How to Create a Desktop Shortcut to Sharepoint and OneDrive Folders and Files

Why:
e Help you to easily maintain all files on Sharepoint and OneDrive
Steps:

1. Loginto Office 365 (www.office.com)
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2. Locate Sharepoint or Onedrive folder or file you would like to create a desktop shortcut for
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3. Click the “Share” icon
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4. Copy folder or file URL link

3 Sync

£3 Automate v

Modified -

Click the SHARE icon

e March 11,2020
February 12, 2019
February 11, 2019

February 11, 2019

Modified By

PSean:h

— — T Upload v I3 Sync
B3 My files
D Recent
My files
£ Shared
@ Recycle bin O Name -
Shared libraries [r

._’“
@
B -
- B
@ - =

More libraries

DE  Weekly Update

Click the Copy

Create shared library = Link Icon

£3 Automate

Modified Meodified By
Yesterday at 7:39 PM
March 17, 2020
March 11, 2020
x

Send link

People in MALNOVE with the link can
edit

[Enter a name or email address

d a message (optional)

Outiook

'October'5, 2020 —

May 5, 2020

April 28, 2020

File size

12 items

19 items

62 items

2 items

20 items.

36 items.

23 items

1 item

132 items

15 items.

5 items

3.60 MB

121 KB

448

485KB

File size Sharing

12 items Owner: PrePress Workfiow

19 items Private

62 items s Shared

2 items Private

20 items Private

36 items Private

BEEBHE
Sharing

Owner: PrePress Worlkflow

Private.

o Shared

Private

Private:

Private

Private

Private

Private

Private

Private.

Private

Private.

Private.

Private:



5. Go to desktop & right click, select “New” then, shortcut
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6. Paste folder or file URL link in designated location, click okay
7. Type in short cut name & click okay
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Click Finish to create the shartcut.

Click Next to continue.

Then, click Finish

8. Done
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Optional, Change Icon image.

9. Right click the icon and select “Properties”
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10. Click the “change icon” button
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11. Select new icon, click okay, click apply
12. Click Apply, then click OK
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Look for icons in this file:
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Then, click OK

13. Done
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