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Year end computer detox!

By December most computers are feeling the effects of overindulging. Perhaps not on Christmas wine and chocolate but as the result of
viruses, document hoarding and other accumulative hangovers. Detox your computer to get it working faster, safer and more ef ficiently.
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Remove clutter, delete unwanted documents off the desktop and tidy up your folder structure

Remove any programs that are no longer required

Empty your recycle bin!

Check that all necessary updates have been installed

Is it time to look at upgrading to Microsoft Office 2010 or 365...7 .\

Update your security passwords! -

Make sure your firewall is active B\/ = \e\e,b\\\_(\

Perform a last minute virus scacheck out Spybot Search & Destroy

Perform a disk cleanup and disk defragmentation (set this to run overnight as it may take sever
hours) ) { S

Perform routine backups of all files and settings \
Archive files offsite
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Computer systems vary. If you use an external IT provider to manage your computer requirements then liaise with them as to what they
have planned and what you can carry out yourself.

And remember € your ¢ omp umakesure ® shdtslowa ant tarh off defoye yau deave the office!
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 Areminder of Tax Payment due Dates fo l
2 H Our offices
. the 0Silly Seasonbé : .
will be closed from
|  December 20th - Tuesday |  Thursday 22nd December
PAYE (period ending November 2011) s
January 16th -Monday (normally the 1 Wit the holiday season a A@%Ié%oign at 8301
I Income Tax-2012 2nd Provisional Payment affecting your normal on Monday Sth January
B GST (period ending November 2011) routines, you may wish to . :
I PAYE (period ending December 2011) online banking schedule, to business associates and
. FBT (Octoberfi December 2011) avoid forgetting to pay these » supporters, we wish you a
| January30th-Monday (normally 28th and incurring late payment Jur I (iristmas and an
GST (period ending December 2011) penalties. exciting and successful 2012.
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