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Quick Access Toolbar 
 
1. To add items to the Quick Access Toolbar, click the drop-down. 

 

 
 

2. Put a check mark by the things you want to see on the Toolbar. 
 

 
3. To add items that are not on the list, go back to the dropdown and select More Commands. 
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4. Popular Commands is the default, scroll through the list to find a command.  Select the command and 
click Add.  Click OK. 
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5. If you can’t find a command in the Popular list, click the drop-down and select All Commands.  Scroll 
the list to find the command.  Select the command and click Add.  Click OK. 

 

 
 
 


