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Writing CDs on Highland Library PCs

Please ensure that you allow sufficient time to write important files to CD
before the end of your session as any files saved to the PC will be deleted
when you log off. If you do not have a CD, you can buy one from Library
Staff.

Firstly, it is recommended that you save the files you want to write to CD
into the temporary storage facility, “My Documents” (note that when the PC
restarts on log off, any files saved onto the PC will be deleted).

Put the CD into the CD drive (located on the right side of the PC).
Click on the “Start” button on the bottom left of the screen and select
“My Documents”.

If you want to write just one file to CD, then right click on the file
name, select “Send To” and select the “CD Drive (E:)”.
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At the bottom right of your screen you should see the following balloon
pop up.

jr.i' You have files waiting to be written to the CD.

To zee the files now, chck thiz balloor.

Click anywhere inside the balloon and the following window will
appear.



Writing CDs on Highland Library PCs

The file(s) that you “Sent To CD-RW Drive” should appear under the
heading “Files Ready to Be Written to the CD”. Click on the “Write
these files to CD” link, highlighted below on the left of the window.
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The following window will appear. Click the “Next” button and the files
will begin to be written to the CD. Once the process is complete, the
CD drive will automatically open.
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Welcome to the CD Writing

@ Wizard

This wizard helps wou write, or record, wour files to a CD
recarding drive,

Type the name wou wank to give ko this CO, ar just click Mext
ko use the name below,

D name:
gl

Mew files being writken ko the C0 will replace any Files
already on the 0 if thew have the same name.,

Close the wizard after the files have been writken
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