Tips & Tricks 2

Customising Microsoft Office toolbars

This guide shows you how to customise Office toolbars in Office so you can

choose which icons are displayed.

For example, you may want to remove the print icon or change the print icon

so the print pop-up box appears.

Open a Microsoft Office program (we use Word in this example)

A drop-down menu will appear with a list of available toolbars

To add a command to a toolbar: select a category and drag the

toolbar.
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The large box on the right shows the icons (Commands) you can add to
your toolbar. They are arranged in categories (left side). To view a different

Drag-and-drop the icon you want to add from the Commands list onto the

Drag-and-drop the icon from the toolbar, releasing it anywhere on the

screen
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4. Click on the Commands tab
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