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1) Create a folder 
on your desktop or 
desired network 
drive and name it 
Icons. 

3) Go to the 
desktop and right 
click on the icon 
you would like to 
change.  Click on 
Properties. 

4) Click 
Change Icon 

5) Click 
Browse 

2) Right click on the 
corresponding link for 
your shortcut and choose 
“Save As” or “ Save 
Target As”. Save the icon 
into the previously 
created icons file folder. 
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6) Click on 
Desktop 

7) Click on the  
icons folder then 
click Open  

8) Click on the 
appropriate icon image 
for your shortcut. Click 
open > ok > ok 

Voila!  
Your new icon 
is ready. 


