
1. Put in the disc in your drive
2. If the Autoplay notification appears, click on it.

Then choose “Open Folder to View Files.”

*If you don’t see the Autoplay notification, you will have to go to your
File Explorer, where you see a list with all of your drives and click on
the drive with the disc in it.



3. You should see a list of the files on the disc. Select all of the files.
(Either drag your mouse or click “Select All” in the menu above.)

4. Right click on these selected files and choose “Compress to ZIP file”.



5. It will let you know that it cannot put a zip drive on the disc directly, so I
recommend placing it on your Desktop for ease of access.
It will now compress the files onto a zipped folder on your desktop. This process
may take a few minutes.
The folder may be labeled something from the file list. In this example, it’s named
“bin”.

6. Rename this zipped folder “CDDVD”. Upload this zipped folder with the patient
information just like you normally would.

This method lets us know that it is from an external disc, it gives us everything on
the disc, and it helps us search for any DICOM files there.


