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How do I use my Flash Drive properly? 
 
Definition:  Flash Drive— 
A  Flash Drive is a type of portable USB drive that stores and transfers data. 
They are usually about the size of your thumb. They work like floppies in that 
information can be stored and written on them. You can read, write, copy, 
delete and move data from USB flash drives to your hard disk drive and back 
again. The difference between floppies and flash drives is that they are more 
portable, easy to use, and contain much larger storage space than floppies. 
Floppies are slow to write information on but with USB flash drives files are 
transferred and saved within seconds. Another great aspect to flash Drives is 
that they do not require any type of software installation—all that is required 
is a USB port with which all modern computers are equipped! 
 

 
 
What do you want to do? 

1. I want to install my USB flash drive in my computer. 
2. I want to open information from my USB flash drive. 
3. I want to save information on my USB flash drive. 
4. I want to move files into or from my USB flash drive. 
5. I want to safely remove my USB flash drive. 

 
NOTE: Depending on the manufacturer of your USB flash drive, you may have to install drivers in 
your home computer. Please refer to the manual of your USB flash drive for details.  
—This tutorial was specifically made for the CITELAB computers. 
 
 

STORAGE CAPACITY OF USB FLASH DRIVES 

CAPACITY OF  DRIVE DATA SIZE OF FLOPPY DISKS 
DIGITAL PHOTO CAPACITY 

(Varies depending on photo size) 

 64 MB =44 Floppies.. +50 Photos.. 
128 MB =88 Floppies.. +100 Photos 
256 MB =176 Floppies +200 Photos 

512 MB =352 Floppies +400 Photos 

I WANT TO INSTALL MY USB FLASH DRIVE 
1.1 
  
Insert Flash Drive into 
the USB port of your 
computer.  
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1.2 
 
Wait for the hardware to 
install on your computer 
automatically. After the 
hardware installment is 
completed, it is ready to 
be used! 
 

 

I  WANT TO OPEN INFORMATION ON MY USB FLASH DRIVE 

2.1 
 
A window will open 
automatically for options 
to open the flash drive 
folder. SELECT “Open 
folder to view files” -  
“OK” 

 
2.2 
 
Once selecting the option 
to open the folder, you 
will see what files are 
within your flash drive. 
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I  WANT TO SAVE INFORMATION ON MY USB FLASH DRIVE 

3.1 
 
Save files on a flash drive 
as you would on a floppy.  
 
(An example to save a file from 
Microsoft Word to the flash 
drive) 
 
 
—OPEN MICROSOFT 
WORD. 
—Select FILE. 
—Select SAVE AS. 
  

3.2 
 
SELECT the flash drive 
from the drop down 
menu. 
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3.3 
 
Once the flash drive is 
selected, title your 
document in the 
“File name” field.  
 
— Then select SAVE. 
 

 
3.4  
 
Here you notice that the 
document is now saved in 
your Flash Drive after 
selecting… 
 
—FILE. 
—OPEN.  
 
Your document should 
now be visible within the 
flash drive. 

 
3.5 
 
Another strategy to 
ensure your document 
saved in the proper 
location (in your flash 
drive) open… 
 
—MY COMPUTER  
(from the desktop) 
—Double Click the flash 
drive. 
 
Here your file icon is now 
located within your flash 
drive! 

 

 

I  WANT TO MOVE FILES FROM AND TO MY USB FLASH DRIVE 
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4.1 
 
By just ‘dragging and 
dropping’ your document 
you can place it 
anywhere. 
 
(An example to save your 
document from the flash drive 
to the desktop) 
 
Click and Drag your 
document onto an open 
space of your desktop. 

 
4.2 
 
The document is now 
saved on your desk top. 
 
NOTE: To save files in 
different locations, you 
can apply the same 
strategy you just learned 
and drag files into your 
USB flash drive! 
 

   
I  WANT TO SAFELY REMOVE MY USB FLASH DRIVE FROM MY COMPUTER 

5.1 
 
To safely remove your 
USB flash drive look for 

the icon  and double 
click on it. 
 
Note: If you hover over 
the icon, text will appear 
that states the function 
of the icon—such as 
“Safely Remove 
Hardware.” 
 

 

Placing Documents back on your USB flash drive: 
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Frequently Asked Questions: 
 

5.2 
 
A window will pop up for 
more specific options.  
 
Select the device you 
want to unplug and 
double click on it  
or click STOP. 

 
5.3 
 
To further confirm the 
devices you want to 
remove, select your USB 
flash drive from the 
options listed in the 
window. 
 
Click OK. 
  

 
5.4 
 
Now the computer will 
display a message that 
your USB flash drive can 
be safely removed. 
 
Remove your flash drive 
from your computer at 
this time. 
 
Congratulations you just 
completed the USB Flash 
Drive Tutorial! 
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If you have any questions regarding the content of this tutorial contact the author or 
ask assistance from the CiteLab workers.  
Thank you, 
 
-Vmanzano 7/11/2004 ☺  


