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Creating Shortcuts in Windows 7

July 2011

The purpose of this document is to show how to create new shortcuts to folders and other items in Windows 7 for easy retrieval later. The examples below refer to a folder on the HQ_Shared area of the data server to illustrate this process. 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.

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


1. Open an Explorer window using one of the following methods:

· On your Windows desktop, double-click the Computer icon:    [image: image1.png]Computer




· Press the Windows key + E

An explorer window appears.

	Your explorer window may look different from the one pictured below depending on how you have yours arranged. In the image below, the hard drives and network drives are on the left portion of the window, and files/folders are displayed on the right side.


[image: image2.png](2 » Computer » hq_shared (\hdata) (Z) » oG

&

Search ha_shared (\hgdata) (Z)

Organize v [ Open  Bum  Newfolder

-~ =
* Fovs 5
B Desktop m Ers
Fie folder
1 Downiosss
%] RecentPlaces P @
f Fietoer
s
L Copy
e Fie flder
& Local Disk (C:)
% hq_groups (\\hqdata) (V:) ﬁ File folder
52 o shared (gt @)
U= Becutive Scretaiat
U mcesan f Fictoder
i mo - -
Example  Datemodified: 7/7/20111258PM  Offline status: Online.

File folder Offiine availability: Not available

No preview available.

0 e





2. Click on the drive that contains the item (folder, file, etc.) to which you would like to create a shortcut. 
	In the example above, we are clicking on the hq_Shared network drive (mapped as the Z: drive), and are looking for a folder labeled Example.


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. 
5. Let go of the mouse button only after the item appears on the desktop with the message + Copy to Desktop as shown below.
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	A small menu appears: 
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	6. From the menu, select Create Shortcuts Here. The shortcut is created:
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	A shortcut can always be recognizable by the arrow [image: image6.bmp] in the lower-left corner of the icon. In this image, the shortcut is called Example - Shortcut.


7. If you choose to leave the name of the shortcut as is, double-click on the new desktop icon to access the resource. To change the name of the shortcut, continue with the steps below.

8. Right-click on the shortcut icon.   
9. From the small menu that appears, select Rename. 

10. Edit the label under the icon. 
	In the image below, the word “-Shortcut” has been removed from the icon name.


11. Press Enter to save the new icon name.   [image: image7.png]Eample




12. Double-click on the new desktop icon to access the resource.
This document is posted on the ITCD Web site at:  
http://itcd.hq.nasa.gov/instructions.html
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