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Data loss can happen to anyone. While professional data recovery services are available 
through Warragul Computer Repair, data recovery is often difficult, time consuming, 
expensive, and sometimes not possible. The only way to truly keep your files safe is to have 
a personal backup strategy. Some basic direction is provided in this manual. If you need 
additional assistance with backups, please ask us for help..
In accordance with Australian consumer law and while offering best practice,
Warragul Computer Repair cannot and does not offer any guarantees of your personal data.

Why back up?
Backing up your files is a lot like having a 
spare tyre in your car; if your drive fails, 
you have something to fall back on. 

How often you backup will depend on how 
important your data is to you.  The easy 
way to work this out is to stop and ask 
yourself: “If I lost everything on my computer 
today, what impact would it have for me 
and my personal life or my business?”

Backing up
Files to consider backing up include photos, 
music and videos, taxation information, 
financial records, and accounting program files.

For most users, Warragul Computer 
Repair suggests one of or preferably 
a combination of two solutions:

1. For automatic, up-to-the-minute backups 
of just your important files, we recommend 
using a “cloud” service. One alternative to 
Microsoft’s OneDrive, which comes built 
into Windows 10, is Google’s Backup and 
Sync. 

 
The instructions are simple; once set up, 
your Google Drive folder is stored locally 
on your computer, and files you put in it 
are automatically synchronised with “the 

cloud” whenever you add or change files. 
If you put files in this folder when offline 
and they will be uploaded automatically 
once you get to an internet connection.

2. Cloud backups are great for small amounts 
of essential data, but to really protect your 
digital stuff you need to run periodic whole-
system backups. Unlike using cloud storage, 
whole-system backups save EVERYTHING. 
This includes email settings, contacts, 
installed programs, software licenses, and, 
well, everything.  
Whole-system backups allow you to get up and 
running quickly when disaster strikes, saving 
everything up to when you last backed up. 
This is especially effective when paired with 
cloud storage backups.  
How do you run a whole-system backup?     
We suggest using an app called Easus ToDo 
Backup, as it is free and easy for standard 
use. If your computer was purchased new 
from us or recently had a major service or 
virus removal, then this is probably already 
installed on your computer. We have a guide 
on how to use this tool on the next page.

Don’t have anywhere to back up to?
There are many ways to run full system backups, and Warragul 
Computer Repair can help you determine which will work best for you. 
From external drives to network attached storage systems and hot 
swappable HDDs, we have you covered for all your backup needs.

Page 2 - Warragul Computer Repair General Manual

For all your IT needs, visit 6 Smith Street, Warragul



Backups

© 2018 Warragul Computer Repair. You are free to make copies of this document so long as
Warragul Computer Repair branding is not removed or obscured

How-to

Using EaseUS Todo Backup
EaseUS Todo Backup is one of the easiest to use whole-computer backup programs 
available for Windows. It’s completely free for personal use too! If your computer was sold, 
significantly upgraded, or repaired by us, there’s a good chance this is already installed. If not, 
you can grab it from todo-backup.com/products/home/download.htm.

When you install and wish to use the free version, just install the regular version without 
entering a license key. The full version is very inexpensive though, so if you like the program 
you may want to buy it to help the developers. 

This tutorial assumes the program has already been installed on your PC. Please note the 
interface might look different in new versions of EaseUS Todo Backup.

Step 1
Launch a System 
Backup
Go to your Start menu 
and launch EaseUS Todo 
Backup. Click the “System 
Backup” icon at the top of 
the program to get started.

Note: The latest version of 
EaseUS Todo Backup might 
look a little different to what 
you see in these screenshots.

Step 2a
Choose where to 
back up to
You now need to choose where 
you want your backup to be 
saved. The backup location 
must have sufficient space to 
store the backup -  a USB/flash 
drive generally won’t suffice.

You can choose where you 
want the backup to be saved by 
clicking the folder icon at the far 
right of the “Destination” field.
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Backups
Step 2b
Choosing an external 
drive/HDD
Click on “Computer” in the 
“Browse For Folder” window and 
select your external drive. 
Make sure the backup 
location you choose is 
not on your (C:\) drive!

Click OK when you’ve 
found the right location.

Step 3
Name your backup 
and get going
Give your backup a name 
in the “Plan name” field. 
Make it something easy to 
understand, like the date.

You can also choose to enter 
a description of the backup.

Click the “Proceed” button 
when you’re done and 
the backup will begin.

Step 4
Wait
Whole-system backups can 
sometimes take hours to 
complete if you have a lot of 
files. The progress bar will give 
you an approximation of how 
far through the backup is.
Do not turn off your computer while the backup is running, and if possible don’t use it at all.

EasUS Todo Backup will tell you the backup has been completed when it has finished.

Step 5
Safely eject your external HDD and store it somewhere else
This is very important. A backup is only a backup if it is in a different spot to your original.
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Antivirus & Security
Malware, viruses, and ransomware

What’s what?
• Virus. Viruses are contagious computer code. 

They spreads quickly from one device to 
another through physical devices and the 
internet.

• Malware and PUPs. Malicious Software and 
Potentially Unwanted Programs are computer 
code usually designed to trick someone into 
installing something nasty on their device. 
 
It usually does not spread from one device to 
another easily, but will often do much more 
damage than a Virus. Google “THE SECRET 
TO AVOIDING MALWARE AND PUPS” for a 
free training video provided by Warragul 
Computer Repair.

• Ransomware. This is nasty. Ransomware 
finds essential files like photos, accounting 
books, documents, and other personal data, 
and makes encrypted copies before deleting 
the originals. With the files made completely 
inaccessible, the unfortunate user is often 
asked to pay up to thousands of dollars to 
have them back. 
 
Don’t think “It won’t happen to me” – if you 
use email or browse the web, you are at risk. 
Ransomware is usually spread via dodgy 
emails or banner adverts which bait victims 
to click a link and unwittingly let a criminal in. 
There is often no cure for the damage caused 
by ransomware!

Symptoms of an infection
• Constant “Pop-Up” style screens loading 

when your computer starts. These are 
designed to frighten you into giving someone 
money or control of your computer. (Web 
browser popups are normal.)

• Your computer tells you it has a virus. Be 
careful here, as the virus could be the one 
telling you it’s there to trick you into giving it 
more control.

• You discover unexplained withdrawals from 
your bank accounts.

• Your computer informs you that it does not 
have Virus Security or the Virus Security has 
been turned off.

• Your computer starts running slower than 
normal without explanation.

• You are redirected to odd websites that 
may include unusual advertising, password 
requests, or pornographic material.

• Your computer may only run in what appears 
to be “safe mode”.

Windows 10 has built-in protections
Windows 10 now has a built-in antivirus and 
security program called Windows Defender which 
has finally graduated to become better than any 
commercial tool we have seen.
You do not need to install Norton, AVG, Avast!, 
Kaspersky, Trend, McAfee, or any other tool if 
Windows Defender is running correctly. Windows 
Defender comes free with Windows 10 too!
To keep Defender running well, ensure your 
computer is running the latest version of Windows 
and all updates are installed. Without updates, 
Defender will become much less effective.

As with all antivirus programs, we still very 
strongly recommend you keep regular backups. 
No antivirus program is 100 per cent effective, 
and none can fully protect you from hardware 
failure or theft. We have information on backing 
up on Pages 2-4 of this manual.
For extra safety, install programs directly from the 
Microsoft Store when possible. These are far less 
likely to carry anything which could damage your 
files.
In short: update, backup, and don’t click on 
anything you don’t trust.

© 2018 Warragul Computer Repair. You are free to make copies of this document so long as
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Scammers are always developing new tactics to 
convince people to do what they say. In fact, we 
have found most of the people who have been 
affected these days are very switched on and 
cautious by nature.

In some cases the scammer has been playing 
dumb to lull their victim into thinking they could 
“get them back.” In these cases the scammer 
still won.

Don’t think you can outsmart these people, no 
matter how dumb they might seem.

Never trust anyone who calls or emails about 
your computer or device. As a rule, they have 
no way of knowing you might have an issue, so 
don’t feel pressured to do what they say.

If your computer tells you you need to do 
something, there’s a good chance that message 
is coming from a scammer trying to get their 
foot in the door.

If you’re concerned about a message or call you 
have received, you can bring your computer to 
us at 6 Smith Street, Warragul, or contact us on 
03 56 232 777. Early intervention can prevent 

you from losing your life savings.

Of course, if you think your accounts have 
been compromised then contact your financial 
institution immediately.

If you receive a call or email from someone 
claiming you need to change something on your 
device, under no circumstances follow their 
instructions or give them any information, even 
your name.
For current advice and warnings from the 
Australian Government, visit ScamWatch.com.au.

An increasing number of locals have been targeted by telephone scammers. Here’s how to 
stay safe.

Image: a screenshot of one scam discovered locally.

Recycle your old tech

eWaste is a growing problem for the planet, with 
consumers buying and improperly throwing out 
increasing amounts of electronic goods.

Warragul Computer Repair accepts computer 
eWaste to help address this problem. We’ll 
organise data destruction, check if a device 
could still be of use to a charitable organisation, 
and if not we’ll send it to the right place to be 
recycled.

We have had the privilege to work with several 
community groups and individuals to get 
computers where they’re needed most.

One of our most rewarding ongoing projects has 
been supplying SMALL refurbished computers 
and tablets to local volunteers, who personally 
trek into remote areas of Cambodia on foot to 
deliver them to schools in need.

Unsure if your old device is of any use for 
charities? Get in touch and we’ll let you know if 
it’s one to give, or one to throw!

Many council-run transfer stations will accept 
all kinds of eWaste for free. Check your local 
council’s website before heading out.

Have an old computer lying around? No matter how old it is, don’t chuck it in your bin!
Together, we can make sure it gets to where it needs to be.
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New and refurbished systems sold by Warragul Computer Repair come with a suite of free 
programs to help you get the most out of your system.

Look in your Start Menu to find these programs. For additional help, type the program name, 
followed by the word “tutorial” into Google.

LibreOffice
No, it’s not Microsoft Office; it’s LibreOffice. Libre means FREE!

LibreOffice does office things like word processing, spreadsheets, and 
slide presentations, but without the Microsoft Office price tag.

LibreOffice programs can open most files saved in Microsoft Office, and 
most documents created in LibreOffice will work just fine in Microsoft 
Office. But because the programs are not identical, sometimes things 
don’t quite look right when opening a file made by the other app.

If 1:1 compatibility and a more modern interface are essential for your 
use case, you may want Microsoft Office. Microsoft Office is not a free 
program so is not included with your computer by default. If you are 
interested in purchasing Microsoft Office, ask us for assistance.

Note: If you have provided or purchased a Microsoft Office license, then 
you might not have been given this.

Mozilla Firefox
Firefox is a trusted alternative internet browser to Microsoft Edge and 
Internet Explorer.  You may choose to use this if the website you are 
visiting does not work properly in a different browser, or if you do not like 
Edge or Explorer.

Mozilla Thunderbird
Thunderbird is one of the best and most powerful emails clients available, 
and it’s free! With great security, anti-spam, and google calandar 
integration, Thunderbird is an email program for people with basic or 
advanced needs.

For all your IT needs, visit 6 Smith Street, Warragul
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FastStone Image Viewer
This is a VERY easy to use photo organiser and editor.  Simply select the 
picture you want and slide your mouse to the top/bottom/right/left edges 
of the screen for editing and playback options.

FastStone can organise your pictures automatically,  remove red eye, crop, 
present slide shows, and present comprehensive information about the 
picture including the date and location a photo was taken.

CD Burner XP
It’s all in the name - this program burns CDs and DVDs! Music, data, video, 
and more - this program is an easy way to put files on disc.

Usage is simple; select the type of disc you want to make, and follow the 
on-screen instructions explaining where to drag or import the files you 
want to burn. Click “Burn” when you’re ready!

7-ZIP
This is not a toy - for use by advanced users only .  7-Zip is a file 
compression utility which allows you to shink and expand files. For 
those rare occations that you have a file that’s too big to email or fit on 
a USB stick, this may be a tool that comes in handy. Supports all major 
compresion standards including RAR, ZIP, and of couse 7Z.

VLC Media Player
Do you want to play a movie or some music? Look no further than VLC!

This little program will open just about any media file you might find 
(excluding some DRM-protected files like those from iTunes, but then 
again we have iTunes for them).  

If you can’t play your movie or music with this, then chances are it simply 
can’t be played.

For all your IT needs, visit 6 Smith Street, Warragul
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Electricity is your computer’s fuel. Just like how dirty fuel can damage your car, “dirty” 
power can interfere with and damage your electronics no matter how good they are. While 
many manufacturers are generous when covering power surges under warranty, that’s not 
something you can rely on over time. So what can you do to keep your new system running 
well for as long as possible? Grab a Power Shield!

Why do we get bad power?
We accept and have all learned to live 
with fluctuations in Australia’s electricity 
supply, but what is the difference 
between dirty power and a power outage? 
And how does “dirty” power affect our 
most expensive electronic assets?

Often referred to as a minor brown out 
or minor surge, dirty power is when the 
electricity coming from the socket has 
too much transience (interference), and/
or when there are significant fluctuations 
above or below the expected 240 volts. 
This is a daily issue in most of Gippsland.

There are a few simple signs of this 
phenomenon that we have grown used to, 
ranging from a lightbulb flickering slightly, 
interference on your radio, and in the worst 
case appliances actually going “BANG!” with 
components literally blowing up. In the case 
of your PC, this could mean losing your data.

Dirty power is much worse than no power.

Protect your devices with a UPS
Uninterruptible Power Supplies, UPS for 
short, are the way to protect your devices 
from bad power. They might just look like a 
big battery, but as Glyn Dowding of leading 
Australian UPS company PowerShield 
explains, they do so much more.

“The domestic market usually 
overlooks the uses of UPS’s, 
whereas businesses accept 
them as critical,” Glyn said. 

“When your mains power 
goes under or over a safe 
level, the UPS takes over 
and feeds your devices 
clean, regular 240 volts 

from its battery until your 
power returns to normal. 

“Often it only has to kick in for a 
few seconds, but that’s all that’s 
needed to get you through that 
damaging change in power.

“Australia has a unique power grid 
with the longest distances between 
power generation and power usage 
of any country in the world.

“PowerShield’s Australian-engineered 
devices are designed for the ‘dirty 
power,’ corrosion, dust, and high 
temperatures of the Australian climate.” 

• Connected to your internet router, 
a UPS can improve your internet 
quality with fewer drop-outs.

• Connected to your PC, a UPS will make 
your system last much longer and help 
prevent data loss due to unexpected 
shutdowns and drive failures.

• Connected to your AV equipment 
the right UPS may even improve the 
sound quality of your amplifier!

It is important to understand that UPS 
systems work out cheaper in the long run 
through more efficient and longer lasting 
hardware. We often get a wave of failed 
electronic devices in the store after a storm 
or change in power generation events. 

A UPS can help protect 
your home too!
A UPS can also help keep your surveillance 
equipment online even if an intruder cuts 
the power to your house or office.

If cameras and recording equipment 
are connected to a UPS, you can record 

Glyn Dowding 
PowerShield 
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What does a UPS look like?
There are many kinds of UPS, each 
tailored for different uses.

One of our most popular uninterruptible 
power solutions is a simple, reasonably 
sized unit from Power Shield. With 
plenty of outlets to replace your 
often ineffective so-called “surge 
protected” power boards, these units 
are about the size of a car battery.

who steals or damages what. The system can 
then send the images straight to your phone 
over the internet, which is still possible if your 
internet router is plugged into the UPS! 

It may not chase the crooks away, but you will 
have a record of everything that went on.

Questions?
Those with complex power needs can request a 
one-on-one, obligation-free conversation with a 
qualified PowerShield representative – just ask 
Warragul Computer Repair to set up the meeting! 

For all other UPS enquiries, visit Warragul 
Computer Repair – 6 Smith Street, Warragul. 

Being online with Win 10
The National Broadband Network (NBN) was 
a great idea that was executed badly, but 
still required to deliver the speeds needed by 
modern operating systems like Windows 10.

What does this mean for you?
Windows 10 is heavily dependant 
on being online frequently, requiring 
updates on a regular basis with no 
real way for users to opt out. 

Updates have become a necessary 
frustration in this world of cyber crime. 
These updates bring more than just 
new features and improvements - they 
bring essential security defences too.

Windows Defender is an excellent internet 
security tool,which is conveniently 
maintained through Windows Update.

However, if your computer doesn’t 
have access to a fast and reliable net 
connection, or if you turn your computer 
off too quickly, these updates can fail. 
On a good connection Windows 10 will 

update silently in the background when it 
thinks you aren’t using the system. On a 
bad connection or during short power-on 
periods it doesn’t have a chance to do this.

We have developed a fix for this. All computers 
sold by us come with a special button on 
the desktop which allows you to update your 
computer when you have a good connection. 
This means you’re not left guessing as to when 
the update will come through, and can give 
it the time it needs to download and install.

If you suspect your computer is 
struggling because it’s out of date, 
just double click the tick!

Double click the tick!
To make requesting a 
Windows 10 update super 
easy, we’ve added a handy 
update button to your start 
menu. Just look for this icon!
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Avoiding Printer Problems

1. Print regularly to 
avoid clogs; once 
a month is not 
enough. Running 
an ink pattern test 
once a month is 
just like cheking 
the oil dipstick in 
your car. 
 

2. Modern printers 
require modern 
ink - after markets 
usually don’t cut it. 
In fact, using after 
market inks 
is almost guara-
nteed to lower the 
print quality and 
could destroy the 
print head.

3. To avoid paper 
jams, never use 
damp, bent, or 
already used 
paper, and make 
sure your printer is 
on a level, stable 
surface. 
 
 

4. Using fresh A4 
copy paper is best 
practice, but if you 
do use photo paper 
be sure to print on 
one or two sheets 
of copy paper 
afterwards to blot 
away any excess 
ink, followed by a 
print pattern test.

Getting the most from an inkjet printer

Economical, ecological, EcoTank™
What is an EcoTank™ printer?
Epson’s EcoTank range does away 
with cartridges completely. Instead, 
you keep your printer topped up with 
ink straight from simple bottles.

That’s right - no more over-packaged 
cartridges good for only a few dozen 
prints, and no more “ink low” nonsense 
forcing you to throw ink away!

It’s not complex. It’s not technical. 
It’s just common sense.

Very affordable to run 
and less servicing!
It has been a market trend for cheaply 
made printers to be sold at below cost, with 
the money made back on subsequent ink 
sales at exorbitant mark-ups. This is not 
the case with Epson’s EcoTank printers.

The large bottles of ink (equivalent to 
120 or more standard cartridges per set) 
which come with the printer will likely last 
most users for years of regular use.

Replacement bottles are also super-affordable 
- they’re a much as 50 times cheaper 
per ml than regular printer cartridges!

No longer having to change cartridges avoids 

you accidentally pumping or leaking air into 
the system or damaging important parts. 
This helps avoid the curse of “cartridge/toner 
not recognised” errors, meaning you need 
to service the printer much, much less.

Convenient and reduces waste
Warragul Computer Repair prints a lot 
in store and these machines save time 
and money. We use EcoTank printers in-
store to print almost everything!

We went from having to find and 
change cartridges every week on our old 
printer, to having gone over six months 
without one refill on EcoTank.

EcoTank users no longer need to fuel up 
and rush into town every other week 
to get expensive new cartridges.

Ask us for an in-store demo today!

© 2018 Warragul Computer Repair. You are free to make copies of this document so long as
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Notebook care
Caring for your notebook is the best way to ensure it lasts. Their portability brings different care 
considerations to standard PCs, and we have outlined the most important points here.

It’s not a laptop, it’s a notebook
Many years ago, shortly after laptop 
computers arrived on the market, a new breed 
of portable computers that looked exactly 
like them appeared under a new name... 

Behold, The “Notebook”! But what made 
them different to the laptops consumers 
had already bought? Were these all-new, 
powerful devices designed to be put on 
your bookshelf? No. They were exactly the 
same as laptops, just with a new name.

Why was the name of the whole category 
changed? Legal reasons; calling portable 
computers “laptops” implied they should 
be used on laps, when neither they nor 
our laps are really cut out for that use.

Notebooks get hot, and excessive heat is the 
enemy of computers. It can make them run 
slower at best, or outright destroy them at worst. 
Most laptops, or should we say notebooks, have 
vents on the underside and/or edge of their 
casing designed to help the device stay cool.

Would you wrap your car radiator in a towel, 
a blanket, or a pair of jeans? Of course not. 
However not all of us apply that same logic to a 
computer with a thermal radiator inside. Laptop 
radiators apply the exact same engineering 
principles as a common car radiator.

Ventilation is important. The little feet on 
the bottom of notebooks not only keep them 
sliding around, but also give space for air to 
cool your computer. Sitting the notebook on 
your knees will most likely block these vents.

The lesson here is put your laptop somewhere 
flat. That means no legs, and certainly no 
beds or protective cloth table surfaces.

If you must use your notebook as a literal laptop 
or on your bed or knees, ensure you put a flat 
surface underneath it, such as a tray or large book, 
and NEVER leave it plugged in while doing so.

Honestly though, you’re best 
off just finding a table.

Your notebook is a gluten-intolerant 
non-smoker that can’t handle its liquor
We all know electronics hate water, but 
there are other household threats to your 
notebook you might not have considered. 

As well as H20, notebooks lack tolerance to 
alcohol, red cordial, coffee, Coke, Mountain Dew, 
dairy, and anything you’re drinking near your 
computer. Spilt drinks are one of the most common 
reasons we see notebooks come into the store.

Why is liquid such an issue? Most liquids we deal 
with are both corroders and conductors. When spilt 
on a notebook, if you are lucky the issues might 
be isolated to a part which can be replaced. If not 
so lucky, the resulting short circuits and corrosion 
can destroy your device without chance of repair.

Spilt drinks are a pretty obvious and well-

known threat to notebooks, but did you know 
dust and high humidity can be equal killers?

Dust can clog fans and overheat the system, or 
can even conduct electricity by itself. What’s more, 
if dust becomes moist in a humid environment it 
can hold liquid and cause a short some time later.

Cooking with your notebook can also cook 
your notebook! Your notebook’s fan can suck 
in flour and other fine powders. Computers in 
bakeries are notorious for gluten-clogged fans!

If you’re cooking using an online recipe, 
it’s best to keep your notebook out of the 
kitchen entirely - just print it out!

Continued on Page 13...

© 2018 Warragul Computer Repair. You are free to make copies of this document so long as
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Avoiding battery memory loss
You may remember that when the newer nickel 
metal hydride (NiMH) and lithium-ion polymer 
(LiPo) batteries came to market, the sales pitch 
was often: “you should get these batteries 
because they don’t develop a memory.”

Yep, that poorly trained salesperson who 
told you modern batteries don’t develop a 
“memory” may have told you a bit of a porkie. 

This stretch of the truth was justified only 
in that we no longer refer to the battery’s 
health as memory, rather it’s now referred 
to as “capacity.” The problem didn’t go away, 
only the terminology used to describe it.

So it’s time for us to dust off the old rules 
book and take some battery care advice 
from the past. Here are my five key tips:

1. If possible, charge your notebook’s 
battery all the way up to “fully charged” 
before removing the charger.

2. NEVER let your notebook’s battery stay fully 
flat for any length of time, especially over a 
day. Leaving a modern lithium battery dead 
flat for too long will even kick in a protective 
circuit to permanently disable the battery 
to prevent it from catching fire or exploding. 

(Make no mistake, unstable lithium = bomb!)

3. The opposite is also true - leaving a battery 
fully charged for extended periods of time 
can cause damage. If your battery is usually 
at 100%, make sure you discharge the 
battery to around 10% once a month, before 
charging all the way up again - immediately. 
This is like a trip to the gym for your battery.

4. Avoid using a lower amperage charger 
than the one designed for your notebook. 
Inadequate power will starve your battery 
of the charge it needs, eventually killing it;

5. If your notebook is fitted with a cheap 
conventional hard disk drive, it will require 
periodic replacement due to wear and tear. 
This is much like replacing a timing belt in 
a vehicle. When the drive’s moving parts 
begin to wear, they will draw more and 
more power; this may starve your battery 
of power, eventually killing it (and possibly 
your data). Hard disk drive health checks are 
available at Warragul Computer Repair.

These tips may also be applied to other 
rechargeable devices, including your mobile phone 
and battery-driven home hardware equipment.

Your notebook is a gluten-intolerant 
non-smoker (continued...)

From Page 12...

Laptops also suffer when 
exposed to second hand 
cigarette smoke and tar. Severe 
damage to electronic devices 
is synonymous with the sticky 
yellow tar, which not only clogs 
up cooling systems but also 
corrodes electronics and makes 
plastic components brittle 
through the acids it carries. It’s 
just another reason to quit!

What to do if liquid is spilt on your notebook:

1) Cut the power as quickly as possible. Remove the charger and battery 
if possible. Power will cause shorts and accelerate the corrosion process.

2) Unplug everything plugged into the notebook, 
including mice and external monitors.

3) Dry the laptop thoroughly with a towel. Dry between 
keys and everywhere water might have got.

4) Bring it to Warragul Computer Repair.  We can assess the 
situation to avoid further damage. While the notebook might 
seem okay, further use can cause damage and loss of data.
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Internet issues?
Can’t connect to the net? Give these possible fixes a go!

Is the electricity on?

It might sound obvious to some, but your modem 
is not powered by the telephone line. On an NBN 
connection, even your telephones won’t work 
without power. If power outages are an issue in 
your area, consider getting a UPS (see Page 9).

Is your PC connected?

Sometimes computers can disconnect from the 
WiFi or an ethernet cable can become damaged. If 
you’re not sure your WiFi is working or if you have 
forgotten your password, try plugging your system 
directly into the router with a spare ethernet cable.

To connect to a WiFi network: 
1) Click on the WiFi symbol in the taskbar

2) Find your network in the list and click 
on it, then click “Connect”. You might want 
to tick “Connect automatically” to avoid 
having to enter the password every time.

3) Enter your password and click Next, 
following any subsequent prompts. You 
should now be connected to your network.

See the light!

Red is not a good sign for many modems. If the 
DSL/Internet light is red, check the line (to either 
your phone socket or a fixed wireless entry point, 
depending on your connection) is directly plugged 
in and is in good condition with no breaks or kinks.

Time to split from your filter

If you have an NBN connection, you don’t need ANY 

line filters/splitters and you should remove them 
all right away. Even on older ADSL connections 
they might not be needed, so if your net is down, 
remove the filters, unplug all phones, and test 
your connection. We go more into testing below.

Have you tried fully resetting your 
modem, phones, and network gear?

Note: This must be done in the correct numbered order.

1. Switch off all computers and net 
connected devices in the house, 
including mobiles and tablets.

2. Unplug all telephones and other items plugged 
into telephone sockets, but leave the modem 
plugged in. (Please note: fixed wireless 
connections like DCSI’s Accer8ed Wireless do 
NOT need a phone line hooked to the modem).

3. Turn off the modem for at least one minute, 
then turn the modem back on and wait 
another five minutes. Check if all lights are 
green before proceeding to the next step.

4. Turn on any computers or devices one at a 
time, five minutes apart, checking that each 
has connected to the internet successfully.

5. If everything is working well, then plug back in 
all your telephone devices one at a time, and 
test the internet speed after each connection. 
We use a free testing tool which can be found 
at www.speedtest.net. A sudden drop in 
speed could be an indication that a device is 
interfering and should be fixed or replaced.

What now?

If everything works, great! You solved the 
problem all on your own - Happy Days!

But...

If there is still no internet on all PCs, phones, and so 
on, then your next step is to contact your internet 
service provider. They may be able to run some 
remote tests, and if the issue remains unresolved 
after that they will likely send out a tech.

If all this seems too hard, you can book a 
paid site visit from us. Call us for details.
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Ergonomics

Image: An appropriate ergonomic desk and chair setup.

How you sit at your computer can have a significant impact on your health. It’s about more than just 
not slouching - if your desk, monitor, chair, mouse, or keyboard are set up incorrectly you could cause 
yourself short or long-term physical health problems.
For more advice, search Google for “WorkSafe ergonomics”.

Monitor setup
There is no single correct viewing position 
for the computer screen, screens and 
people come in all different sizes, but 
there are a few main considerations to 
make when setting up your desk:

• your neck should not be arched back and 
your chin should not extend forwards,  and

• the screen characters need to be 
seen clearly and comfortably from 
an appropriate seating position,

• the top of the screen should be 
set at eye level or lower,

• position the screen about one arm length 
away or slightly further if possible,  

• trial various positions to determine the 
ideal viewing distance and height, and

• adjust the font size or display so that 
the content can be read easily.

If you have difficulty adjusting your monitor 
or monitors to a comfortable position, 
you can purchase monitor arms to assist 
with appropriate placement. Ask us in 
store about what would suit your setup.

Your monitor matters!
Many of us suffer from tiredness, 
eyestrain, headaches, migraine, and 
posture issues from looking at screens.

It might not sound like much, but in some cases 
monitor selection can mean the difference 
between people being physically ill from 
eyestrain and them getting on with work.

With a standard fixed position monitor, as 
soon as you break 
the central focus on 
the screen and look 
slightly sideways you 
might notice the text 
and images become 
slightly blurry. If you 
haven’t noticed 
this it’s because 
your neck and eyes 
are compensating 
for the problem. 
And that’s the big 
problem: you’re 
forcing your neck 
to remain rigid and 
your eyes to overwork, causing strain.

We have found the more premium UWVA 
(ultrawide viewing angle) and IPS (in-
plane switching) matte finish monitors to 
cause us the least headaches. Literally. 

© 2018 Warragul Computer Repair except public domain seating diagram. You are free to make copies of this document so long as
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Warragul Computer Repair has 
demo models of several excellent 
monitors. Come in store and 
see the difference today!
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Your monitor matters! (Continued...) 
For those into heavy 3D applications and 
gaming, choosing a curved, high refresh rate 
screen of 144hz or greater can sometimes 
make more of a difference than spending 
extra money on a top-tier graphics card. 
Of course, pairing a top tier card with 
a great screen is pretty neat too.

Larger screens are also often useful for 
people who struggle to read what’s on a 
monitor. Windows 10 includes scaling features 
that make everything on the screen larger, 
which is enormously helpful when paired 
with a large, high resolution monitor.

Warragul Computer Repair has an ultrawide 
array of ultrawide viewing angle screens 
for you to try out and see the difference. 
The only way to realise the difference 
is to come in store and compare.

Move it, move it!
Extended periods of time spent in one 
position can cause fatigue or overloading 
of parts of the body, leading to injury.

Regular breaks away from your desk and 
“micro pauses” involving moving hands off the 
mouse and keyboard when they’re not in use 
are easy ways to improve circulation and give 
your eyes a break. Use of an easily adjusted 
standing desk can also help reduce strain.

One of the most important parts of any good 
ergonomic desk setup is the seat. A seat must 
be robust and offer all the nessecary supports.

Most importantly, it must be comfortable 
and adjustable - an uncomfortable seat 
will only encourage you to slouch!

 

Keyboard setup
There are many different kinds of keyboards 
and ways to use them. The following are 
some of WorkSafe’s general guidelines:

• “position the keyboard straight in front of 
the user to avoid twisting the neck or body,

• “adjust the angle and height of the 
keyboard by folding or unfolding the 

small legs under the keyboard, and

• “To have forearm support, position the 
keyboard and mouse away from the 
front edge of the desk. The majority of 
the forearm is supported on the desk 
with the fingers sitting comfortably on 
the middle row of the keys. If sitting at a 
scalloped desk the keyboard and mouse 
can be closer to the edge of the desk, 
as the forearms can be supported by 
the desk shaping around the body.”

WorkSafe also notes that people with 
touch typing skills tend to a better 
ergonomic experience, so if you have the 
time to learn how to touch type you could 
be much better off. There are many free 
tools and games to help you learn.

The variety of keyboards available has increased 
enormously,  and Warragul Computer Repair 
stocks everything from traditional membrane 
keyboards to mechanical (“clicky”) kinds, 
and even ones which are dishwasher safe! 
Come in store to try out the options.

Notebooks present their own, 
unique ergonomic challenges. 
Where possible, use full 
size external peripherals 
which can be moved and 
adjusted for good posture. 
These peripherals include 
docking stations, external 
monitors, external keyboards, 
mice, and laptop stands.

Docks are a great for anyone 
regularly using a laptop at 
their desk, and Warragul 
Computer Repair stocks some 
great, easy to use options.  

Mouse setup
Here are our favourite WorkSafe 
tips for mouse usage:

• “keep the device at the same height and 
as close to the keyboard as possible,

• “have enough space and a flat smooth 
surface so that the wrist  
can be kept straight, and

WCR stocks 
notebook docks 
which make good 
desk ergonomics 
easier 
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• “take hands off the keyboard and 
mouse when not in use. This assists 
in reducing muscle fatigue from 
hovering over the equipment.”

Of course, all hands are different. Warragul 
Computer Repair stocks a range of mice 
(some with tails (wired), some without 
(wireless) and mouse mats, and we’re more 
than happy for you to try them out in-store!

Lighting is important
Good lighting is essential in avoiding 
eyestrain, even if you’re not working 
from a physical document.

Transitioning to LED lighting is a great upgrade, 
and extremely affordable DIY conversion 
kits are available for most light fittings.
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Shortcuts cheat sheet

© 2018 Warragul Computer Repair. You are free to make copies of this document so long as Warragul Computer Repair branding is not 
removed or obscured.  Keyboard graphic based on work by Mysid, licensed under CC BY-SA 3.0. The Microsoft Windows logo is TM Microsoft Corporation

Warragul Computer Repair General Manual    03 56 232 777

Want to save time clicking through menus? Use these keyboard shortcuts to 
get to common tasks quickly!

All these shortcuts involve holding down the Ctrl (control) key, which is located 
at the bottom left of the keyboard, and then pressing another key.

Q W E R T Y U I O P

A S D F G H J K L

Z X C V B N M

1 2 3 4 5 6 7 8 9 0
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Alt Gr

Save your work

Cut (shaped like X scissors)

Copy

Paste (puts the copy V back down)

Undo (closest to Ctrl because we all make mistakes)

Redo (wait, Yes, I did mean to do that)

Select All

Find something in the app you’re using

Print page
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