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Why do some icons on your desktop have a little white arrow embedded in the picture?
These are shortcuts (sometimes called links). They are small files that represent and “point to” the real thing. When you double -left-click on a shortcut icon, Windows reads the location of the file to open from within the shortcut file, then opens the target
file. Shortcuts are, in the lingo of computer programmers, symbolic links to actual files. They don’t contain any of the file’s information—they just point to it. In real terms: if Peoria, Illinois was a file, then its shortcut would be the map telling you how to get there.

Why do we use shortcuts? Why not just put the real, actual file on your desktop? There are several reasons. First, since a shortcut does not contain any of the target file’s information, it can be deleted without damaging the file it points to. Therefore, placing
shortcuts on the desktop (or in any directory) is safer. Accidental deletion of these links will not affect anything other than you may lose track of where your file was!

The other reason is that you can have many shortcuts and place them anywhere you might need quick access to your file. For example, when we give away computers, we organize the software links in various folders on the desktop. There’s a folder for
Educational software and Game software links, and for the software that is both Educational and Fun, we put links to the same program in both the Educational and Game folders. You can rename shortcuts to anything you want, and it won’t affect the real name of the file they point to.

Shortcuts are also portable! If I know for sure that a program will be in a certain place on nearly every PC, I can e-mail a link to someone and tell them to place it on their desktop. Double-clicking on it should open that file on my recipient’s PC! E-mailing
a link is much more of a sure bet than e-mailing an executable file—because most e-mail servers just won’t allow executables (files ending in .EXE) to be sent!

How does one create a link? The best way is to find the file you want the link to refer to, then do a single right-click on it. This brings up a context menu where you can create the shortcut. Once the shortcut is created you can move it to any directory or to
the desktop.

For creating desktop links, Windows provides a shortcut wizard that allows you to create a shortcut for any file type including a web page or another folder. From anywhere on the desktop, right click and select ‘New’ and then ‘Shortcut’ to activate this wizard. 
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