Using your USB Drive

Windows:

· To use your USB drive:

· Plug it into any USB port on your computer (some monitors have USB ports built into them, and if these are connected to the computer they will also work).

· Depending on what is on the drive, it will either open a new window showing the contents of the drive, or an auto play menu will appear displaying various tasks that can be done with the files on the drive.

· To access your drive, open My Computer and there should be a new drive listed there (it should come after all of your current drives).  Simply open this drive to get to the files inside.
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· To remove your USB drive:

· Click on the Safely Remove Hardware icon in your tray next to the clock.  This will bring up a little menu.
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· Select “Safely Remove USB Mass Storage Device – Drive(?:)” (where ? is the letter of the USB drive).

· Often, a little balloon will appear next to the icon saying that it is now safe to remove the device, or the icon will disappear.

Macintosh:

· To use your USB drive:

· Plug the drive into any USB port, and after a moment it should appear on your desktop as a new drive.

· To access it, simply open it as you would any other drive.

· To remove your USB drive:

· Drag the drive icon on the desktop to the trash icon on your dock.  During this process, the trash icon will turn into an eject icon.  Drop the drive icon onto this and it will unmount the drive.

General notes:

· Not for confidential data!

· Sometimes (often the first time) it will take a moment for the computer to recognize the device and install it.  If it doesn’t seem to be working after a minute or so, remove it and try plugging it in again.  Sometimes even plugging it into a different port can help.  If it still isn’t being recognized, try right clicking your network drives and choose disconnect, or contact your coordinator for assistance.

· Most drives have a small light on them.  If the light isn’t turning on, it is possible that the port is bad.  Trying a different port will often fix the problem.

· Most drives have a small light on them, when the light turns off, it is safe to remove the drive from your computer.  If the light is on, do not remove the drive.  If you do there is a good chance that you will lose data.  If you can’t unmount the drive, close any programs that might be accessing it and try again.  If this still doesn’t work, restart your computer.  This almost always fixes the problem.

· Make sure the files on the device are also stored somewhere else on your computer or network drive.  This should not be your only storage for files.

