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Fundamentals of Laptop Maintenance 
 
There are some fundamentals you must learn when looking after 
your laptop. Your entire database is stored on here, so it pays to 
perform some regular maintenance on it. 
 
As a guide, the basic steps you should take are: 
 

• Keep Windows Updates up to date (this is automatically 
configured on the PACE standard build configuration) 

• Perform a regular Sage backup 
• Perform a Windows backup 
• Renew your anti-virus when it expires 

 
The standard PACE build consists of anti-virus software, Microsoft 
Office software and Sage ACT! with a basic accounting package.  
The anti-virus also comes with a 1-year subscription; it will need 
renewing after that. Each PC is set up to update themselves 
automatically, so no further maintenance should be required for 
those.   
 
What you do need to pay attention to is your backups. Your e-mails 
and your documents need backing up, and your ACT! database also 
needs to be separately backed up. In addition, you should test your 
backups regularly. 
 
Backing up your laptop 
 
Firstly, you should buy a USB drive to backup to. We recommend a 
2½ inch portable hard drive for this purpose, such as the Iomega 
500GB Select USB2 2.5" Portable Hard Drive, available for £42.99 
at the time of writing. The capacity must be at least 500GB, or it 
won’t hold the backup. 
 
Before performing a backup of the whole system, you should 
perform a separate backup of the ACT! database, simply because it 
is so core to your business – also, because of the way ACT! stores 
its data, restoring lost data is very difficult. 
 
To perform a backup of ACT!, click on ‘File – Backup – Database’.  
ACT! will suggest a suitable storage location – simply ensure that 
‘Include Attachments’ is selected, and then click ‘OK’. 
 
To perform a backup of your Windows system, first of all, plug the 
drive in. Then click on ‘Start – Control Panel’, and select ‘Backup 
your computer’ from the ‘System and Security’ group. 



 

 
Then click on ‘Set up backup’, and a window similar to the following 
should appear: 
 

 
 
 
Select the disk drive icon (in this example, labelled ‘Backup’), and 
then click ‘Next’. 
 
Ensure ‘Let Windows choose’ is selected, and click ‘Next’. 
Check the schedule settings, and then click ‘Save settings and run 
backup’ 
By default, the backup will be scheduled to run every Sunday at 
7pm. An error message will appear if the backup does not run as 
scheduled. 
 
A few things to avoid 
 
What causes most problems with computers is when people 
download software on it, that can  subsequently cause problems 
with the rest of the system. A list of Do’s and Don’ts is as follows: 
 

• Do NOT install smiley faces, accelerators, registry cleaners, 
performance tweakers, chat programs etc. They might not be 
what they seem. As an example, there is a certain piece of 
software which purports to tell you what the weather is like in 
your location. However, what it really does is to monitor your 
web-browsing habits, and then bombard you with adverts 
based on whatever web page you’re looking at. This kind of 
software is known as a Trojan, or more generically malware – 
not an outright virus intent on destruction, but something 
pretending to be innocent, but actually with a hidden agenda.  
For this reason, on your work laptop at least, you should 
avoid the lot of them. 

 



 

The only thing you may wish to install is Skype 
 

• Don’t bother to defragment the drive – performance gains 
these days are minimal 

 
• Finally, keep the backup separate from the laptop, i.e. not in 

the same bag as your laptop, in case you lose them both. 
 
 


