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How to make a Shortcut

How to make a Shortcut

To file or folder

e Find location where to put the Shortcut, e.g. Desktop

Sort by
Refresh

Paste
Paste shortcut
Undo Mew
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Mew i Folder

[0 Display seftings ey

&2 Personalize Microsoft Access Databasze

Bitmap image

Contact

Microsoft Word Document

@ Microsoft PowerPoint Presentation
3= Microsoft Publisher Document
Text Document

Microsoft Excel Worksheet

_@I Compressed (zipped) Folder

e Left Mouse: New / Shortcut
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7 Create Shortcut

What item would you like to create a shortcut for?

This wizard helps you to create shortcuts to local or network programs, files, folders, computers, or
Internet addresses.

Type the location of the iterm:

Click Mext to cantinue,

e Find or fill the destination path to the file or folder
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What item would you like to create a shortcut for?

This wizard helps you to create shortcuts te local or network programs, files, folders, computers, or
Internet addresses.

\- 7 Create Shortcut
£ - -_"E-_.I

Wit Type the location of the item:

Y\cerge- ehtemp\]

W\cerge-eittemph\SRECYCLE.BIM
Y\ecerge-ettemph.D5_Store
\\cerge-eittemp'~Swsletter_zari_2015.docx
Y\cerge-eitemph000

Y\cerge-eitemph AL print
Vicerge-eiitemphadressbook
Y\cerge-eitempi\Bookl.xlsx
Yicerge-eiternphbriz
Yeerge-eivtemp\Burn K7
Ycerge-eitemp\CD

Yeerge-eitemp' CERGE-El PowerPoint termplate Wide_3.pphx
Weerge-eivtemph CPUL
Y\eerge-eitemp\CPUZ 1.63
Yicerge-eitemph\Credit analysis

Y\cerge-eiitemph\Credit analysis. 7z
W\cerge-eitempi\Data analysis 2016

¢ Put the name and finish

CERGE-EI Infrastructure Services - https://itinfo.cerge-ei.cz/


https://itinfo.cerge-ei.cz/lib/exe/detail.php?id=public%3Amake_shortcut&media=public:pasted:20181009-165334.png

Last update: 2018-10-10 08:35 public:make_shortcut https://itinfo.cerge-ei.cz/doku.php?id=public:make_shortcut&rev=1539160553

L1

& 4 Create Shortcut

What would you like to name the shortcut?

Type a name for this shortout:

temp (cerge-gi)

Click Finish to create the shortcut.

Finish | | Cancel |
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