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Creating a Shortcut to a File in Google Drive  
This is beneficial if you have one document that needs to be saved in multiple folders. Instead of making a copy of the 
document, you can create a shortcut. If you share the link of the document with others, the link will not be altered when 
adding a shortcut and will remain the same.   

Step 1 
Select the file you want to copy. Select one file or highlight over multiple files and then press Shift and 
Z at the same time. 

 

Step 2 
In the Drive window that pops up, select All locations and then My Drive. This will bring up a list of all 
the folders and files stored in your Drive account. 

 

Step 3 
Scroll to the folder in which you want to place the document, select it, click Add. To create a new 
folder, press the icon of a folder with a plus sign on the left side. 

 
A.​ Since you haven’t actually moved the file or created a copy, you’ve basically created a link in 

each folder that references the master file, which remains in its original location in Drive. 

1 

http://sites.google.com/view/cetl-resource-site
https://sites.google.com/view/cetl-resource-site
http://sites.google.com/view/ccctipd
http://sites.google.com/view/ccctipd

	CETL Resources 
	Professional Development 
	Creating a Shortcut to a File in Google Drive  
	Step 1 
	Step 2 
	Step 3 
	Clicking Next to add a shortcut to a file 

