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File Management Devices 

 
Objectives 
 

·  Saving files to a floppy disk, flash drive, and CD  
·  Memory sizes and software capabilities 
·  Learn how to transfer digital files from a camera to the computer 

 

Saving Files to a Floppy Disk 
 
Place a floppy disk into the A: drive.   
Choose File Save As from the menu bar  
Avoid the File Save option on the File dropdown menu because it sends files to the My 
Documents folder of the C: drive unless you have previously saved to the A: 
The Save As dialog box appears which allows you to select where the file will be saved. 

 

Click the black triangular arrow on 
the right side of the text box to 
open the menu. 
Select 3½ Floppy(A): 
Rename the file (if desired) in the 
File Name text box near the 
bottom of the dialog box 
Click Save. Your file is now saved 
to floppy desk.  

 

 

Saving Files to a Flash Drive 
 
A flash drive is a compact memory drive that acts like a portable hard drive, allowing the user to 
store and transport computer data.  Also referred to as a THUMB drive, 
they are very small, convenient, and capable of holding incredibly large amounts of information.   
 
The process for saving to a flash drive is similar to saving to a floppy: 
  

Plug the flash drive into the USB port of your computer or other USB-equipped device.  It 
will now appear as an additional drive in the file directory. 
Click File Save As from the menu bar  
From the Save As dialog box select the drive assigned to the flash drive (likely named E: ) 
Files previously saved to the C: drive can be dragged into the flash drive folder. Your files 
are instantly transferred to your USB flash drive. To transfer the items on your USB flash 
drive onto another computer, simply plug your USB flash drive into the computer that you 
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want the files transferred to, open the folder that appears on your screen, and drag the 
desired files onto the computer's desktop. 
To safely remove the flash drive (or any USB device) right click on the “Safely Remove 
Hardware” icon in the far right of the Task bar. 

Saving Data to a CD 
 
Burning a CD refers to using a blank recordable CD and writing data onto it using a laser. 
Materials needed to burn a CD: 

·  Blank recordable CD (CD-R) disk 
·  CD recording drive in your computer  
·  CD burning software  

Note: CD-R or CD-RW (rewriteable) disks can be used as long as the drive and the device 
being used to read the disk can recognize the format (most newer devices recognize both). 
Once you burn a CD-R disk, you cannot burn over it. CD-RW disks let you burn data over and 
over again. 
 
Procedure 
Save the document to the C: drive (make it easy to find like My Documents or Desktop).   
 

Open up the Sonic software by clicking on the “Burn CD” icon on the desktop.  
From the dialog box that opens select “ Make a data CD” and then “Data CD Project”.   
Locate the file in the “Select Source File” drop down menu in the upper left.  Highlight the 
specific file in the list immediately below and click on the add button to place the selected file 
in the queue.   
Click the red “Record” button.  Another dialog box will open, click “Start Recording”.   

 
Another option is to locate the file in Explore, place the cursor over it and right click.  Click Send 
To and send it to Direct CD Drive.   
 
Both methods should work.  Remember this is creating a data disk, not a music CD which uses 
a different a different procedure. 

Memory Size and Software Capabilities 

�  Bit: The smallest unit of information a computer can read. 

�  Byte: A group of eight bits (often representing a single character), which can be a number, 
letter or symbol. 

�  Kilobyte (KB): 1000 bytes, approximately equal to one page of double-spaced text. 

�  Megabyte (MB): One million bytes, approximately equal to one book. 

�  Gigabyte (GB): One billion bytes, approximately equal to a shelf of books. 

�  Terabyte (TB): One trillion bytes, approximately equal to a whole library of books. 

 
FLOPPY DISKS -- The standard floppy disk stores 1.44M (megabytes) of data.  
 
USB FLASH DRIVES -- Has up to 16GB of storage capacity. The smallest flash drives currently 
available have 32MB storage space 
 
CD-Rs -- Compact Discs, Recordable. Around 650-700MB of space on a single disc. This can 
translate to about 74 minutes worth of music, 650 photos, or 50,000 documents! 
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CD-RWs -- Compact Disc, ReWriteable. Store 650-700MB of data and are an attractive floppy 
disc alternative, however the disc must be treated with great care (kept from scratches). 
 
DVD-R -- DVD, Recordable. Digital Versital/Video Disc. The DVD data capacity is about 4.7G 
(DVD-5). This is called Single Sided Single Layered. This is almost seven CDs worth of data. 
DVD-R’s can only be written to one time. A recordable DVD stores up to 2 hours of very good 
quality DVD-Video, including several audio tracks in formats like stereo, Dolby Digital or DTS 
and also advanced menu systems, subtitles and still pictures that can be played by many 
standalone DVD Players and most computer DVD-ROMs 
 
A DVD-R DL (double layer) allows one to record 4 hours instead of 2 hours of the highest 
quality DVD video on a disc. It can store 8.5 gigabytes, equaling about 12 fully recorded CD-Rs, 
instead of 4.7 gigabytes found on a single sided DVD. 
 
DVD-RW -- DVD, Re-Writable/Re-Recordable. A DVD-RW is a rewritable optical disc with equal 
storage capacity to a DVD-R, typically 4.7 GB. Unlike DVD-RAM, it is playable in about 75% of 
conventional DVD players. The data on a DVD-RW disc can be erased and recorded over 
numerous times without damaging the medium. ***The e-Services staff recommend the use of 
DVD-R's instead of DVD-RWs on our public floor machines. As of 5/09/05, only a few library 
locations have computers with DVD burners.*** 
 
The primary advantage of DVD-RW over DVD-R is the ability to erase and rewrite to a DVD-RW 
disc. DVD-RW discs may be written to about 1,000 times before needing replacement. DVD-RW 
discs are commonly used for volatile data, such as backups or collections of files. They are also 
increasingly used for home DVD video recorders. 

Digital Cameras 

Transferring pictures from the camera to the computer 
Digital cameras have become very popular yet many people do not know how to operate them.  
The following information is designed to help staff assist customers with the most common way 
of transferring pictures to the computer because the method is not always the same. Encourage 
customers to consult their digital camera manual for detailed instructions on how to connect 
their specific camera to the computer.  The responsibility ultimately rests with them. 
 
Materials needed:  

USB cable  
Camera software (Microsoft Scanner and Camera Wizard is loaded on Library’s public 
computers) 
 

Choose your method for transferring photos from camera to computer: 
 

Via a Cable: The standard hardware used to transfer photos from one's digital camera to a 
computer is through a computer's serial port, parallel port or USB cable port. 
 
Via Disk: Some cameras offer floppy or mini-CD disk storage. In that case, you would take the 
disk out of the camera and insert it into your computer's disk drive to view and store your photos.  
 
Begin the transfer: 

�  Set the camera mode to "PC" to switch control of the camera to your computer. 
Turn the camera on. 

�  Microsoft XP has a dialog box that opens once the camera is plugged in and recognized 
as an additional drive.  
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�  Click the Microsoft Scanner and Camera Wizard option which will download pictures 
directly from the camera.   

�  Follow the steps of the Wizard to send the pictures to the preferred destination. 
 
Photo Hosting 
 
There are many ways to share digital photos, the most popular being to send them via email. 
Another fast-growing option is photo hosting which allows digital camera users to upload their 
pictures to a photo host.  This option has become extremely popular because it is inexpensive, 
effective and easy to use. Some of these services are free and allow open viewing by anyone.  
Others have a fee and require a password to limit access to specific individuals.  A few of the 
more popular free sites include: 
 

myphotoalbum.com flickr.com 
snapfish.com NetVue.com 
photobucket.com ofoto.co.uk 
shutterfly.com  

 
Instructions for uploading photos can be found on each website. 
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� ��� � �   & Learn: Downloading Digital Media  

 
Objectives: 

·  Learn how to transfer music from a CD 
·  Learn how to transfer images from a digital camera 
·  Learn how to scan a hardcopy image onto your PC 
·  Learn the basic tools freely available for using digital media 

 

Transferring Music from Audio CDs 

Insert CD into your PC’s DVD/CD tray.  Please remember to use the tray’s eject button 
to open AND close the tray to prevent damage to the drive. 

The following window should appear: 
 

 
 

 

Select the option “Rip music from CD using Windows Media Player” from the list of 
options.  Click “OK.”   Please note that the process of copying music from a CD onto 
your PC is referred to as “ripping” the music. 

 
Windows Media Player should immediately open and begin copying the music to your 
computer’s “My Music” Folder.  Your “My Music” folder is located inside your “My 
Documents” folder. 
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At any point during the ripping process you may terminate the process by clicking the 
“Stop Rip” button in Media Player. 

 
You may also select specific tracks to be included or excluded in the rip by checking or 
un-checking the boxes next to the track title. 

 
 

A checked box will rip, and unchecked box will not.  Your music is now saved to your 
PC’s hard drive. 

On some computers a task window will not appear when you insert a CD into the drive.  
In these instances you will have to manually load Windows Media Player.  This can be 
accessed via the Start Menu.  Click on your Start Menu and select All Programs >> 
Accessories >> Entertainment. 

Once Media Player has opened, click on the “Rip” tab. 

 
Click the check boxes next to the tracks you wish to copy and click the “Rip Music” 
button at the top of the Media Player. 

 
PLEASE NOTE:  It is illegal to redistribute most music ripped from CDs.  This includes but is not limited to emailing 
the music to other individuals, posting the music on the internet, and burning the music to a blank CD and distributing 
it.  To do so would violate federal and international copyright laws. 

Transferring Images from a Digital Camera 

Make sure your camera is turned on and set for viewing images, not taking pictures.  
Please consult your camera’s manual for instructions. 



 7 

Locate the USB port on your camera and your PC.  The PC, if it is a recent model, 
should have USB ports on the front of the machine.  In older models, the USB ports will 
be on the back. The USB ports on both the camera and the PC should be labeled with 
this icon: 

 
Connect your camera to the computer with the provided USB cable.  Each end of the 
USB cable should have a different connector type.  The small connector attaches to the 
camera, the larger to your PC. 

 
The following window should pop up on your screen.  If it does not, please refer to the 
instructions at the end of this section. 

 
 

Select the “Microsoft Scanner and Camera Wizard” option from the menu.  Click 
“OK.” 

The Scanner and Camera Wizard will now launch.  A Wizard is a software program that 
walks users through a specific function, simplifying the process for the user. 

 

Insert this end into 
the computer  

Insert this end into 
the camera 
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Click “Next” to continue. 

 

Please make sure the Check Box for each picture you wish to download from the 
camera is selected.  Uncheck the boxes of any photos you don’t want. 

 
Click “Next” to continue. 

Now enter in a name for the group of photos you are downloading to your computer (i.e. 
“Family Vacation 2007”).  Next select the location on your computer that you wish to 
store the images.  The default location for storing images on a Windows PC is the “My 
Pictures” folder. 
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Here you also have the option to delete the images from your camera after transfer.  
You do have to not to perform this action.  Click “Next” to continue. You’re done! 

 

 Scanning Images 

To scan a photograph or other document into the computer, you need to have a scanner.  
A scanner is a piece of hardware similar to a photocopier.  It scans a document and 
creates a digital image of that document in the computer. 

Open the Scanner and Camera Wizard.  This should be located on your Programs list 
accessed via the Start Menu.  This will launch the same Wizard program used to transfer 
images from a digital camera. 

 
Click “Next” to continue. 

Place the photograph or document that you wish to scan face down on the glass scanner 
panel and close the lid.  If you have a feed-through scanner, this process will work differently.  
Please consult your manual for proper procedure. 

Next you will want to scan a preview of your image.  Click the “Preview” button to initiate a 
preview scan: 
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Once you have your preview scan completed, select your color options: 

 
Click “Next” to continue. 

 

Next, the Wizard will ask you to select a name for your group of pictures, the file format 
(.JPG is standard), and a save location (My Pictures is standard). 
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Click “Next” to continue. 

The wizard will now scan your images to the designated location. 

 
Click “Next” to continue once the scan is complete.   

Continue to follow the prompts and you have completed your scan. 

 

Media Player and More 

·  Windows Media Player- Windows Media Player is a standard piece of software that 
comes with all Windows PCs.  Updated versions can be downloaded for free by 
Window’s users at http://www.microsoft.com.  Media Player can play movies and 
audio CDs as well as rip music from CDs to your computer. 
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·  Microsoft Photo Editor- Microsoft Photo Editor is another standard piece of 
software that comes with all Windows PCs.  It allows you to view images, scan 
photos and documents and perform some basic photo editing functions such as 
resizing and cropping images.  It also has a basic selection of special effects you can 
place on your images.  

·  RealPlayer- Real Media’s RealPlayer is a multimedia player similar to Microsoft’s 
Media Player.  It plays movies and music but specializes in streaming audio and 
video media from the internet.  Streaming is a term used to refer to the process of 
playing a file as it downloads instead of downloading the file and then playing it.  It 
can be downloaded for free at http://www.real.com.  

·  Winamp- Winamp is a free media player published by Nullsoft.  Winamp specializes 
in playing MP3 audio files but can play other forms of media as well, including video 
and audio CD.  It can be downloaded for free from http://www.winamp.com.  

·  Apple QuickTime- Apple provides its own media player called QuickTime.  It is 
available for both PCs and Macintosh computers.  It plays movies and audio.  It is 
available for free download at http://www.quicktime.com. 

·  There are some forms of media existing on the Internet that can only be viewed by a 
certain application.  It is useful to have all of the applications listed above installed 
onto your PC. 

 


