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How to Copy Documents from Computer to USB

Flash/USB drives are very convenient for storing documents that you often use and can be connected to any
USB-enabled computer. These compact devices can hold up to aterabyte of datain just under 6cmin size, but in
terms of popularity (and cost), lower-capacity USBs are the most used. Even if thisisyour first time using a
USB, copying filesto aflash driveis very simple.

On Windows

Gotothefolder containing thefile you need to copy. Open Explorer (or File Explorer) by pressing? W n+E
. Scroll through the list of drives and folders on the left until you find the folder containing the files you want to
copy to the USB.

Personal documents are usually saved in the 'Documents folder (or ‘My Documents, sometimes called ‘Nam's
Documents if your name is Nam).

If you want to find pictures/music that you have saved on your computer, go to the 'Pictures or ‘Music' folder.
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Plug theflash driveinto the USB port on the computer. USB ports are often located in different locations
depending on the computer. With desktop computers, this port is located on the front of the case, but you can
sometimes find a USB port on the back of the monitor. Laptops usually have USB ports located on both sides of
the chassis.
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Find afolder on the USB to copy filesto. Y ou can copy filesto any folder on the flash drive.

Once the device is connected, the system may pop up a dialog box. One of the options will be '‘Open folder to
view files. Click thislink to go to the main directory on the USB. The file can be copied to this same folder or
any other folder you see here.



If no windows pop up, press? W n+ Eto open anew Explorer window, then double-click the USB's name on
the left side of the screen. The flash drive may appear as'USB Drive', 'Removable Storage' or the manufacturer's
name (e.g. 'Sandisk’).

Y ou should create a new folder with an easy-to-remember name for easy management. To create a new folder on
the USB drive, pressCt r | +? Shi ft + N, then enter the folder name (e.g. 'Personal’, 'Pictures, etc.). Press ?
Ent er . Double-click the new folder to open it.
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Drag filesfrom your computer to the flash drive. With two Explorer windows open (the folder window on
your computer and the USB window), drag the file from your computer and drop it onto the flash drive.
Dropping afile onto aflash drive creates a copy of the file on the USB without erasing the original.

To copy multiple files at once, hold down the key Ct r | and click each file. Once all the necessary files have
been highlighted, click anywherein the highlighted area and drag the group of files onto the USB drive.

Y ou can aso copy entire folders to your computer using the same drag and drop operation.
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Savethe open fileto a USB drive. If the fileis open in a program like Microsoft Word or Photoshop, you can
save it directly to the USB drive without having to drag and drop the file between Explorer windows. Click 'Fil€,
select 'Save As' and choose a save location on the USB drive.
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Take out the USB properly. To ensure that the data on the flash drive is not affected, you need to safely gject

the USB.

Next to the clock in the lower right corner of the screen is a USB-shaped button (depending on your version of
Windows, thisicon has a green check mark or not). Right-click on the icon and select 'Safely gject'.

When the message 'It's safe to unplug your device' appears, you can remove the USB from the computer.



On Mac computers

wiki

Plug theflash driveinto the USB port. If you use alaptop, the USB port is usually located on the side of the
chassis. On Mac desktop computers, connection ports are usually located behind the screen. The drive will
automatically be recognized on your computer, then you will see a new small white hard drive icon appear on

your desktop.

SANDISK

wiki

View data on USB drive. Double-click the new USB drive on the desktop. The contents of the drive will appear
in anew window. Y ou can copy files directly to the main folder or any folder shown in the right pane.

The available storage capacity on the USB will also appear at the bottom of this window.



Y ou can aso access your USB drive by launching Finder and selecting the USB drive from the 'Devices area on
the left of the screen.
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Createa new folder to copy filesinto. It's helpful to create a new folder on the USB drive to copy filesto
(optional). Folders with names that match the content inside will help you manage them easily.

On the flash drive'swindow, press? Shi ft +? Command+ Nto create a new folder.

Enter a name for the folder then press? Ret ur n.

Find the file you want to copy on your computer. Open Finder, then go to the folder containing the data you
want to copy to USB.



Drag and drop filesonto the flash drive. To copy datato USB while keeping the original on your computer,
drag the file and drop it into a folder on the flash drive.

If you created a new folder to copy the file into, drag and drop the file into the correct folder.

To select multiple files at once, hold down the key Cont r ol while clicking the name of each file you need to
copy, then drag the highlighted area and drop it into the new folder.

Take out the USB. Remember to 'gject’ the USB drive before removing the device from the computer's
connection port. Thiswill help limit data errors. Open the desktop, drag the USB drive and drop it into the Trash
(the trash will turn into an 'gect’ icon when you drop the USB in). Y ou can then safely remove the USB.



Y ou finished reading the article "How to Copy Documents from Computer to USB" edited by the TipsM ake
team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search for similar
articles on tips and guides. Thank you for reading and for following us regularly.

© 2019 TipsMake.com


https://tipsmake.com

