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Using File Storage Media

There are many portable, reliable file storage alternatives to floppy disks available on the market

today. The Library supports many of these devices. For file storage cards, see pp. 1-3; for
USB storage, see pp. 4-7.

On our Media stations, you can use the following storage cards (N.B.: these images are not to
scale):

CompactFlash (CF) " —
e About 4.5 by 3.5cm Samisk 2

i

EompaciFlish

512..

Memory Stick (MS)
e Approx. 2 by 5 centimetres
e The size of a stick of gum

Memory Stick PRO (PRO)
e Approx. 2 by 5 centimetres
e The size of a stick of gum

MultiMediaCard (MMC)
e 2.4 by 3 centimetres
e Postage stamp size

SecureDigital (SD)
e 2.4 by 3 centimetres
e Postage stamp size

SmartMedia (SM)
e About4.5by3.5cm

MicroDrive
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To access your storage card, simply insert the card into the appropriate drive, marked with the
abbreviation of the card name — e.g. SD, MS, MMC, etc. The pictures below show a
SecureDigital (SD) card from a digital camera being inserted into the appropriate slot (marked
SD/MMC):

When you have inserted your storage card, a window showing the contents of the card will pop
up on the computer screen:

&

WINAMP

File Edit view Favorites Tools Help

QBack £ O - l@ )_rj Search [L Folders ‘ v

Address I‘ar Gl

File and Folder Tasks

) Make & new Folder

e Publish this Folder to the
wieb

Other Places

§ My Computer
@ My Documents
\‘j My Network Places

Details

Wistart| & & 5 |~=,- Removable Disk (G:) |49 % oM@ TR a0aem
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Or, you may see a Windows dialogue box asking what you'd like to do with the storage card. If
so, select the option to “Open folder to view files using Windows Explorer”...

Removable Disk (D:} |

“windows can perform the same action each time you ingert
adisk or connect a device with this kind of file:

@ Pictures

what do you want Windows to do?
L using Windows Picture and Fax Viewer ;l

\‘,_ Frint the pictures
uzing Photo Printing ‘wizard

Transfer Images
uging HF Image Transfer Software

Q Take no action _I

™ Ahuays do the sslected action

Cancel

£ﬁ5tart| [E @ 90 & Adobe Photoshop ||E;| Removable Disk (D:) 2 A0 3SR szem

... to see the contents of the card.

BT
Fle Edit View Faworites Tools  Help | -
Dok - ©) « [T | O search |7 Folers | T3]

Address [~ G| | Beo

(== ==
File and Folder Tasks S IEj i \';) e

7 Make a new folder

e Publish this Folder to the
wieb

N.B.: If nothing happens when you insert your card, restart the computer and try again.
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Using USB Storage Media in the Library

On all Library and Malaspina Commons workstations, and most workstations in other
campus computer labs, you can use USB storage drives:

USB storage devices

e (AKA “USB flash drives”; “USB
keychain storage”;"USB
Thumbdrives”, “USB keys”)

For USB storage drives, use any USB port available on the computer. USB ports are available
on the front of the computer and the back. They are marked with the USB symbol:

WARNING: DUE TO THEIR DESIGN, NOT ALL USB STORAGE DEVICES FIT PROPERLY
IN THE USB PORTS ON THE FRONT OF THE COMPUTERS. IF YOUR USB STORAGE
DRIVE IS NOT DETECTED BY THE COMPUTER WHEN YOU INSERT IT IN A FRONT USB
PORT, GO TO THE LIBRARY SERVICE DESK WITH YOUR STUDENT/EMPLOYEE CARD
AND BORROW A USB EXTENSION CABLE, OR FIND A COMPUTER ON WHICH YOU CAN
ACCESS THE USB PORTS AT THE BACK.

Insert your USB drive in a USB port:

( ]
' {F ubcat-085 1]

The computer will detect the drive...

‘i) Found New Hardware E
Disk drive

2 0 SORmSTR sz
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...and a window showing the contents of the drive will pop up on the computer screen:

File Edt Yiew Favorites Tools  Help

' @Back - O - l-} |fl‘—) Search [L Folders v

Address |~4 i

= ” = Activitiespages
File and Folder Tasks L Microsoft Waord Document
| 26 KB
Em Rename this file

@ Move this file

iD Copy this file

e Puhlish this file ko the Web
Qj E-rnail this file

iy Print this file

2 Delate this file

Other Places

'Q My Computer
B My Documents
g My Network Places

Details

&fstart| | & 5@ le Removable Disk (E:) ¥ ush - Paint | | B «% SmeTP 10osam

Your drive will also show up in “My Computer” as a newly added drive. Go to the Start Menu and
click on My Computer:

Jean Blackburn
o
[ Internet © 7 My Documents
é Internet Explorer l‘)

= . i E) My Recent Documents
_.’ﬁ E-mail
| Microsoft Office Outlook I;?) My Pictures
:‘g Paint

[ﬁ My Music
% Remote Desktop Connection

[
‘_I. My Computer

g My Network Places

B’ Control Panel

@" Set Program Access and
Defaults

,é% Printers and Faxes

!’) Help and Suppart:
p Search

Al Programs ¥ 7 Run...

Log OFf m Shut Down

[#start | @ 5 [ | | @« % FmS P 008 am
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You will see your USB drive under the “Devices with Removable Storage” section in the My
Computer window. (NB. It may not always be drive letter “E:” as pictured below. The drive letter
will simply be the next letter in the alphabet not already in use.)

My Computer T

File Edit View Favorites Tools  Help

. @Back - @ - l’i J‘:)Search H__ Folders |v

Address I 9 My Computer

Hard Disk Drives
System Tasks

vigw system information @ Local Disk (C:) gi‘ Thaw3pace (T:)

iﬁ Add ar remowe programs

[ Change a setting
&3 Eect this disk Devices with Removable Storage

Other Places R AL DvDJCD-RY Drive (D1

g My Network Flaces
() My Documents
[ Control Panel

Details

Removable Disk (E:} i ) blackbuj on 'discoveryiusersit’ [ g Disconnected Metwork Drive
Removable Disk ) ()

File Systern: FAT

wstart| | @ & @ | Y isbs-Pant J My Computer | @ «%Smam o

Double-click the new drive to access the contents:

M & Removable Disk (E:}

File  Edit  View Favorites  Tools  Help

' @Back - O - L} |J',_rj Search lL Folders |-

Address IW E:}

» v p Activitiespages
File and Folder Tasks Microsoft Ward Document:
| 26 KB &
Iim Rename this file

@ Move this file

1) copy this file

e Publish this file ko the Web
£ E-mail this File

& Print this file

2 Delate this file

When you are finished using your device, double-click the “Safely Remove Hardware” icon in the
system tray:

Eistartl | @ 5 3 | Y usbe-paint ] i W 10:07 AM
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Select your device and click the “Stop” button:

%s safely Remove Hardware ﬂﬂ

Select the device you want to unplug or eject, and then click Stop. ‘when
‘wWindows notifies you that it iz safe to do o unplug the device from your
cormputer.

Hardware devices:

USE Mass Starage Device

USE Mass Storage Device at Location 0

Properties ‘

I Display device components

Windows will give you a message saying that active USB devices will be removed. Click “OK” on
the message. Then click the Close button on the “Safely Eject Hardware” dialogue box:

%> safely Remove Hardware 21x]

Select the device pou want to unplug or eject, and then click Stop. *hen
Windaws notifies you that it is safe to do =0 unplug the device from your
computer.

Hardware devices

I Display device components

You can now pull your USB drive out of the USB port.
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