CREATING SHORTCUTS

A shortcut is an icon that gives you a quick way to get to a specific target without clicking on folders and sub-folders.  The target can be an application, a folder, a file, a webpage, or your home directory on your school’s fileserver.  A shortcut can be re-named, moved, or deleted without affecting the target.  A shortcut icon can usually be identified by the arrow at [image: image1.png]Create Shortcut

This wizard helps you to create shortcuts to local or
network programs, files, folders, computers, or Internet
addresses,
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Creating a Shortcut for an Application

For an application, you can use the shortcut wizard, but you will have to know which file (of many) is the executable file, so it’s easier to copy an existing shortcut.  All the icons on your Start Menu are shortcuts.  Rightclick a file (not a folder) in All Programs and select Copy.  You can paste the shortcut where you want to store it and re-name it.
Creating a Shortcut to a File or Folder

1. In a window, rightclick the file or folder and select Send To.  
2. Select Desktop (create shortcut).

3. Re-name and move the shortcut as needed.

4. Drag and drop files and folders to a folder’s shortcut icon to save to that folder.  If you use the Save As command, you can speed up the navigation process by saving to a folder’s shortcut.
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Creating a Shortcut to Your Home Directory on Your School’s Fileserver 

Log in to Novell. Open My Computer and scroll until you see your name.  


Example: rmontgomery on Dim2\Vol1\Users\Teachers (H)
Drag the icon for your home directory to your desktop.  This action will create a shortcut to that directory.  Doubleclick the shortcut to go directly to your home directory.
To store folders or files to your home directory, just drag them to this shortcut or save them to this shortcut.  
NOTE:  Your home directory is not a shared folder; you are the only person who can access this directory.  In the event of a computer crash, you can still access your files from another computer on the network—although we still recommend that you back up important files on a flash drive.
Resize and/or minimize open windows so you can see both the webpage and the desktop.


In the location bar, click on the Internet Explorer icon or the favicon (if the webpage has one) and drag it to the desktop.


Rename the icon and move it to an appropriate location.








Creating a Shortcut to a Webpage 








You can use the Shortcut Wizard to create shortcuts or you can create them manually.  





To start the wizard, rightclick an empty space on the desktop or in a folder.  New | Shortcut.





Browse to the location of your target.  (An application is stored in the Programs folder on your hard drive unless you are accessing an application on a server.)
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