
     

It wasn’t supposed to be this way. Your
new $3,000 computer was supposed

to make you more productive. Instead,
you’re afraid to use it because you
don’t know where the files you create
are stored and you can’t find the infor-
mation again when you need it.

Win95 makes it easy to organize all
of your job information, and it also
provides a way to create shortcuts to
the programs you use most frequently.
In the two years I’ve been using Win95,
I have developed the following system
to make full use of directory “folders”

and desktop “shortcuts” to help me
work more efficiently.

Job Folders
Every time I am contacted by a

potential client, I create a job folder on
my hard drive, using the caller’s name
for a label. This is the electronic equiv-
alent of the manila folders we’re all
accustomed to working with. The easi-
est way to do this is from within
Windows Explorer (see Figure 1):
Step 1. Click on Start, select Programs,

then click on Windows Explorer.

Step 2. From the menu bar, click File,
highlight New, then click on Folder
from the list of choices. Explorer
will display a yellow folder icon
with the default name New Folder
highlighted.

Step 3. Type the name you want to 
use for the folder and hit Enter. For
example, if the caller is Fred Jones,
name the folder “Jones.” (You can
also change a folder name by right-
clicking on the folder, clicking
Rename, and typing in the new
name.)

Folder Shortcut
Once I have created and named a

new job folder, I like to place it on the
desktop where I can find it easily. To do
this in Win95, you need to create a
“shortcut.” A shortcut is simply an icon
that sits on the desktop and “points to”
the actual folder stored on the hard
drive. When you click on the folder
shortcut, it displays the contents of the
actual folder. To create the shortcut in
the Explorer and put it on the desktop
(Figure 2):
Step 1. Right-click on the Jones folder

and select Create Shortcut from the
list of choices. A new folder named
Shortcut to Jones will appear at the
end of the list of folders.

Step 2. Click on the shortcut and drag
it anywhere on your desktop.

I will typically have three or four
shortcuts to folders on my desktop at
any given time. These shortcuts pro-
vide me with a way to use a single
mouse click to display a list of all the
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Figure 1. To create a
job folder in Win95
Explorer, click File,
New, Folder (top). 
A new icon called
New Folder will be
highlighted, with the
cursor positioned to
enter a folder name
(bottom). 



estimates, letters, faxes, schedules, or
other documents and files that relate to
one particular job. For instance, any-
time I save a schedule for the Jones job,
I will save it to the Jones folder. Then,
when I want to look at the Jones sched-
ule, I simply click on the Jones short-
cut, find the file I created in Microsoft
Project, and double-click on it. Win95
automatically loads MS Project and
opens the Jones schedule. Pretty slick.  

Shortcuts also make it easier to move
files from one place to another without
having to navigate through long direc-
tory “trees.” Let’s say, for example, that
I receive a faxed change order for the
Jones job from my electrical sub. This

fax is listed on the Inbox of MS
Exchange, which is the program I use
to receive faxes. I can simply use the
mouse to drag the icon for the fax from
the Inbox to the Jones shortcut. If I do
this with other faxes, such as the daily
job report my foreman transmits each
night or the invoices subcontractors
send, I’ll have all documents related to
the Jones job in one place where I can
find them quickly. Sometimes I still
need paper copies, but I always know
where I can find a file.

Deleting shortcuts. Once I have fin-
ished the Jones job, I delete the short-
cut from the desktop (right-click and
select Delete). Only the shortcut or

“pointer” is deleted; the Jones folder,
complete with all of the files I put into
it, still resides on my hard drive.

Application Shortcuts
I also find it useful to create short-

cuts to the programs I use most fre-
quently. Currently, I have grouped
shortcuts to programs for bookkeeping,
estimating, scheduling, and contact
management in one area of my desktop
(Figure 3). I have created another area
for all my Internet shortcuts, such as
the browser and e-mail programs I use
frequently. I find it’s much easier to use
these shortcuts than to go through the
Start | Programs routine on the Task Bar
every time I want to load one of these
applications.

To create an application shortcut:
Step 1. Click on Start, select Programs,

then click on Windows Explorer.
Step 2. In the list on the left side, find

the folder that contains the pro-
gram for which you want to create
a shortcut. Typically, the folder
name will be similar to the name of
the program. The folder for
QuickBooks Pro, for example, is
called qbooksw.

Step 3. Click on the folder to view it’s
contents. Look for a program icon —
an icon that represents an applica-
tion file type. (To make sure, right-
click on the icon and select
Properties; the file type should say
Application.) Once you have found
the correct file — qbw.exe, for
instance — right-click on the icon
and select Create Shortcut. The new
shortcut will appear at the end of the
directory listing you are looking in.

Step 4. Click and drag the shortcut icon
onto the desktop, just as you did
with the job folder shortcut.

Now, whenever you want to run
QuickBooks Pro (or any other applica-
tion for which you’ve created a short-
cut), simply double-click on the desktop
shortcut.

Scott Shelley owns Scott C. Shelley
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Figure 2. To place a shortcut to the “Jones” folder on the desktop, right-click on the Jones
folder and select Create Shortcut. Then click and drag the new folder named “Shortcut to
Jones” onto your desktop.

Figure 3. The author
organizes desktop
shortcuts into several
groups: Icons for
Winest, ACT, and
QuickBooks are dis-
played at lower left;
browser and e-mail
programs, at lower
right; and job folders,
at upper right.


