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Saving to a USB (Windows)

Plug your USB device into a USB port at the front of the computer.

With your document still open >> Press the F12 key on the keyboard and the following screen will

appear;
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It should be empty the first time you use it.

El Save As

= » P | aa * USBDISK(E) v O Search USE DISK (E:) 2

Organize « Mew folder

" 2017 Guides " Mame Date modified Type

B Computer Guides

Mo iterns match your search.
@ Microsoft Word

OneDrive

~ [ This PC
[ Desktop
= Documents
‘ Downloads
J‘) Music
=/ Pictures
m Videos
i Windows (C:)
= USB DISK (E:)
== Groups on TARFS01 (G)
= -(\\tarst'l\cIata\users\hDmedirs} (H:)

¥ USB DISK (E)

¥ Metwork

File name: | Saving USE Windows

Save as type: | Word Document (*.doc)

Authors: Yvenne Rowan Tags: Add atag Title: Add a title

[] 5ave Thumbnail

» Hide Folders

Tools - Save Cancel

Click on Save

» Hide Folders

Tools - Save Cancel

THE EXPERIENCE YOU NEED & THE SUPPORT TO SUCCEED @ EIT




LIBRARY AND LEARNING SERVICES COMPUTER GUIDE | SAVING TO A USB (WINDOWS)
www.2.eit.ac.nz/library/OnlineGuides/Saving USB Windows.pdf

Your document should be saved to your USB.

The other way you can transfer files onto a USB is by dragging and dropping the file from the computer
folder in which it is stored, onto the USB.

[Screenshot]

Once you have finished saving your documents you will need to safely remove the USB so that the work
saved to it will not be lost.

Close all open documents that you have been working on.
Click on the device with a tick symbol at the bottom right of your screen.

Click on Eject USB (the name of your USB)
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A message will appear telling you, you can safely remove your USB. Remove the USB from the front of
the computer.
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