
 

 

How to Create a File Copy Shortcut to a Network Computer 
 
1. Select Scan Network > Scan Whole Network. 
 

 
 
2. Highlight the item(s), drag and drop them into the machine queue on the right side of 
the screen. (Note: If you need to select more than one, press the CTRL key while clicking 
on all the machines you want to add.) 
 



 

 

 
 
3. Choose Execute Action > Add File Copy Shortcut. 
 

 
 



 

 

4. The ShortCut’s Database window appears. Click the Add New button.  
 

 
 
5. Enter a Name for the ShortCut. 
 

 
 
6. Click the Browse Folder button to locate the program link.  
 



 

 

 
 
7. Choose the program and click Open.  
 

 
 
8. Next, select where you would like the icon to appear from the drop down menu.  
 



 

 

 
 
9. Click the Add/Update button.  You should now be able to find the shortcut in the 
location you specified.  
  
 


