
How to create a shortcut to a file or folder in Windows. 
 
If you have a file, such as your diary or logbook, or a folder, such as Finances, you might find it 
helpful to be able to get to it quickly, rather than having to go through several stages to find it 
wherever you buried it in your computer each time.  So you can create a shortcut (or alias in a 
Mac), which can sit where you like (such as your Desktop) so you can open it quickly and easily. 
You obviously wouldn’t want too many shortcuts on your Desktop; otherwise it would defeat the 
whole object of finding it quickly!!   
What you change when you use this shortcut will also be changed in the original. 
 
 

1. Find the document you want to use – e.g. go through Documents library 
2. Right-click the folder, document, picture, video or any other file you want to use to make a 

shortcut. 
3. Hover on Send to: and click on Desktop (create 

Shortcut) 
4. You will now have a copy of that file/folder/video etc on 

your desktop, so just double-click it whenever you 
want to open it to use it. 

 
 
 
 
 
How to create a shortcut to a file or folder on a Mac. 
 

1. Find the document you want to use – e.g. go to Finder and click 
Documents. 

2. Ctrl-click the folder, document, picture, video or any other file you want to 
use.  In this example, I'm going to use Shopping List à 

3. Click on Make Alias. 
4. This creates a shortcut/alias,	   which	   has	   a	   little black arrow	   over	   the	  

icon. 
5. Now just click and hold and drag it to the desktop.  Or copy and paste if 

you prefer. 
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We also run a Computer Club Drop in session 1.30-3.30 Thursday afternoons.  Call in for a 
quick word of advice/help/info. 

This article is for guidance only, and the opinion of the writer.  For more in depth information, please 
contact us. 

We offer individual training, at a pace to suit you; a session lasts 2 hours and costs £10. We can 
cover a range of subjects – including absolute basics; photo management; shopping online; 

emailing; Word processing, spreadsheets; basic web design; etc. on a range of devices, 
including Windows XP/Vista/W7/W8: Macs: Tablets: iPads: smartphones.  

See our web site or contact us for further details. 
Or if you can spare two hours a week and have skills on any level with any type of computer 

that you would like to share with others, please get in touch. 
Our AGM will be held on Thursday, 13th November at 4pm.  All 

welcome 


