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There are different files that are placed on your workstation to improve your usage experience.
These files are small, but may have an impact on the response of your computer, if not
managed.

Two of the most common of these file types are cookies and cache (temporary) files.

It is ‘good housekeeping’ to clean out ‘behind the scenes’ web files regularly. This helps
maintain response times as well as freeing up disk space.

This helpsheet helps you in managing these files.

Cache / temporary Internet files

These are copies of website files downloaded onto your computer to speed up use of websites.
They can be safely deleted without much impact — current copies will be downloaded again
when (if) you next visit the site.

Deleting temporary internet files

1. Start Internet Explorer =i
Temporary Internet Files
2. Click on Tools > Internet options. e e g, G A
Cookies
3. Select the Gen eral Tab from the top Files stared on your computer by websites to Delete cookies... |
. f h as login inf tion, :
of the WIndOW. S3VE pPrererences such as login information
History
4 Click on Delete under the Browsing 5l webstes youhne vsted oot |
history section of the window. Form data
Saved information that you have typed into Delete farms. .. |
farms.
This opens up the Delete Browsing
. . . . Passwords
HIStOI‘y WII”IdOW, Wh|Ch then dISplayS Passlwords that aria_utomaFically Fillgd i||1 when  Delete passwords. . |
the types of files that can be deleted. e o @ ebste youlve previosl
About deleting browsing history Delete all. .. | Close |
5. Click on the Delete files button in
the Temporary Internet Files
section.
6. You will then be prompted to confirm x|
that you want to delete all these files. \ Are you sure you want ko delete 2l
! termpoaraty Internet Explorer Files?
Click Yes to proceed. Ves wooo |
7. A start window will open up showing progress, and then you will be returned to the
Deleting Browsing History window.
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Cookies

Cookies are small files that are downloaded onto your computer while using the internet.

They can be a mixed bag, ranging from useful (e.g. a cookie that enhances your visit to a
regularly accessed website by keeping track of your data) to intrusive (e.g. a cookie that tracks

your internet activity to send off to a marketing site). Cookies can slow your workstation
response times because they may be sending and receiving internet data.

When you delete cookies you may need to re-enter information the next time you visit your
website, or give approval again for some cookies to be downloaded.

Deleting browser cookies

1. Repeat steps 1 to 3 of the Deleting x
temporary internet files section. Temporary Internet Files
Copies of webpages, images, and media that
are saved for faster wiswing,
2. Click on the Delete files button in the r—
Temporary Internet Files section —this [kt smaabimmote | ooc ol |
will delete all cookies. -
. . Hist
3. YOU Wl” be prompted tO Confll’m that yOU Li;fg‘;r\:ebsitas vou have visited, Delete history... |
want to delete the cookies, and then a
- F dat.
status screen WI” appear S::;:I in?o?mation that you have kyped inta Delete Forms. .. |
4, Once deleted you will be returned to the forms.
Deleting Browsing History window. Passwards
Passwords that are automatically filled in when  Delete passwords, |
you log on to & website vou've previoushy
wisibed,
About deleting brovwsing history Delete all... |I Close |I
e——
5. Close down, then restart your browser window, to clear any currently active cookies.
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