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When programs are installed on Windows NT and Windows 2000 systems, the operating 
system automatically creates the program group and shortcuts under the current user’s 
profile settings. 

This can be a problem if multiple users are sharing a workstation.  The methods described 
below will allow you to move the Electronic Office program group folder from the one 
user’s profile to the “All Users” profile.  This will make the programs available to all 
users.  The process for Windows NT and Windows 2000 is the similar, but the locations 
and folder names vary slightly, so the procedures are listed separately below. 

On a Windows NT 4.x Machine: 

1. Open the Windows NT Explorer (Start Menu > Programs > Windows NT 
Explorer). 

2. Go to the “C:\WinNT\Profiles\” folder, and locate the existing “Electronic 
Office” folder.  It will be located under the “\Start Menu\Programs\” folder 
under the user name of the individual who installed Electronic Office.  For 
example, if the user was Administrator, then the folder would be at: 
“C:\WinNT\Profiles\Administrator\Start Menu\Programs\Electronic Office\”. 
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3. Right-Click on the “Electronic Office” folder to select the entire folder, then 
select “Cut” from the shortcut menu that appears on the screen. 

4. Select the folder “C:\WinNT\Profiles\All Users\Start Menu\Programs\” and 
right-click on it, then select “Paste” from the shortcut menu that appears on 
the screen. 

 

On a Windows 2000 Machine: 

1. Open the Windows Explorer (Start Menu > Programs > Accessories > 
Windows Explorer). 

2. Select “My Computer,” then “Local Disk (C :)”. 

3. Go to the “C:\Documents and Settings\” folder, and locate the existing 
“Electronic Office” folder.  It will be located under the “\Start 
Menu\Programs\” folder under the user name of the individual who installed 
Electronic Office.  For example, if the user was Administrator, then the folder 
would be at: 
“C:\Documents and Settings \Administrator\Start Menu\Programs\Electronic 
Office\” 

4. Right-Click on the “Electronic Office” folder to select the entire folder, then 
select “Cut” from the shortcut menu that appears on the screen. 

5. Select the folder “C:\Documents and Settings \All Users\Start 
Menu\Programs\” and right-click on it, then select “Paste” from the shortcut 
menu that appears on the screen. 

 

The Electronic Office program group will now be accessible to any user logged into this 
computer. 

If the user had created a shortcut on the desktop to either of the menus or the 
administrator guides, it can also be moved to the “All Users” profile by following the 
above steps, but replacing the “Start Menu\Programs\Electronic Office\” folder with the 
“Desktop\” folder, and moving the shortcut file itself into the desktop folder.  For 
example, on a Windows NT machine, the desktop folder for all users would be at 
“C:\WinNT\Profiles\All Users\Desktop\” and that is where you would cut and paste the 
shortcut to, from the “C:\WinNT\Profiles\Administrator\Desktop\” folder (assuming that 
the user installing the program was “Administrator”). 

 

 


