Format (Re-format) a diskette.  (Erases everything on a diskette and checks its condition)

1. Insert the diskette into the drive.

2. Right-Click on  the START button 
3. Click on Explore
4. Right-click on: 3 ½ Floppy (A:)
5. Click Format…

6. Click on Start.  It will warn you that formatting will erase all of the information on the diskette.  Click OK

7. Wait until the diskette is formatted.  It takes a minute or two.
8. Click OK to the formatting complete window

9. Put your next diskette in and click Start and repeat the process
10. Repeat until you have formatted all diskettes, then click cancel on the last one.  

11. File and Close to exit Explore.

