Using Drag’n Drop CD
Copy folders and files to a writable CD on your CCSF Laptop

Disks you can use

Since you are writing to a CD you must use special writable CDs. Buy CDs rated for fast speeds (at least 12X). These come in two types.
· CD-R disks: 740-800 MB; one-use; longest-lasting

· CD-RW disks: Also 740-800 MB; can be erased, rewritten (must erase all, then rewrite); more expensive, less reliable

Tips

Writing to a CD is slower than writing to a disk. First you collect files in a holding area, and then you copy them all at once to a CD. Both operations take time. Wait!

Because CD writing needs a fast, continuous data feed to succeed:

· Don’t run any programs or do other work while writing a CD

· Don’t interrupt the writing operation

Writing to a CD: Step-by-step

1. Locate the Drag’n Drop CD Buttons on the desktop
If you don’t see them, start the Drag’n Drop CD program:
· Click the Start button

· Click All Programs ( Drag’n Drop CD ( Drag’n Drop CD

2. [image: image1.png]


Insert the writable CD

· Front of computer
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Tap the button on DVD/CD-RW drive to open
(right-front of  computer)
· Drive pops out part-way

· Gently pull open and place disk

· Press center of disk to snap in
3. Locate files/folders to copy

· Use My Documents or My Computer to locate files/folders to copy
· Click to select files/folders. 
(Hold down the Control key and click to select more than one file/folder at once.)
4. Collect files/folders to copy

· For documents/pictures/presentations, drag to the box marked Data (bottom)

· You can keep on adding files and folders from different locations

· When you drag and drop files a small progress bar 
appears at the bottom of the box. Wait until it finishes and
you see the word Ready before you proceed.

5. Record
When you have finished collecting everything you want to record on the CD:

· Click the yellow-orange arrow on Drag’n Drop CD’s Data box, Or: 

· Right-click the Drag’n Drop CD box you are copying to

· From the popup menu, choose 
Start Recording
· Wait! In fifteen or twenty seconds a progress bar appears that tells you how recording is proceeding. Wait for it to finish.

6. When recording is finished
· Drive pops open

· Take out CD: Press center, lift from sides

· Write on top with special/indelible pen

· Store in CD case or envelope
· Test: Read from the CD on another computer!

Erasing RW disks

Before you can re-use a CD-RW, you must erase it.
To erase a CD-RW:

· Insert the disk

· Right-click any of the Drag’n Drop CD buttonsx
· Choose Erase RW Disk
Ejecting CDs

The CD will automatically eject after recording is complete.

To eject a CD:

· Tap the button on the front of the CD drive
OR

· Right-click a Drag’n Drop CD button and choose Eject Disk
OR

· Open My Computer, select the CD, and, on the left, click Eject this disk
Further Info
You can look at Drag’n Drop CD’s help files on your laptop.

· Click the Start button

· Click All Programs ( Drag’n Drop CD ( Drag’n Drop CD Help 
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