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[INTERMEDIATE] Have you ever puzzled over which folder you should use to store a file because it
could go in several places?  Or perhaps you’ve wasted time searching for a document or image
because you weren’t sure where you put it originally … as there were several logical places you could
look.

This happens particularly when you’re working with images and media because
you have to decide whether you are going to let the format (audio, mp3, jpg) be
the driving factor … or whether you want all the files on a certain topic to be
placed together.

Another common situation is where you have a whole series of flyers for
marketing different programs. Of course, you would naturally want them to be in
the topic folder. But wouldn’t it be nice, for future creations, to have all of the
flyers you’ve created in one place?

So the ongoing question is, where are you going to file these?

Let’s use audio files as an example of the dilemma to show the pros and cons of each choice.

1. You could put each file under the name of the individual program … which would be nice
because everything for that presentation would be in one folder.  But, let’s say that later on you
want to put all of your audio files up online.  Now, you have to go find them all.  You’d be surprised
at in how many different folders you may have squirreled away an mp3.

2. You could, instead, create a folder named Audio and put every sound file there,
regardless of topic.  (And, you might create sub-folders by topic to organize them.) The problem
with this way is that when you are in the program folder you may not remember that you have an
audio … because it is not visible; it’s tucked away by format instead of by topic. You’ve lost visibility
to it.

Sure, you could put the same file in both places, but that poses all kinds of problems (especially if
the file is large and takes up a lot of space).  There’s a better way!  You can have the best of both
worlds by using Shortcut Folders! You put the file in one place and then create a shortcut folder in
the other … so that whichever one you look into, you are now able to find what you want.   It doesn’t
duplicate the file, but creates a “path” to it.

NOTE:  By the way, you can use this same technique with individual documents… any type of file!  If
you want it in two places, create a shortcut for it, and place it in another location. The steps are the
same.

How To Create Shortcut Folders / Documents
There are four simple steps to create a shortcut folder: 1) In the source folder, create a shortcut, 2)
Find the new folder (there’s a trick) , 3) Rename it (optional), 4) Drag the shortcut to the other
location.
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1.  Go to the source folder (or document).

In Windows Explorer (to get there, right click on the Windows icon in the lower left of the screen
and choose Open Windows Explorer), click on the folder in the list on the left, so that it displays
what’s inside on the right.  (This is important.  You can’t create a shortcut on the left side.)

Right click on the folder (or file) and choose “Create Shortcut”.

 

2. Find the new (shortcut) folder.  If you’re not careful, you’ll think that clicking on “create
shortcut” didn’t work … because the folder (or file) doesn’t seem to appear.

Well, here’s the trick.  It does, but it shows up way down in your list so you may have to scroll
down to find it. (It’s a different type of folder (or file), so it gets grouped in its own location.

Look for a file that has the word “shortcut” at the end.  Or an icon with a curved arrow on it.

3. Rename the folder / file.  As usual, just right click on the name and choose a new one if you
like.  By the way, you can rename it any time, so you may want to go to step 4 and change the title
when you see it in the new location. Changing the name does NOT affect the shortcut itself in any
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way.

4. Drag the shortcut to the new location. That’s all there is to it — just move it where you want
it!  Now you have two ways to find the same folder / file.  If you want more, you can do that, as
well.  You can create as many shortcut “paths” to a single place as you would like.  And because
these are all directing to the same source, anytime you put files in, take them out, or modify them,
all of the shortcuts will have the same data.

NOTE: When you are viewing files in Windows Explorer, the shortcut folders are visible on the right
side — you have to click on a main folder to see them. They do not show in your folder listing on the
left side of Windows Explorer.
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