Creating Aliases on A Mac with 9.0.4 & 9.2.2 

This document will explain how to create an alias to a file or folder that is either on your machine or on the server. Please see the appropriate section.

Creating an Alias to A local file OR FOLDER

[image: image1.wmf]
1. Navigate through the Macintosh HD to the file or folder of which you wish to make an alias. In this example, we’ll use a file named Test.doc.
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2. First press and hold the Control key, then click on the file/folder icon and select Make Alias.
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3. An alias is created in the same location as the original file/folder. This new icon is easily identified by the word alias at the end of the name.

4. Drag the alias to your preferred location (i.e., on the desktop or into another folder). 

Creating an Alias TO a file or folder on the server

1. From the Apple menu, select Chooser.
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2. First select Appleshare, then find and select NHQ NHCC Zone from the list of Appletalk Zones. Next, locate the server that contains the file (or folder) of which you wish to make an alias. We’re looking for the folder EXAMPLE on HQData1:hq_shared in this example, so we’ll select HQData1 from the list of file servers. Click OK when you’ve made all three selections.
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3. Enter your password at the prompt, then click Connect.
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4. Scroll through the list provided to find the drive containing the file or folder you’re after (hq_shared for this example). Select it and click OK.
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5. A new icon labeled the same as the drive you just selected should now appear on your desktop. Double-click on it.
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6. Navigate through the new window to find the target file or folder.
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7. First press and hold the Control key, then click on the file/folder icon and select Make Alias.
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8. An alias is created on the server in the same location as the original file/folder. This new icon is easily identified by the word alias at the end of the name.

9. To make a copy of this alias on your machine, just drag the alias from the server to your preferred location (i.e., on the desktop or into another folder).

10. Delete the alias from the server by dragging it to the Trash. Be careful not to delete the original file or folder.
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