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INFORMATION ABOUT 
STORING, TRANSFERING OR TRANSPORTING 
YOUR DOCUMENTS 
Storage Options:

Flash/Thumb drive:  This is your best option for easy transportability and compatibility between computers.  Simply plug in your thumb drive into a USB port, and click File, Save as and choose the USB drive.

CD’S:  Below are several important considerations before choosing to save data files to CD. 

1. Generally, it is not possible to save scanned files directly to CD.  A CD burning program typically must be used.  
2. If using CD’s to store data files, it is recommended that you use CD-R rather than CD-RW’s for the following reasons:

· CD-RW issue:  CD-RW’s don’t always work when used on another computer. 
· CD-R issues: 
· Once A CD-R is full, you cannot reformat and use again.
· Apparently, in some cases you can only burn files to a particular CD-R once. Some programs and CD’s allow you to save data files to a single CD-R more than once, however it may be wise to burn all of your data files to a particular CD in one session, when possible.

3. DeepBurn does offer a “multi-session” option, so that you can append files to a particular CD.  When tested in Digital Corner, it was possible to add additional files to the particular CD-R tested.  A separate handout is available with instructions for burning files to a CD using a software package called “Deep Burn”.  Deep Burn is free and downloadable from online.
E-mail:  Once a document is scanned, save the file to the desktop.  Open webmail and logon to your account, type a message if desired (if sending file to someone else), file and send.  
Please note:  The email account you are sending the attachment to must have sufficient space available to receive the size of your document.  Off campus email users with dial-up accounts may have trouble downloading large files.  

ZIP DISKS:  Many computers no longer have zip drives installed.  USB Flash drives are a better option now.  
