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If you have file, website or program that you use often, it may be easier to create a shortcut on your desktop rather than
always looking for it in Windows Explorer or the Start Menu. Examples shown apply to XP or Vista

In this example we are going to place a shortcut to MS Word 2007 onto the Desktop

1. Right click an empty area of the Desktop
2. Select: New > Shortcut as shown below
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3. In the Create Shortcut dialog box shown click
"Browse"

4. In the Browse for files or Folders dialog box shown
below locate WINWORD.EXE ( this is the program link
that opens MS Word 2007 in this example and it's
path/location is "C:\Program Files\Microsoft
Office\Office12\ WINWORD.EXE")

5. Click on WINWORD.EXE then OK

6. Click Next in the Create Shortcut dialog box

7. Enter a name for the shortcut (in this instance MS
Word 2007) and click Finish.

8. The shorcut called MS Word 2007 appears on the
Desktop as shown below and obviously clicking it opens
MS Word 2007

http://www.itbuddy.org/shortcut-on-desktop.html 11/01/2009



How to Create a Shortcut on Your Desktop in XP or Vista - IT Buddy Tutorial Page 2 of 3

I

]

! o Create Shoriout
What itern would you like to create a shortout for?

This wizard helps you to creste shostouts to lacal or network programs, filles, folders, computers, or
Irtenet addreiass,

Type the locstion of the dem:
“C\Program Files'Miicrosoft Office! Officel TWINWORD.EE™ Browse_..

Click Mext o continge. T

Brerwese fot Files o Foldess =]
Seect the target of the sharkast beiom:

¥

]

[T SEQHKIDDLL - @ g Creste Shosent
&, ETLANGEE
A S0ADLL )
& Splashscreen.bmp What would you like to name the shorout?

SSGENDLL

STSUSTOU Typeaname fee this shedcet:
| STSUPLD.DLL

# uu S Word 2007 *—o
W1 VPREVIEW.BE
A WEWDWGDLL
A VWIEWERDLL
WOEIMP DLL
5 WWORD EXE .‘__.
T3 WoRD.Pe
|3 Wardern.dl
L Wordcrnpy.cow
A Wordcrvedl

51 Wordconv.oe
< worDEMUOA
= WORDIRMY XML

Click Finiish to create the shostout,

WWLIB.DOLL

| Make vew Foier | o« [ canc | : %

—

Eié

MS Word
2007

Shorcut on Desktop
to MS Word 2007

Note:
You can drag an item to the Desktop to produce a shortcut - see Drag and Drop.

Using My Computer or Windows Explorer.

You can also place a shortcut on the desktop by:
1. Locate the file, website or program in My Computer or Windows Explorer and right click it
2. In the dialog box that opens click Send To then Desktop (create shortcut)

Placing a shortcut to MS
Word 2007
on the Desktop using My
Computer or Windows
Explorer.
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