General CD Burning Instructions 

First of all, verify the type of media (CD-R, CD-R/W, DVD-R, DVD-R/W) you are using. All media types have the option to add files incrementally in successive sessions. This is referred to as creating a multi-session disc. The difference between a CD-R and a CD-R/W is that a CD-R/W allows data to be modified or deleted after burning, where the CD-R is a permanent, one-way process. Files cannot be modified or deleted from a CD-R disc. However, they can be copied onto other media such as the hard drive of another computer or a new computer in case your old hard drive crashes.

The same applies for DVD-R and DVD-R/W discs. The difference between a CD and a DVD is that a CD will hold approximately 600 - 700 MB of data and a DVD will hold up to 4.5 GB (or 4,500 MB).

If you are backing up critical data such as email or project files and you are concerned about the data on the CD being modified or deleted by accident, always use a CD-R or DVD-R disc and select the Finalize/Close option.

Don't be overly concerned with not using all the storage space on each DVD. Although we do want to emphasize not wasting supplies; if you weigh the cost of a DVD (between 10 cents and 50 cents each) to the cost of losing your data, the choice seems to be obvious.

Additional Comments:
You will generally not have this problem with CD-R/W or DVD-R/W media because this type media is designed for multiple sessions, but remember that data can be modified or deleted on any re-writeable (R/W) disc.

One last general comment is that you should check the drive type your workstation has installed. Optical drives can be of any of the following types: 

   - CD-R(R/W)
   - CD+R(R/W)
   - CD+/-R(R/W)
   - DVD-R(R/W)
   - DVD+R(R/W)
   - DVD+/-R(R/W)

Note the + or – between the CD/DVD  and the R or RW. The blank disc you use MUST match this. In other words, you would not use a blank DVD-RW in a drive designated DVD+RW. You will get the message “load blank disk” if you do.

Make sure you use the proper media type for your drive. 

Disc Creation using Windows 7
Creating a cd or dvd with Windows 7 is easier than earlier Windows operating systems because the software to do it is built into the operating system with Windows 7. There are a couple of things that will get you if you are not aware of the proper steps to “burn a disk”.

Step 1:
Open Windows Explorer and find the file or folder you want to burn. If you are doing multiple files or folders you will want to copy or move them to one single folder. You might consider creating a new folder for use when burning multiple files or folders.
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I have selected a folder called “Roadway Database” from my “C” drive to burn to a DVD. Note the Red arrow pointing to the word “Burn”. All I would have to do at this point is click on the word burn and the workstation will ask me for a disk in the DVD drive and will do the burn process automatically from there. 
You may have one other step when using an “-R” type CD/DVD. Once the burn function finishes, there may be an option to “Close (Finalize) the Disk” on the “Title” bar where the “Burn” option is.  This option needs to be selected and executed to allow the disk to be viewed and used by other workstations. If this is not done, only the creating workstation can use it (and sometimes it can’t as well). 
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