
Backing Up Files on a CD 
 
First, find a machine with a CD-Rewritable label. You’ll find the labels on the CD 
door and/or a label on the monitor indicating CD/RW or something similar. If there 
isn’t one at your desktop, you’ll find them in the labs and libraries. 

 
 

1. On a Windows XP machine: 

2. Put in a CD-R. 

3. Right click on My Computer >> Select Explore. 

4. Your first task is to move the files from your H drive or J drive to the CD: 

5. Highlight the files on the right. Press  

6. Select all the files you need to copy.  

 

 

 

 

 

 

 

 

 

 

If you need to select more than one file, to copy or move, use 
SHIFT or CTRL: 

 
Select consecutive files:  
Press and hold SHIFT with your left hand. 
Click on the first file. Click on the last file.  
All the files in between should be selected. Let go of SHIFT. 

 
Select non-consecutive files:  
Press and hold CTRL with your left hand.  
Click on each file you want to move. 

 
Select all the files: 
Click on one file.  
Press CTRL + A. 

 

 Double click on a folder or drive to 
show the contents. 

 Click and drag items from one drive 
to the other (A or E to H). 

 You can drag files from left to right 
or right to left. Click on the 

+ signs to 
see what’s 

inside a 
folder or 
drive. 



7. Once the files are selected, you can copy and paste the files or drag them 
to their new location: 

Copying & Pasting 

 Your files are highlighted. 
 Go to Edit. 
 Go to Copy. (Not much happens.) 
 In the left side of your window, find the CD drive. 
 Click your right mouse button on top of the CD drive. A new menu appears. 
 Click on Paste. 
 The files will copy to the folder. You can double click and look inside to be sure. 

 
Dragging 
 Your files are highlighted on the right side of your window. 
 Click and Hold on one of the files. 
 Drag your mouse to the left side of your window and over the CD drive. Let go. 
 The files will copy to the folder. You can double click it to be sure. 

 
8. Double click on the D drive or the CD. >> You’ll 

see a list of shortcuts to files. 

9. Right click on the CD drive icon on the left. 

10. Click on Write These Files to CD.  

 

13. If you’d like to 
create another CD, 
check the box for 
YES. Click Finish. 

12. The files will be 
written to a CD. 
When it’s done, 
click Next. 

11. Give your CD 
a name. Click 
Next. 


