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How to Write Files to CD

Put in the CD you want to write the files to; it can either be a CDR or CDRW.

Open Windows Explorer:

By using the “Windows key” and “E”

Or

By clicking on the Start button then “Programs”, “Accessories”

and finally click “Windows Explorer”.

Now find the Files/Folders you want to put on the CD by clicking
on the H drive (My Documents).
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Click on it and it will open up the CD. The files here are waiting to be written to the CD.

To write the files/folders to CD click here.

=) CD Drive (D:)

File  Edit  Wiew

) - 3].2

L

Favaorites  Tools

Folders E -

[

i)
-l.l,

Addrass | 2) D Drive (D1

Mame

EE

Size | Tvpe

CD Writing Tasks Files Ready to Be Writte,

to the CD

| #] write these files to CD |

a1 fFullts20docking®20guide: pf |

l\j_ﬁ Delete temporary files

»

File and Folder Tasks

5 Make a new Folder

&8 Publish this Folder to the
Weh

»

Other Places

§ My Computer
__', My Docurnents
] My Metwork Places

<

Details

2,551 KB Adobe Acrobat Doc...

1 ohjects

This screen will appear: you can
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It will now start writing the files & CD Writing Wizard
to CD.

Please wait...

The CD will eject when finished.

Writing the data files ko the CD..,

Now put the CD back into the

PC and open the files from the Estimated time left: 50 seconds
CD to make sure they have been

written successfully.
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Put a large file onto CD

If a user wants to put a large file onto CD but it will not fit onto the H drive they can temporarily save the
file to the Temp folder on the C drive this will let them save the file and then do the method above to

write it to the CD.

Note: All files in the Temp directory will be deleted when the user logs off.
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