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Creating Shortcuts in Windows XP
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The purpose of this document is to show how to create new shortcuts to folders and other items in Windows XP for easy retrieval later. For demonstration purposes, we chose a folder on the HQ_Shared area of the data server in our illustrations. This technique will work with other folders – locally on the hard drive or on any data server to which you have access. It will also work with specific files.

(Note: You must be aware of the location of, and have access to, the particular item you need.)

1. Click with the right mouse button on the MY COMPUTER icon on your Windows desktop. This will bring up a small menu (See Figure 1, below). Find the menu item EXPLORE, and click with the left mouse button to select it.
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Figure 1
2. An explorer window will appear, with hard drives and network drives on the left portion of the window, and files/folders displayed on the right side (See Figure 2 on the next page). Click on the drive that contains the item (folder, file, etc.) to which you would like to create a shortcut. In the example in Figure 2, we are clicking on the “Hq_Share” network drive (mapped as the X: drive), and are looking for a folder labeled “EXAMPLE.”
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Figure 2
3. Navigate through the listing on the right-hand side until you’ve located the item.

4. Click and hold the RIGHT mouse button on this item and “drag” it to the desktop, letting go of the mouse button only after the item is showing on the desktop (See Figure 3 below). 
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Figure 3
5. A small menu will appear (See Figure 4, below). Click on the CREATE SHORTCUTS HERE item with the left mouse button. The shortcut will be created. In this illustration, the shortcut will be called “Shortcut to EXAMPLE.”
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Figure 4
6. You can finish now, leaving the name of the shortcut as is. If you want to change the name of the shortcut, Right mouse click on the Shortcut icon. A small menu will appear (See Figure 5 below) Click on the menu item RENAME, which will allow you to edit the label under the icon. In our illustration in Figures 5 and 6, we are removing the words “Shortcut to” from the icon name. Press ENTER to save the new icon name.
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Figure 5
7. After renaming, the icon can always be recognizable as a shortcut: the icon will have a small box with an arrow in the lower left corner of the icon (See Figure 6 below). Double-click on the new desktop icon to access the resource.
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Figure 6
Right-click on this icon





Right-click on the icon and drag it to the desktop





Let go of the right mouse button when a copy of the icon is here
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