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Using USB Storage Media

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:

The computer will detect the drive...
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...and a window showing the contents of the drive will pop up on the computer screen:
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Your drive will also show up in “My Computer” as a newly added drive. Go to the Start Menu and
click on My Computer:
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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.)
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Double-click the new drive to access the contents:
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When you are finished using your device, double-click the “Safely Remove Hardware” icon in the
system tray:
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Select your device and click the “Stop” button:
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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:
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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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