

CoOras IT are resellers for the AVG Anti-Virus system; and would be pleased to ensure that your
system is fully protected. Contact us for more information.

You can go some way to avoiding viruses by taking simple precautions to ensure that viruses don't come
near you computer

Only purchase your software from reputable dealers.
Don't share floppy discs unless your are sure they are virus free.
Don't open unsolicited e-mails - especially attachments!

For complete peace of mind, you need a combination of good practice AND a product such as AVG anti-
virus system. Click on the picture to find out more

The Microsoft Knowledge Base

The Microsoft Knowledge Base is very large collection of short articles covering most aspects of MS
products, available to everyone over the Web.

If you can think of a phrase or a few keywords to identify what you are searching for, it will provide you with
a list of likely articles. You can scan these to see if any hold the information that you want. If not try refining
your search.

http://search.support.microsoft.com/kb/c.asp

Copyright: 2002 Céras IT : Lymm, Cheshire
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