Saving Files to CDs using Windows XP

1. From the Desktop, click the My Computer icon.

2. Browse to the files you want to write to CD.

J File Edt View Favorites Tools Help | l’;'
J (Doack - ) - T | ) search Folders |.
JMdress I_} D\ Test V'e"\_h's j a Go

Name = I Size I Type I Date Modfied I
-@Tesﬂ doc 260 KB  Microsoft Word Doc...  4/17/2006 3:42 PM
@TestZMDB 0KB Microsoft Access Ap...  3/16/1959 4:47 PM
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3. Insert a blank CD into the CD drive.

Note: Your Windows XP Workstation is equipped with a DVD-ROM/CD-ReWriteable
disc drive that can read from a DVD, and read/write to a Compact Disc Recordable (CD-
R) or Compact Disc ReWriteable (CD-RW). CD-R’s allow you to save files to the disc
until it is full. CD-RW'’s also allow you to save files to the disc until it is full, but you can
also erase the entire disc and start over again. In both cases you can overwrite files
written to disc, however, you cannot directly edit a file written to disc. CD-R’s and CD-
RW'’s are both recommended for everyday and backup use and can be ordered through
Boise Cascade.

4. From the CD Drive (E:) dialog box, select Open writable CD folder using Windows
Explorer.

© 2006 Information Technology Training Center Page 1 of 5



Saving Files to CDs using Windows XP

|
CD Drive (E2)

Windows can perform the same action each time you insert
a disk or connect a device with this kind of file:

(*J Blank CD
What do you want Windows to do?

k|

_pen writable CD folder
15ing Windows Bxplarer,

Create a CD
using Roxio Easy CD Creator

Select media to Copyto CD
using Windows Media Player

0 Take no action

[T Mways do the selected action.

o< |

Cancel

5. Click the OK button.

6. Select the files you want to write to CD.

i
J File Edit View Favorites Tools Help | -:,'
- €Y - @ o
J e Back J l.@ 7 Search i~ Folders
J.Address ILf} D:\Test j ET
Mame = Size | Type | Date Modified |
File and Folder Tasks ® 260 KB Microsoft Word Doc,..  3/29/2006 11:17 AM
Test2.MDB O0KB Microsoft Access Ap... 3/16/1999 4:47PM

_?ﬂ Mave the selected items
D Copy the selected items

@ Publish the selected items
to the Web

() E-mail the selected items
¥ Delete the selected items
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7. From the File menu, select Send To...CD Drive (E:).

i Test =10l x|

J File Edit View Favorites Tools Help | :f
Open

l - ch i Folders -

J % Convert to Adobe PDF j Go

size | Type

| Date Modified

" Convert to Adobe PDF and EMail Name ~ |
i Combine in Adobe Acrobat. ..
Open With...

K Scan for viruses...

[#]) Compressed (zipped) Folder
Mew 3 @ Desktop (create shortout)
Create Shortcut ) DirectcD Drive ()

Delete _J Mail Recipient
HETENE B My Documents
Properties

A 3v2Floppy (A:)
Close
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g My Computer
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Details

<«

260KB Microsoft Word Doc...
OKE Microsoft Access Ap...

3292006 11:17 AM
3/16/1999 4:47 PM

8. From the CD Drive (E:) - CD Writing Tasks menu, click Write these files to CD link.
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@ <D Drive (E) i ] 3]
J File Edit View Favorites Tools Help | 1?
J <) Back = & - ir | P Search Folders | m-
JAddress I\) E:\ j ﬂ Go
Name | Size | Type | Date Modified | Company
CD Writing Tasks Files Ready to Be Written to the CD
(& \irite these files to CD i ITest1.doc 260 KB Microsoft Word Doc...  4/10/2006 8:51 AM
"a Delete temporary fil T 0KB Microsoft Access Ap... 4/10/2006 5:51 AM

a|C0|:ies and writes the files you select onto a recordable CD. |

File and Folder Tasks ]
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9. From the CD Writing Wizard dialog box, type the name of the CD in the CD name field.
& o ing Wizard ﬂ

Welcome to the CD Writing

@ Wizard

This wizard helps you write, or record, your files to a CD
recording drive,

Type the name you want to give to this CD, or just dick Mext
to use the name below.

CD name:

Test CD

Mew files being written to the CD will replace any files
already on the CD if they have the same name.

[T Cloze the wizard after the files have been written

< Bach: I Mext = I Cancel
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|

10. Click the Next button.

i & CD Writing Wizard X|

Completing the CD Writing

@ Wizard

You have successfully written your files to the CD.

Do you want to create another CD using the same files?

[T ‘es, write these files to another C0

CD software developed under license from Roxio, Inc.

To dose this wizard, dick Finish.

= Back I Finish I Zancel

11. Click the Finish button.
12. When the burner is done writing to the disc, it will eject from the computer.
The file have been successfully saved to CD.

If you have problems saving files to CDs, please call the IT Service Center at (248) 858-8812.
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