
Creating a shortcut
You can place shortcuts in a convenient place, such as on the
desktop or in a commonly used folder, for quick access to files
or folders. You can distinguish a shortcut from the original file by
the arrow that appears on the icon as shown here...

Windows 8

● Folders or Documents: On your desktop, right-click a favourite folder or document, 
choose Send To, and select the Desktop (Create Shortcut) option. The shortcut 
appears on your desktop.

● Websites: On the desktop version of Internet Explorer, see the little icon in front of the 
website’s address in Internet Explorer’s Address Bar? Drag and drop that little icon to 
your desktop for quick access later. You can also add websites to Internet Explorer’s 
handy list of Favourites.

● Control Panel: Found a particularly helpful setting in the desktop’s Control Panel, the 
mammoth switch box in Windows 8? Then drag that helpful setting’s icon from the 
Control Panel onto your desktop, the Navigation Pane’s Favourites area, or any other 
handy spot.
The icon turns into a shortcut for easy access. (An easy way to access the Control Panel 
from the desktop is to right-click in the screen’s bottom-left corner and choose Control 
Panel from the pop-up menu.)

● Disk drives: Open File Explorer from the Start screen. From the Navigation Pane along 
File Explorer’s left side, right-click the drive you want and choose Create Shortcut. 
Windows immediately places a shortcut to that drive on your desktop.

Windows 7

1. Find the item you want to shortcut in the computer's filing system.
2. Right-click over your selected item – a menu appears with Send to ► about half-way 

down.
3. Follow the right-pointing arrow and click on the second item in the second menu – 

Desktop (create shortcut).

Windows Vista

To create a short-cut
1. Open the location that contains the item to which you want to create a shortcut.
2. Right-click the item, and then click Create Shortcut. The new shortcut appears in the 

same location as the original item.
3. Drag the new shortcut to the desired location.

You can also move the new shortcut to the desired location by cutting and pasting. To do this, 
right-click the shortcut, and then click Cut. Then right-click within the location where you want to
move the shortcut, and then click Paste. The shortcut appears in the desired location.

Note: In all versions of Windows, deleting a shortcut does not remove the file or 
application, just the shortcut itself.
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