How to Use Your Pin Drive


1. Put your flash drive in one of your USB ports. This window will appear. Press Cancel.
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2. Click on the Windows Explorer icon. Click to open your G drive which is your last name drive. (See below. Mine is called Stanp.) 
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3. Select the files and/or folders you want by clicking once on the first folder or file you want to copy, holding down the Ctrl key and clicking once on all of the other folders and files you want to copy. You will see that they are all selected as below. 

4. From the menu bar, choose Edit/Copy.  Then click on the Removable Disc Drive once
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Once you have chosen your removable disk drive (The removable drive letter can be different letters—not always E.), choose Edit/Paste.  Your folders and files will paste onto your flash drive. [image: image4.png]Ele Edt View Favortes Toos el
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Follow these instructions to go from the pin to your G drive as well.

	1. Insert your FLASH drive in any USB slot. 

2. Open Windows Explorer by right clicking on Start or by clicking on the Windows Explorer icon. 

3. Right click on My Computer. 

4. Choose Manage. 

5. Choose Storage > Disk Management. 

6. Locate your FLASH drive in the window on the right side and right click on it. It probably does not have a drive letter associated with it. Be careful here to choose a device the same size as your FLASH (such as 256 MB or 1 GB). 

7. Choose "Change drive letter and paths". Be VERY careful here. Choose a letter that is not mapped to another drive at your school. Usually L or M are available. Do not map to a drive that is currently in use (such as T: sti). 

8. You may rename your newly mapped drive to something like Jan's FLASH so that it will be easy to detect in your list of mapped drives. Do this by going to Windows Explorer > right click on your FLASH drive and choose Rename. 



	How to Map a FLASH drive
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*You may need to map your FLASH drive if it does not show up in your list of networked drives or if it takes over a drive like G: (your home directory). If in doubt, ask your technology coordinator before proceeding.




