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Burning a CD Using Roxio

· Place a blank CD in the bottom CD drive 
· Within about a minute, a window will automatically open, just click Cancel to close the window
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Double Click the Burn CDs & DVDs icon
· Click on Data (from the list on the left)  
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Click on Data Disc (from the list that opens once you click Data)

· Click on the Add Data button 
· Click the down arrow next to the “Look in” box to locate the files you want to put on your CD.  
· Hold the CTRL Key while you click on the name of each file and/or folder you want
to put on the CD, then click Add
· Once you have selected all of the files you want to burn, click the big red circle at the bottom right
· When the files have been copied and the disk is complete, you will receive a message that “Your disc was created successfully” and the disk drive will open.  You can remove the CD and close the Roxio program.

Here are a couple of specific examples and some navigation/selection tips:

1. Backing Up Your My Documents Folder 
If you want to copy everything in your My Documents folder to a CD:

· Notice that the contents of your My Documents folder is what is displayed when you
      click the Add Data button

· Just click on the top item in the list
· Use the blue slider bar at the bottom of the window to move to the end of the list

· Hold the Shift key while you click on the last item in the list to select all files
      and folders
· Click Add

2. Backing Up Your Folder From the S or U Drive 
     If you want to copy everything in your S or U drive folder to a CD:

· Click the down arrow next to the “Look in” box
· For the S drive, click on Users on ‘Canongate Elementary App (the 
      rest of the name probably will not be visible), then double click Teachers and then
      your name
· For the U drive, click on Users on ‘cesapp01’ (u:) and then your name
· With the contents of your folder displayed, click on the first item in the list
· Use the blue slider bar at the bottom of the window to move to the end of the list
· Hold the Shift key while you click on the last item in the list
· Click Add

3.  Sorting Files
     You might want to move all of your picture files or all of your files that are older 
     than 18 months to a CD.  To do this, or something similar, start by sorting your 
     files.  You can sort the contents of any folder by filename, date, size, or type.  
     First, switch to the details view (by clicking the View Menu icon          and then 
     selecting Details). Next, click on the header for the column you want to sort by 
     (for example, Date Modified).  If you click the same header again, the column will     
     be sorted in reverse order.  Once the files are sorted, you can select a range 
     using the Shift Key tip outlined below.


4.  Selecting Multiple Files From A List
     You can select multiple items from a list by holding either the Shift key or the 
     Ctrl key while clicking the mouse.  Holding the Ctrl key will allow you to select 
     multiple items that are not adjacent to each other.  Holding the Shift key will allow 
     you to select all items between (and including) the two items you click.






