Creating Desktop Shortcuts to Server Files/Folders 

on Windows 2000 Workstations
This document will explain how to create a shortcut on your Desktop to documents or folders that are located on the servers.
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1. Right-click on My Computer icon and select Explore.
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2. Click on the network drive that contains the file or folder that you would like to create a shortcut to. Navigate through the section on the right-hand side until you’ve located the item.  (Note: Your screen may have a different view than that shown above.)

3. Click and hold the RIGHT mouse button on this item and drag it to the desktop.
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4. Release the mouse button and choose Create Shortcut(s) Here from the menu that appears. 
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5. Right-click on the New Shortcut, choose Rename, and rename folder by deleting the statement “Shortcut to” from the beginning of the shortcut’s name.

[image: image5.png]EEEEE

i

EN2K1112 (C:) and Setings
sacmmnoimisenmn ) (] L0 (3 (3
M5 MyDowoad MyMusc  ProgamFies SMSADMIN
Capaciy: 31 58 Fies
O Used: 3.41 GB
a2 (E %] [®
O Free: 590GE
SYBASE  WINNT  _NawCORLog AUTOEXEC.. CONFIGSYS

ES

dhcleaniog  ENZKTTI2... IMLCCLT.LOG INSTALLLOG  lprefsis

=
Sez sl suBR2b  SMSINI  SMSNEW

My Dosuments
My Network Places

My Computer ﬁ

EXAMPLE





6. Double-click on the new desktop icon to access the resource– recognizable by the item’s name and a small box with an arrow in the lower left corner of the icon.
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