Burning CDs on the Windows XP Computers


Burning a CD:

1. Insert the blank CD-R or CD-W into the CD-ROM drive. 

· (If at any time a window pops up that says windows can perform the same action every time you insert a CD. . . press cancel to close that window.)
2. Right-click Start, Explore, and locate the drive where your files to be copied to the CD are stored.

3. Using the Ctrl key (to select files that are not in order) or the Shift key to select folder and/or files that are in order) and highlight the files to be copied. *See note below.
4. Choose Edit, Copy (by pointing to the selected folders and/or files and right clicking the mouse or by choosing Edit, Copy from the menu).

5. Now, scroll up to the CD Drive:/, click to select it, and then right-click it to get the menu.  

6. Choose Paste from the menu.  (Folders and/or Files will become visible on the right side of the screen as they are pasted or “burned” to the CD.)

7. Choose File from the menu at the top of the screen and then choose Write These Files to CD….
8. The CD Writing Window will appear.  The date will be automatically entered as the CD name.  Click Next. The folders and/or files will be written to the CD.  Click Finish (or choose the option for writing these files to another CD if you plan to burn more than one CD).
9. The CD will automatically eject.  If it doesn’t, eject the CD.  It is recommended that you test this CD by opening a file from it using Start, Explore.  

*When trying to burn your entire G drive, be sure to only select folders you created. You do not want to burn system folders on to your CD. Examples of system folders you may find in your G Drive: Application Data, Cookies, Desktop, Favorites, Other, etc.
Opening and Editing and Resaving Files from Your CD:
1. Put the CD in. 
2. Launch the application that created the file (If the file you want to open and edit is a Word file, start Microsoft Word.). 

3. Choose File/Open. Browse to the CD Drive. 

4. Double click the file you want to open. 

5. Make your corrections. Choose File/Save As and save it to your G drive. 

*If you try to copy and paste files from a CD to a network drive, they will be read only. 


