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How to Create Desktop Shortcutsfor Office
Programson PC or Mac

This wikiHow teaches you how to create a new shortcut icon for a Microsoft Office app on your computer, and

save it to your computer's desktop. Open the Start menu on your computer. Click the Start icon in the lower-left
corner of your...

Method 1 of 2:

Windows

Open the Start menu on your computer. Click the Start icon in the lower-left corner of your desktop to
open the Start menu.
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Right-click the Office program you want to create a shortcut for. Find the Office program you want to
shortcut, and right-click on its name or icon. Thiswill open your options on a pop-up menu.

Hover over [ More ]on theright-click menu. A sub-menu will pop up with more options.



Click [ Open file location ) on the More menu. Thiswill open anew file explorer window, and locate
the selected program's original EXE file.
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Right-click the EXE filein thefile explorer window. Y our right-click options will pop up.



Hover over on theright-click menu. Thiswill show the available options you can use to
send thisfile to another device or location.

B Desktop (create shorteut)

Select | Desktop (create shortcut) ) on the Send to menu. Thiswill create a shortcut to the selected
program, and save it on your desktop.
1. Alternatively, you can select Create shortcut on the right-click menu. Thiswill create a shortcut in
the same folder. Y ou can then drag this shortcut to your desktop manually.

Method 2 of 2;

Mac



Open a new Finder window. Click the blue-and-white smiley face icon on the far-left of your Mac's
Dock at the bottom of your screen. Thiswill open a new Finder window.
1. If you aready have a Finder window open, clicking the Finder icon will only switch you to the open
window. In this case, press ?:&mman.dh M to open a new Finder window without closing the other
one.

Click [ Applications ] on theleft sidebar. Thiswill open your Mac's Applications folder in your current
Finder window.
1. If you don't see asidebar on the left-hand side, press mmqnhmmdh g on your keyboard. The
sidebar will show up on the left of your current window.




Select the Office app you want to create a shortcut for. Find the Office app you want to use, and click
on its name to select and highlight the program.

Click the tab on the top-left. This button is on the menu bar in the upper-left corner of your
screen. It will open a drop-down menu.



Click [ Make Alias ) on the File menu. Thiswill create a shortcut to the selected program, and save it
next to the original app in the Applications folder.

Drag the shortcut to the desktop. Y ou can simply click and drag the app shortcut (alias), and move it
from the Applications folder to your Mac's desktop.

Y ou finished reading the article "How to Create Desktop Shortcutsfor Office Programson PC or Mac"
edited by the TipsM ake team. We hope this article has provided you with many useful tech tips and tricks. Y ou
can search for similar articles on tips and guides. Thank you for reading and for following us regularly.
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