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Friday Quick Reset Checklist
A simple 10–15 minute routine to keep your computer and workspace in good shape

🖥️ Physical Cleanup
☐ Clean screen
☐ Wipe keyboard and mouse
☐ Quick desk cleanup (papers, cables, clutter)
☐ Put away or organize any accessories (USB drives, notes, etc.)

📁 File & Storage Cleanup
☐ Clear out the Downloads folder
☐ Empty the Recycle Bin
☐ Move any important files from Desktop to proper folders
☐ Delete or remove any obvious junk files

🌐 Browser Cleanup
☐ Close unnecessary tabs
☐ Bookmark any pages you want to keep
☐ Clear out anything you no longer need open

⚙️ System Check
☐ Install any available updates
☐ Restart computer
☐ Close any programs running in the background that you don’t need

🔒 Quick Safety Check (Nice added value)
☐ Scan for anything unusual (popups, strange behavior, unknown programs)
☐ Make sure antivirus/security is active
☐ Check for any unexpected emails or alerts (don’t click—just review)
