Customizing your toolbars

(Rearranging, adding, removing)
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2.  You have two routes you can take when adding specific toolbars to your active toolbar.  If you take the shortcut route, you can just add whichever you need by clicking on it.  If you took the tools-customize way, all you do is check the box next to your 
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3.  If you want to add specific buttons, you need to head over to the Commands tab in the customize window.
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6.  Under the options tab, you have more options that will better equip you with shortcut ease.  This option will allow you to place your cursor over a toolbar button and have the shortcut displayed. [image: image6.png]Custor
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5. Under the options tab, you have more options that will better equip you with shoricut
case. This option will allow you to place your cursor over a toolbar button and have the
shortcut displayed. You also have options of having the buttons larger, show full menus,
or have your standard and formatting toolbars on two separate rows.
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You also have options of having the buttons larger, show full menus, or have your standard and formatting toolbars on two separate rows. 
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1.  There are two ways of getting to your customize panel.  You may either click on the Customize option from the toolbar located under Tools.  





Or you may just right click anywhere in your toolbar where there is a blank space.  This will bring this pull up menu on the right.  Head down to the bottom of the menu and choose Customize.





desired toolbar and it will popup on your screen.  This way, if you are not sure on which toolbar you actually need, you can


 just go down the list and check/uncheck these toolbars until you’ve found the right one.








4.  Under the commands tab, there are two options that will help you find the command button that you need.  This option is good for customizing you toolbar in a way which your toolbar will only display buttons that you will use on a daily basis.  





5. To add the desired command button, find your command and use the drag and drop technique to place it into the toolbar.  After this, you have the option of moving the button wherever you would like.  You can tell which button you’ve added because of the black border.








7.  Another way of adding buttons is to click the pull down menu located in the toolbar and choose which buttons you want to add.  This option is only good for buttons that are under the standard and formatting toolbars. 








