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Clean Up and Organize Your Computer – Wells County Public Library Class 
 
No. 1 rule: If you don’t know what you are doing, it is BEST to get help. You don’t want 
to remove a necessary computer program by accident. 
 
Topics Covered in Clean Up and Organize Your Computer Class: 

 Clean up your Desktop 
 Program Updates and check Control Panel Settings 
 Clean up your Hard Drive: System Tools 
 Clear Internet History 
 System Restore 
 Remove Viruses and Malware 
 Online Resources 

 
Why look after your computer? 
Computers need regular maintenance in order to perform at their best. A neglected computer 
could suffer from program crashes, slow performance, system freezes, etc. A few hours 
spent on some basic computer maintenance could prevent problems later on, will improve the 
overall health of a computer and should also help to improve its performance! Also having an 
organized computer will make it easier for you to find what you are looking for. 
 
Clean up and Organize your Desktop: 

1.) Reduce shortcuts (files marked with a small arrow in the bottom left corner of the 
program icon), Remove Unused Icons, or delete old files or pictures. 
 
To do: right click mouse while on any of the files or shortcuts you no longer want and 
click delete. This places it in the Recycle Bin and will need to be deleted completely in 
the future (follow Step 3). 

Or simply click and drag into the recycle bin. 

Note: removing the icon or “shortcut” will not remove the program. If you want to do 
that for programs you know you will never use again, you must follow instructions 
below for removing a program/software application. 

2.) Organize files into folders. Placing files into 
folders will allow you to more easily find the file 
you are looking for. Create folders by right 
clicking the mouse in the blank window where 
you want folder > [New] > [Folder] 

Note this works in any window or drive, not just 
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on the desktop. 
http://www.microsoft.com/windowsxp/using/setup/personalize/organize.mspx  

3.) Empty the Recycle Bin: regularly delete unwanted files from your recycle bin. These 
are deleted files that were moved to the recycle bin when you clicked “delete,” but are 
still stored on the computer. 
 
Click on your recycle bin and then select 
[empty the recycle bin]. Or you can delete 
individual files by right clicking and then 
selecting [delete]. 

 
4.) Restore a file you accidently deleted: if 

you accidently delete a file or find out later 
that you need a file you deleted, you can restore it as long as it’s still in your recycle 
bin. To do: just click on your Recycle Bin, find the file, and either click and drag it back 
to the location you want it (such as on your desktop) or right click and choose 
“Restore.”  

 
EXERCISE 1: create a folder titled “[YOUR LAST NAME] test folder” and put in the picture of 
the earth on the desktop. Then delete it.  
 
 
Creating Shortcuts: 
You can create shortcuts to programs and place them on your desktop or in your quick 
launch bar. The easiest way to do this is find the program you want to create a shortcut for by 
going to the Start button and clicking “all programs” and locating the program. Then right click 
on the item and choose “Send to” and then “Desktop (Create Shortcut).” Then if you also 
want it on the quick launch bar (the icons next to the start button) you can click and drag the 
shortcut you just created there.  
 
It will still keep your program in the “all programs” section and makes a shortcut (or link) to it 
in your desired location. 
 
EXERCISE 2: put a shortcut to the calculator on your desktop. It is located in the 
“accessories” folder. You won’t have permission to do this on the library computer, but you 
can watch on the screen to see what it will look like.  
 
 
Program Updates  
It is important to keep your computer up-to-date by installing the updates for your installed 
programs. Things like Windows, Office, Java, Adobe, and your antivirus programs will need 
updated on a weekly or monthly basis. Sometimes your computer will notify you when an 
update needs installed. If you did not specify that you would like to receive automatic updates 
when you installed the program you may have to check if your programs need updating on 
your own.  
 

http://www.microsoft.com/windowsxp/using/setup/personalize/organize.mspx
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These updates are important to do because they ensure that your programs 1) are protected 
against any known security threats, 2) have the latest features available for your use, and 3) 
can interact smoothly with new features on other programs.  
 
Windows Updates  

Windows updates are very important 
because they fix known problems with the 
operating system. If your computer is set up 
to receive automatic updates you will be 
notified when new ones are ready to be 

installed. The windows update icon will appear down in 
your system tray to inform you. Click on the icon to 
bring up a window. Allow the updater to run.  
To see if there are any updates ready for your 
computer, go to your Start menu > All Programs > 
Windows Update.  

 
A window will open, listing if you have any updates 
ready to be installed. Click on the Install updates 
button to download and install them. If you see a 
Check for updates click that to see if there are any. 
 
You may need to restart your computer when it is 
finished.  
 
 
 

 
Adobe Updates  
Adobe Flash Player is a program used to see 
objects in motion on a website. If you do not 
have the latest version of Adobe Flash installed 
you may not be able to see all of the interactive 
items on web pages.  
 
When it is time to run an update, a window will 
appear on the screen, prompting you to do so:  
If you would like to install the updates, click on the Install Now button.  
 
Java Updates  
Java, like Flash, is used in programs and on web 
pages to allow interactivity and movement. Updating 
Java allows your computer to be protected against 
security holes that have been found in the program.  
 
Java, like Windows, will inform you when it needs 
updating with an information balloon near the system 
tray. Click on the balloon and follow the directions.  
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Antivirus Updates  
Your antivirus program should check for and install updates automatically. If you wanted to 
see if it is doing this, you will have to double click on the icon in the system tray. If you are 
unsure as to which icon is the antivirus icon, point to the icons one at a time and wait for the 
label to pop up. Some common program icons are: 
 

Symantec/Norton:  or  or                     Avast!:  
 

McAfee:  or                        AVG:   or  
 
 
Once you have double clicked on 
the icon the antivirus window will 
open. You will have to look around 
at all of the features, as every 
program displays things differently.  
There should also be an option in 
the antivirus window to schedule 
periodic scans. Choose a time of 
day when you know your computer 
will be on but you will not be using 
it, as a full system scan can slow 
down the other tasks you may be 
performing. A full system scan only 
needs run once a week. Your 
computer should automatically scan 
for threats on any download you perform.  
 
If you want to scan for viruses now, you should also be able to find an option in your antivirus 
software to do that. If it finds a threat or virus it will attempt to clean it. Note: if your computer 
has a bad virus on it that won’t allow your computer to function normally, you might have to 
do this virus scan in “Safe Mode.” To get to safe mode, start your computer normally and 
continually press the F8 key on the keyboard. Then select the safe mode option from the 
menu. 

Note: if you don’t have a virus-protection software on your computer, there are a few free 
ones you can download, such as AVG Anti-Virus Free: http://free.avg.com/us-en/download-
avg-anti-virus-free or you can pay for more advanced software 

 
 Other things you can do to provide further protection if you want: 

o Run Microsoft LiveOne Care PC Scan (Free trial and scan): 
http://onecare.live.com/site/en-US/center/howsafe.htm?s_cid=mscom_msrt 

o Download Microsoft Malicious Software Removal Tool (free download): 
http://www.microsoft.com/security/malwareremove/default.mspx 

o Run scan using virus total (free): http://www.virustotal.com/sobre.html 

Change when 

your system is 

scanned.  

Up-to-date as of 

April 21, 2010.  

Download  

updates 

right now.  

http://free.avg.com/us-en/download-avg-anti-virus-free
http://free.avg.com/us-en/download-avg-anti-virus-free
http://onecare.live.com/site/en-US/center/howsafe.htm?s_cid=mscom_msrt
http://www.microsoft.com/security/malwareremove/default.mspx
http://www.virustotal.com/sobre.html
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Check Control Panel Settings: 
It’s a good idea to confirm the Windows Updates (Windows will automatically keep your 
computer current with important updates), Firewall (which blocks unauthorized access to 
your computer and helps protect your computer against viruses and other computer threats), 
and Windows Defender (Helps provide protection against harmful or potentially unwanted 
software and sends you alerts) is TURNED ON. That way you should receive automatic 
update notifications. 
 
To do: [START] – [Control Panel] – [Security Center] (Make sure you are on “classic” view 
on the control panel). Click on each one to see if it’s on. If not follow instructions to turn on. 
 
http://www.microsoft.com/protect/computer/default.mspx 

 

 
 
Clean up your Hard Drive: 

The longer you have had your computer, the more likely it is to be filled with clutter that you 
do not need, such as software programs that you have installed but no longer use, files that 
you have downloaded and forgotten about, etc. For older computers with small hard drives 
this can take up valuable disk space and even cause a slight decrease in performance. 
Whilst not so much of a problem for more recent computers with their huge hard drives, a 
little spring cleaning never hurts. The following steps can be followed to clear up your clutter 
and check that your hard disks are in good condition: 

1.) Check through your filestore and remove any old or unwanted 
files or folders. Be sure to only remove things that you 
definitely do not need. If you do not know what something is, do 
not remove it as it may be part of the Windows operating system 
or another program you have installed.  

To do this, right click on file or folder and select [delete]. Note this 
only places it in the Recycle Bin and will need to be deleted 
completely in the future. 

http://www.microsoft.com/protect/computer/default.mspx
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2.) Remove any unwanted software applications. In Windows Vista to do this go to 
Start > Control Panel > Programs and Features and look through the list of 
software, uninstalling those you do not need (good idea to double check the “last used 
on” date to make sure you really don’t use it anymore). Again, if you do not know what 
a program is for DO NOT uninstall, you could delete key functions for your 
computer!!!!!!!  

To uninstall: select the program from the list and then click “uninstall.” 

 

 

 

 

 

 

 

 
 

3.) Free Up Space on your hard disk: 
This will remove unwanted files (such as 
temporary files the computer makes to function on 
a day-to-day basis, temporary internet files, etc.). 
It helps regain storage/memory and could speed 
up the computer. Note: you can also clean out the 
recycle bin all at once this way. 
 
To do. Click on [START] > [Control Panel] > 
[Performance Information and Tools] and then [Open Disk Cleanup] 
 
Takes a few minutes to run. Then will bring up “Disk 
Cleanup for (C:)” window. 
 
 
Ok to Clean Out: 
Temporary Internet Files, Microsoft Error Reporting 
Temporary Files, and even Recycle Bin if you are sure you 
no longer want those files/folders you deleted. 
 
Better to Keep: 
Setup and Download Files 
Anything you don’t know what it is! 
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4.) Defragment your hard disk drive: As files are written to and deleted from a PCs hard 

drive it will become "fragmented". It will have a piece of a file on one part of the drive, 
and other pieces of the same file elsewhere on the drive. To improve the way files are 
stored you can run a program to "defrag" the hard drive. This will put all the pieces of 
each file together in one location and so reduce the time the computer spends locating 
files, which effectively will speed up your computer.  

 
To do: Click on [START] > [Control Panel] > [Performance Information and Tools] 
and then [Advanced Tools] and [Open Disk Defragmenter] 
 

 

Good idea to “Analyze” 
first, and then if the 
computer recommends it, 
go ahead and click 
“Defragment.” 

 
Clear Your Internet History: 
As you browse the Internet, each of the items you view are saved 
locally on your hard disk drive. This helps web pages you visit 
frequently load faster by loading the files from your hard disk drive 
instead of having to download the web page 
again. To conserve hard disk drive space or 
to help keep your Internet browsing private, 
you may find it necessary to delete your 
Internet History. Below is how to do this.  

To do: [Start] > [Internet Explorer/Your 
Internet Browser] > [Tools] > [Delete 
Browsing History] From here you can find 
out about and choose to delete “temporary 
internet files,” “cookies,” “history,” “form 
data,” and “passwords.” 
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Reset Internet Browser Settings: 
Do this with caution and only if your browser is in an unusable state. If you need to, though, 
resetting the Internet Browser, deletes all temporary files, disables browser add-ons, and 
resets all the changed settings.  

To do: [Start] > [Internet Explorer/Your Internet Browser] > [Tools] > [Internet Options] 
> [Advanced] > [reset] 

 

System Restore:  
You can use this to undue harmful changes made 
to the computer. Essentially, you select an earlier 
time or prior system state to restore the system to. 
The process is reversible, and you won’t lose 
saved data. 

To do: click [Start] > [All Programs] > 
[Accessories] > [System Tools] > [system 
restore] 

 
Removing Adware and Spyware: 
Sometimes you might accidently download adware (which is any software package which 
automatically plays, displays, or downloads advertisements to a computer after the software 
is installed on it or while the application is being used.) or spyware (which is computer 
software that is installed surreptitiously on a personal computer to collect information about a 
user, their computer or browsing habits without the user's informed consent.) 

To undo this follow instructions at: 
http://antivirus.about.com/od/spywareandadware/tp/adwarespyware.htm. You’ll be walked 
through how to disconnect from the Internet, uninstall the adware or spyware, scan the 
computer, and how to try to fix the problem. 

If you don’t know what you are doing it is best to get help!!! 

More online resources: 
 19 Tools to Get Junk off your PC (PC World 8/27/07): 

http://www.pcworld.com/article/id,136109/article.html 
 LifeHacker Top 10 Ways to Clean PC (2007): http://lifehacker.com/software/lifehacker-

top-10/top-10-ways-to-clean-up-your-pc-294189.php 
 72 Tips for Safer Computing (PCWorld, 2/1/08): 

http://www.pcmag.com/article2/0,2817,2254028,00.asp  

http://antivirus.about.com/od/spywareandadware/tp/adwarespyware.htm
http://www.pcworld.com/article/id,136109/article.html
http://lifehacker.com/software/lifehacker-top-10/top-10-ways-to-clean-up-your-pc-294189.php
http://lifehacker.com/software/lifehacker-top-10/top-10-ways-to-clean-up-your-pc-294189.php
http://www.pcmag.com/article2/0,2817,2254028,00.asp

