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Creating Desktop Shortcuts 

 
1. Please log into the computer with the Vol State user account provided by the Information 

Technology Department. 

 

2. Locate the program on the computer’s Start Menu. 

 

3. Using the right mouse button single-click this icon. 

A menu is displayed. 

 

4. From this menu, choose Send To. 

A second menu is displayed.  From this menu, choose Desktop (create shortcut) 
 


