Creating a Shortcut

Shortcut to a file or folder

1. Right click in any blank area on your Desktop, My Documents, S-drive, or Z-drive

2. Select “New” from the list

3. Select “Shortcut” from the list
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Agatha Christie’s The Unexpected Guest
Nov. 12th, 13th, and 14th
(at7:30 on Thursday and Friday and at 2:30 on Saturday)
TO RESERVE YOUR TICKETS
CALL the Viking Ticket Line (2215100 ext.0444) between BAM and 5PM
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TECHNOLOGY SURVEY
UNDERWAY

Winfield students, parents, and teachers will be taking part in a national survey

of educational technology users. Information about how to access the survey
will be given to students and teachers at schoal and to parents through
newsletters and the website.

Parents who ae interested in learming more or want to take the survey may go

5] o Colendrs | 2] Open Notebonk

| | @[ [« o

Untited * - SMART Note... | B Document1 - Microsoft ... | () TCIP Laptop Basics





[image: image2.png]Select the target of the shortcut below:

= chris a
5] 00 oot ot Words Fi Hart o
] East Coursecoc

) GBO.doc J
'@ Hickman Wy putt.jpg

3 Kindy at worlds 2.jpg

5] iy st workds .57

5] ki st worksof

) 5 P 4o
2R sbpereddo:

|

ks e ol o e





[image: image3.png]Arrangs Icons By »
Refresh

Paste
Paste Shortcut
Unda Mave. ctrivz

ar Graphics Prapertis,
Graphics Options

3 emp iage

) Hirosot Word Document

9] irosot offc Binder

] OpenDocument Drawing

7] OpenDocument Presentation

2] OpenDocument Spreadsheet

) openDocument Text

3] Hirosot PowerPaint resentation

3] Wirosot ffic PublsherDocumenk
[

2] Wave Sound
S Micrasot Excel Worksheet
(1] Compressed (dpped) Folder

@istart| [ (3} () @ > | @ winied Pulc chool U Uniited * - SWART Note... | ) Document1 - Microsoft .. | 3 TCIP Laptop Basics <« @55 1zsaem





4. You will need to search for the file, folder, or drive that you would like to create a shortcut for.  To do this click “Browse”
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5. Once you have found the item click “OK”
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6. Click “Next”
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7. Type the name for your short cut

8. Click “Finish”



Shortcut to a Program:

1. Click on “Start”

2. Click on “Programs”

3. Right click on the program that you want to make a shortcut for

4. Select “Send to Desktop” from the list







5. Your Shortcut will now appear on your desktop

Shortcut to a WebSite:

1. Find the website on the Internet

2. Highlight the URL

3. Do a right click and select “copy”
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4. Return to your desktop and right click in any open space

5.  Right click in any blank area on your Desktop, My Documents, S-drive, or Z-drive

6. Select “New” from the list

7. Select “Shortcut” from the list




8. Right click in the box

9. Select “paste” from the list

10. The URL that you copied from your website will be pasted in the box

11. Click “Next”





12. Type the name of site in the box

13. Click “Finish”




14. You will now have a shortcut to that site.


