
Saving or Backing Up Files to a USB Flash Drive 

 

What Kind to Purchase? 

 CNET has recent reviews of USB drives. Click here to view them. 
Watch a video to see how a USB drive works. 

 Consider how much information you might need to carry on your drive. For most people, 512MB would be more 
than enough to back up some pictures and files, but you can purchase small drives that carry much, much more 
information. 

 Some drives come with added security or file navigation software that loads each time you plug in your drive. For 
school machines, that software will make your flash drive unusable. Since it’s mostly unnecessary, simply remove 
or disable it. (A common type is U3 from Sandisk. Plug in your drive at home >> go to the U3 software and select 
remove/uninstall.) 

 

Using Your Drive 

Even though it’s easy to simply pop your drive in and out of the machine, doing so may damage your files or 
your drive . . . follow the directions below to insert and eject your drive (page 3). 

1. Insert your drive into one of the available USB ports. You’ll find USB ports on the front or back of your machine. 

2. Take a look at your “system tray” in the lower right-hand corner of your screen. When your flash drive is ready 
to use, you should see an icon similar to the one circled below: 

 

 

 

Transferring Files Between Drives 

A good strategy is to save your files to your home directory (H). When you need to back up files or take them home, use 
Windows Explorer to copy them to your flash drive. A copy of the original will remain on the H drive. 

1. Save your files your H drive as usual. When you are ready to transfer files to your flash drive, insert your drive and 
look for the green arrow symbol (lower right-hand corner). 

2. Go to the Desktop. 
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3. Click your right mouse button on My Computer. Click on Explore. 

4. You’ll get a two-sided window like the one below. You’re going to click and drag files from one drive to 
another. 

Click on the 
+ signs to 
see what’s 

inside a 
folder or 
drive. 

 Double click on your H drive folders 
to show the contents on the right. 

 Click and drag items from the right 
to your E drive (or Removable Disk) 
to copy them to your Flash Drive. 

 Do the opposite to transfer files 
back. Double click on your E drive 
and drag files back to your H drive. 
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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. 
Click and hold on one of the selected files. Drag them to their new 
location. 
 
Select non-consecutive files:  
Press and hold CTRL with your left hand.  
Click on each file you want to move. 
Click and hold on one of the selected files. Drag them to their new 
location. 

 
Select all the files: 
Click on one file.  
Press CTRL + A. From here you have two choices: 
Click and hold on one of the selected files. Drag them to their new 
location. 
OR 
Click on Edit. 
Click on Copy. 
Double click on the drive where you want to copy the files. 
Click your mouse inside the window showing the drive. 
Click on Edit. 

 
Click on Paste. 

 

Ejecting Your Drive 

1. When you’re done with your USB drive, look for the system tray icon (circled in the example above). Click on 
it. 

2. Click on Safely Remove Hardware.  

3. You may get a second window asking for confirmation. Click on the device. Click OK.  

4. You’ll get a message saying that it’s okay to remove the drive. 
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