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Introduction

The booklet you are reading is part of

a series of booklets.

The series of booklets teaches you how to use

the computer and internet.

The booklets are written using the easy to read

and to understand language.

Each booklet is about a different topic.
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All the topics of the series of booklets:

1. Turn on/off computers

- Mouse and keyboard

2. Desktop: move files, create and delete folders

3. Accessibility features - Keyboard shortcuts

4. USB memory

5. Microsoft Word

6. Video Editor

7. Digital safety




8. Google Chrome

9. Google Maps

10. YouTube

11. Gmail

12. Facebook and Messenger

13. PixIr X

14. Curriculum Vitae Europass

Hoe X039

europass



The series of booklets has been written by experts

from 7 organizations.

The 7 organizations are:

Associazione Uniamoci Onlus from Italy

Asociacija "Aktyvus Jaunimas"

from Lithuania

Centro Social e Paroquial Santos Martires

from Portugal

Tallinna Tugikeskus JUKS from Estonia

IES El Greco from Spain

Towarzystwo Wspierania Inicjatyw

Spolecznych Alpi from Poland

Universita Degli Studi Di Catania from lItaly
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You can find more easy to read and to understand information
about the project on its website:

https://accessibleinformationmaterial.blogspot.com/

The series of books has been created as a

_ il Erasmus+
result of an Erasmus+ project.

This Erasmus+ project is called

Accessible Information Material.

VOCABULARY

Erasmus+ is a programme of the European

_ _ L Erasmus+
Union that funds different kinds of projects.



USB memory

Introduction

A USB memory is a device where you can store files like a
work document, videos and photos.

It may be called also flash drive or USB memory stick.

It is useful because you can take the files from a computer and
then use them in another computer.

USB memories have different colors and shapes and all of them

have a USB connector.

This is a USB memory:

H <«— USB connector

The USB connector is a small square plug that allows to

connect the USB memory to the computer.



How to use a USB memory
- Look for the USB port in your computer.
The USB port has the same size and shape as the USB

connector of your USB memory.
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USB port USB memory

- Insert the connector of the USB memory

into the USB port on your computer.

If it does not work, flip the USB connector upside-down

and try again.

If the USB memory has a light (LED),

it will light up when the product is ready for use.

When the computer detects a new drive, a window will open

with the content of the USB memory.



To open a USB memory
You can open the USB memory by clicking on the file explorer

icon in the taskbar on the computer screen.

The task bar is the bar at the bottom of the screen.

L Type here to search

A window will open.
On the left side of the window you can see a list recently used

folders, devices and drives connected to your computer.

Look for This Pc in that list. |> =4 ThisPC

File Computer View Drive Tools
« v 4 @, ThispC >
s Quick access  Folders (7)
I Desktop »* 3D Objects Desktop = Document: Downloads b M
& Downloads ~ # > | m = *
&) Documents * Pictures Videos
&1 Pictures »* = E
Screenshots *

~ Devices and drives (4)

Questionario . -

Acer (C) Data (D:) DVD RW Drive (E:) Audio CD Verbatim (F:)
blended gogreenp  E@ - I 0 bytes free of 0 bytes I
comunit educanti ™ 413 GB free of 465 GB Wy 451 GB free of 465 GB CDFS W 467 GB free of 14.6 GB
partenariato EDUCC

presentazioni in ital

@ OneDrive

- Verbatim (F:)
AIM moduli
detergenti naturali
esperienza di Fran
focusgroup
interviews

media videosaponi
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- Click on This PC and then click on the name of your USB
memory in the main area of the window.

The name of your USB memory could be for example Verbatim,
Kingston or SanDisk.

Otherwise, under This Pc the names of the drives are listed, so
you can look for the name of your USB memory from the list and
click on it.

The content of the USB memory will appear in the main area of

] l v Manage
File Home Share View Drive Tools
<« ¥ A e > ThisPC > Verbatim (F) »
Name Date modified Type Size
s Quick access
Documents 26/04/2021 14:53 File folder
[l Desktop - - — -
picture 26/04/2021 14:53 File folder
‘ Downloads
|=| Documents
&= Pictures
Screenshots

Questionario

blended go green p

comunits educanti Content of the USB memory

partenariato EDUCC

presentazioni in ital
@ OneDrive
3 This PC

- Verbatim (F)
Documents

picture

=¥ Network
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How to save files from the computer to the USB memory
First of all you need to connect the USB memory to the
computer USB port.

There are several methods to save files in a USB memory.
Method 1

If the file that you want to copy is on the Desktop, move the
mouse pointer on the file and click the mouse right button.

- Move the mouse pointer on Send To.

A list of possibilities will open.

- Click on the name of your USB memory.

The file will be automatically saved in the USB memory too.

Open

Modifica
€ Share with Skype
@ Move to OneDrive

7-Zip >
CRC SHA >
Eﬂ Scan with Microsoft Defender...
|2 Share
Open with...

Give access to >
% Aggiungi ad un archivio...
B9 Aggiungi all'archivio "Document 1.rar"
8 Comprimi ed invia via email...
B9 Comprimi in "Document 1.rar" ed invia via email

Restore previous versions

Sendto 2] © Bluetooth device
Z:iy i Compressed (zipped) folder
S—— [l Desktop (create shortcut)
Delete =) Destinatario fax
w. Rename |2 Documents
J - Properties i) Fax recipient

‘1 Mail recipient
J DVD RW Drive (E:) Audio CD
s Verbatim (F:)
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If the file is in a folder, as Downloads or Documents or Pictures,
click on the file explorer icon in the taskbar on the

computer screen. Q

A window will open.

- Click on the folder where the file is stored, from the list on the
left side of the window.

- Move the mouse pointer on the file and click the mouse right
button.

- Move the mouse pointer on Send To.

A list of possibilities will open.

- Click on the name of your USB memory.

The file will be automatically saved in the USB memory too.

nnnnnnnnn

.......
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Method 2

When you move the mouse pointer on the file that you want to
save in the USB memory and you click the mouse right button,
you can also decide to click on Copy or on Cut.

- If you click on Copy, the original file will remain saved on the
computer and a copy of it will be copied in the USB memory.

- If you click on Cut, the file will be deleted from the computer

and saved in your USB memory only.

Ope
Modifica
©) Share with Skype
@ Move to OneDrive
7-Zip
CRC SHA
Ea Scan with Microsoft Defender...
& Share
Open with...

Give access to

% Aggiungi ad un archivio...

% Aggiungi al'archivio "Document 1.rar"

B8 Comprimi ed invia via email...
8 Comprimiin "Document 1.rar" ed invia via email

Restore previous versions

Send to

Cut
Copy

Create shortcut
Delete

Rename

Properties

- After clicking on Copy or Cut, you need to open your USB

memory.
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Click on the file explorer icon in the taskbar on the computer
screen. Q

A window will open.

- Look for This Pc in the list on the left side of the window.

- Click on the name of your USB memory under This Pc.

The content of the USB memory will appear in the main area of
the window.

- Move the mouse pointer on the white space on the window.

- Click with the right button of the mouse.

A list of possibilities will open.

- Click on Paste.

Manage

File Home Share View Drive Tools

<« ¥ N s > Verbatim (F) >

st Quick access
Desktop
4 Downloads
| Documents
=] Pictures
Screenshots

Questionario

blended go green p

comunita educanti f:r:vby ;
partenariato EDUCC Group by >
presentazioni in ital picture Refresh

@ OneDrive Customise this folder...

& ThisPC Paste

. Paste shortcut
- Verbatim (F:)

Document its Give access to >
picture 5] Sincronizzazione cartella condivisa >
New >
¥ Network W
Properties
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Method 3
- Click on the file that you want to save in the USB memory.

- If you want to copy the file press the keys Ctrl and C together,

on your keyboard. ST

When you copy the file, you will have it both in your computer
and in the USB memory.

- If you want to Cut the file, press the keys Ctrl and X together,

on your keyboard. Cirl 1+| x

When you cut a file, you will have the file only in your USB
memory.

- To paste the file in your USB memory, you have to open it.

- Click on the file explorer icon in the taskbar on the computer
screen. Q

A window will open.

- Look for This Pc in the list on the left side of the window.
Click on the name of your USB memory under This Pc.

The content of the USB memory will appear in the main area of
the window.

- Click on the white space of the window.
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- Press the keys Ctrl and V together, on your keyboard

to paste the copied file. |Ctl |+[ y

The file icon will appear in the window.

Method 4

- Open the USB memory and minimise its window.

- To minimise the window click on the symbol minimise on the
top right side of the window. -

- Click on the file that you want to save in your USB memory,

And hold while moving the mouse on the file explorer icon. E
The window of your USB memory content will open.

- Move the file in the white space of the window and release the
mouse button.

The file will be copied in your USB memory.

s Quick access
[ Desktop
N
- L
&) Pictures o
Screenshots
Questionario
blended go green p
comunita educanti
partenariato EDUCC
presentazioni in ital picture
@ OneDrive
m mirc Release the mouse button to copy
- Verbatim (F)
Document t:
pictur . .
& Networ the file in your USB memory.
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How to transfer files from the USB memory to the computer
The process is the same as for saving files in the USB memory.
- Open the USB memory as previously described.

- Copy or cut the file you want to transfer.

Open
Open in new window
Pin to Quick access
& Aggiungi alla scaletta del lettore multimediale VLC

presenta goniinitll  Documents picts & Riproduci con il lettore multimediale VLC
7-Zip >

Documents

ppppp

- Go to the desktop or open the folder where you want to
transfer the file in the computer.
- Click with the right button mouse button in the place where you

want to paste the file.

View
Sort by
Refresh

- Paste the file. Daste

Paste shortcut

(5] Sincronizzazione cartella condivisa

Intel® Graphics Settings

New

[Z1 Display settings

& Personalise




How to open a file from your USB memory

- Open your USB memory through the file explorer icon. E
- Look for the icon of the file that you want to open.

- Move the mouse pointer on the file icon and make double click
with the left button of the mouse.

How to delete files from your USB memory

- Open your USB memory through the file explorer icon. Q
- Move the mouse pointer on the file icon and click with the right
button of the mouse.

- Click on Delete from the list that will appear.

« © A wm > Verbatim (F)

s Quick access

[ Desktop

& Downloads

| Documents

&) Pictures
Screenshots
Questionario
blended go green p

comunita educanti

partenariato EDUCC

presentazioni in ital Docurnents
@ OneDrive
[0 This PC

= Verbatim (F:)

¥ Aggiungi ad un archivio...
3 Aggiungi all'archivio "picture.rar”

B8 Comprimiedi a email...

B8 Comprimiin "picture.rar ed invia via email

Send to >
Cut
Copy

Create shortcut
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To delete more than one file at once, press and hold the key

Ctrl and click on the files to be deleted. |©"

- Click with the right mouse button.

- Click on Delete from the list that will appear.

A window asking if you are sure to permanently delete the files
will appear.

- Click yes if you are sure you want to delete the files.

Delete Folder X

Are you sure that you want to permanently delete this folder?

X

picture
Type: File folder

How to format your USB memory
Format means to delete all the content of the USB memory and

start to use it as it was new.

You may need to format the USB memory if Error messages

starts to appear when you copy files or if the process of copying

files takes too long.
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To format your USB memory:
- Open your USB memory through the file explorer icon. g
- Click on Drive Tools on the bar at the top of the window.

- Click on Format.

~ | &4 Manage

Home Share View Drive Tools

\ B S 9 m A Eject

© Finish burning

BitLocker Optimise Clean |Format| AutoPlay
-up s Erase this disc

Protect Manage Media

Format Verbatim (F:)

Capadity:
14.6 GB v
File system
FAT32 (Default) v
Allocation unit size
8192 bytes v
Restore device defaults

- Click on Start.

l Verbatim

Format options
Quick Format

Start Close

A window will warn you that formatting will permanently delete

all the files on your USB memory. fomatVetsim® X

WARNING: Formatting will erase ALL data on this disk.
To format the disk, click OK. To quit, click CANCEL.

- Click Ok.

Cancel

When the process will end a small window will open.

. Formatting Verbatim (F:)
- Click OK.
0 Format Complete.

- Click Close on the Format window.

Now your USB memory is empty, you can start to use it again.
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How to rename your USB memory

- Open your USB memory through the file explorer icon. Q

- Click with the right mouse button on the name |~ < "
3 This PC

of your USB memory under This PC. . VERBATIM (F)
¥ Network

E Scan with Microsoft Defender...

Open in new window
Pin to Quick access

Give access to

Open as Portable Device
7-Zip
CRC SHA

Include in library

- Click on Rename from the list

that will appear.

@ OneDrive

3 This PC

S Jvere TVl
highlighted in blue. i Network

The name of your USB memory will be

@ OneDrive

3 This PC

- Type the new name using the keyboard. I a

R =¥ Network

|

- Press the Enter key. (J
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How to exit and Safely remove your USB memory

To exit from the folder of your USB memory click on the [X]

on the top right corner of the window.

Safely remove the USB memory, means to remove it from the
computer without damaging to the files in it.

- Click on the symbol in the right side of the taskbar.

- Click on the symbol

g 15:17
AD G EEGN oo

e Open Devices and Printers

- Click on the name of the USB Eject STOREN GO

- MARY (F;)

memory you want to remove. « @ ®
15:41

Ao EEN oL [

Safe To Remove Hardware

The message Safe To Remove ' USB Mass Storage Device

Hardware will appear on the screen.
- Now you can remove the USB memory from the USB port
of your computer.

Make sure the LED light is off before to remove it,

if your USB memory is equipped with it.
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