
How to Transfer your files to a USB 

The following is a step –by-step guide and also a link to a video to showing a similar process. 

https://www.youtube.com/watch?v=hrMQh0Xkpvs 

To USB 

1. Plug in your USB stick to the computer 

2. A menu will pop up (Figure 1) 

 
 

 

 

 

3. Select “Open Folder to View files.  If you already have files on the USB, they will come up in a list (Figure 2) or 

if it has never been used it will be blank (Figure 3) 

 
(Figure 2) 

 

(Continue) 

https://www.youtube.com/watch?v=hrMQh0Xkpvs


 
(Figure 3) 

 

4. Locate the files that you would like transfer, typically found in the “Documents “,”Download” and “Desktop” 

(Figure 4) 

 
(Figure 4) 

 

 

 

 

 

(Continue) 

 

 



 

5. You will now have the two windows open. (Figure 5) 

 
 

 

 

6. Highlight the documents that you would like to transfer. (Figure 6) 

  
(Figure 6 

 

 

 

 

 



(Continue) 

 

7. Click and drag the highlighted items to the USB window, not w the files will be copied to your USB.  (Figure 7) 

 

(Figure 7) 

8. Now the files are transferred over.  Repeat steps four through seven for the rest of the files and documents you 

would like to transfer. 

 

 

(END) 


