Hardware Cleaning Procedures
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1. Mouse
Cleaning Cycle: Weekly
Procedure: 
Optical Mouse – Simply wipe with a damp cloth and dry off.
Trackball Mouse – Turn mouse over, remove cover and clean ball with dry rag. Replace ball and cover then continue same procedure as optical mouse.
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2. Keyboard
Cycle: Monthly
Procedure: Hold keyboard upside down and shake to remove larger debris. (If you have a small handheld dust buster you can also use this) Then continue to wipe keyboard with a dry cloth.
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3. Monitor
Cycle: Monthly (or as needed)
Procedure: Place a small amount of glass cleaner or water on a clean cloth and wipe screen in a rotational motion. Use a dry cloth to then wipe then screen in a similar fashion. 
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4. Floppy Disk Drive
Cycle: Yearly
Procedure: Floppy disk drives can be cleaned with a cotton tipped swab however this should not be performed unless experienced. Also floppy disk cleaning kits can also be purchased.
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5. Hard Drive
Cycle: Monthly
Procedure: Physical cleaning of the hard drive is not required however files on the hard drive may need constant maintenance. Tools such as disk defrag and ScanDisk (FAT32) and disk cleanup wizard can be used to perform such tasks. These can be found in Start > All Programs > Accessories > System Tools >
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6. CD-ROM
Cycle: As needed
Procedure: While the physical drive bay does not normally require cleaning, the disks themselves sometimes do. You can use a clean cotton swab or even your shirt. Start from the inside and wipe outwards like the picture below. DO NOT wipe in a circular motion.
7. Printer
Cycle: Monthly (or as needed)
Procedure: Locate the printer tool box on your computer and access the clean printer (heads) function. A physical clean can also be done by opening the printer and wiping dust away (DO NOT wipe / touch any of the printers mechanical parts i.e, Printer heads, tracks, rollers).

8. System Unit
Cycle: Quarterly
Procedure: Wipe with a damp cloth, avoid the back of the case as much as possible. You may also (if experienced) open the case and remove dust via a DRY cloth or duster (DO NOT touch any internal parts as ESD can be an issue).
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