How to Burn a Data CD in Windows XP

Logical Steps:

1)  Place new CD in CD burner (CD drive)

2)  Close any windows that might open

3) Organize or locate file/folders to be burned to CD

4)  Select files/folders to be burned to CD

5)  Right click on selected item(s)

6) On menu: point to “send to”

7)  On sub menu that appears choose: CD drive

8)  Left click message that appears in lower right of screen that says:
“You have files waiting to be written to the CD”

9)  In window that opens click on
“Write these files to CD”

10) You should seen icons with a down pointing arrow on them. These waiting to be
written (burned) to CD

11) Follow the instructions in the windows wizard that appears and your information
will be copied to the CD

12) Label the CD appropriately so that you will know what information is now on it



The steps again with some visual representation:
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When you place the CD in the Drive and close it you may see this window appear on the
computer screen. Just click the close button in the upper right hand corner or the cancel

button.



Once you locate the folders/files you wish to burn to CD, select them. The selected items
will be highlighted in blue like the 2 folders and 1 file in the picture below.
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Once selected point to one of the selected items and right mouse click. The menu with
“send to” should appear. You might have to wait a few moments for it to pop-up. Then
point at “send to” and the next sub menu should appear. On this menu point to “CD
Drive” and left click on it. See picture below:

i s 101 ==l x|
File Edit View Favorites Tools Help »‘.','
Osaciz v Q v i’. ’/f) Search i Folders ‘ v

Address I[j C:\Documents and Settings\garysmith\Desktop\CIS 101 ;] Go

[y Move the selected items

est 3.doc
File and Folder Tasks 2 15 101 FLOS) SEETIETE licrosoft Word Document}
Open 125 KB
~

Command Prompt Here
\D Copy the selected items == Explore
p s CIS 101 5P06
() E-mail the selected items | Search...
K Delete the selected items FAdd to archive...
B Add to "CIS 101.rar”
B Compress and email...
Other Places 2 B Compress to "CIS 101.rar" and email
WinZip »
(@ Desktop .
& My Documents Sean for Viruses. ..
i My Computer JALC-29018 N NetWare Copy...
g My Network Pl
‘d ¥ Network Places Corel Versions »
(02 Compressd (apped Fkder
Details ¥ —
Cut @ Desktop (create shortcut)
Copy @ DirectCD Drive (D)
Create Shortcut J Mail Recipient
Delete

(L) My Documents

F§ Netscape Messenger
27 Remote Computers
5 3% Floppy (A:)

@ cDDrive (D7)

<& lomega Zip 100 (F:)

Rename

Properties

Biswort| & @ (0] > &)nvestmentsite -Micr... | &]httos:/fwwws.ameritr... | P} streamer® curentb... | E] How toum aData ... [ as 101 [« 1n18AM




A window may appear on the screen saying that it is copying the files. Then a balloon or
bubble should appear in the lower right hand corner of the screen (see picture below).
Click on the balloon that tells you that files are waiting to be written to CD.
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Once you have clicked on the balloon from the previous picture a window similar to this
should open up. In the upper left hand corner you should see “Write these files to CD,”
which you should left click.
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This writing wizard window should appear. Click the “Next” button
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This wizard helps you write, or record, your files to a CD
recording drive.

Type the name you want to give to this CD, or just click Next
to use the name below.

CD name:
Feb 09 2006

New files being written to the CD will replace any files already
on the CD f they have the same name.

V' Close the wizard after the files have been written
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This window should appear showing that your information is being written (burned) to
the CD. Once it is finished take it out and label the CD so that you know what
information is on that disk. All done!
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