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LSA Tech Tip - Quick Access Toolbar

e Quick Access toolbar ves you access to commonly used features in a ce

The Quick A, toolbar (QAT) gives y t ly used feat in all Offi

programs. You can add or remove buttons to suit your needs, and move it from one of two
possible locations.

To add a command that already appears elsewhere on Spelling & Define Thesaurus "-.fl.-"curd Translate Language

the Ribbon: Grarnrmat =
Add to Quick Access Taoaolbar

1. Click the appropriate tab or group to display

the command that you want to add to the H = Shrtmizs QUigk et ta:TatlaRR.

Ql.llﬂk Access Toolbar. L show Quick Access Toolbar Abowve the Ribbon
2 : Custornize the Bibbaon...

2. Right-click the command, and select Add to = -
Quick Access Toolbar on the shortcut menu. i Collapse the Ribbon
Customize Quick Access Toolbar i
e To add other commands:
Open 1. Click the down arrow on the QAT and select More
v Save Commands.
Email
Olick Priit 2. Under Choose commands from, select Popular
b e e Commands, Commands Not in the Ribbon, or All
I Commands.

spel II'Ig L arammar
U 3. Find the command in the list, then click Add.
Redo
Draw Table
Touch/Mouse Mode tlick here fo watch a short video and view more opfions
More Commands,.
Show Above the Ribbon

Direct questions or comments to Isalearn@scstatehouse.gov or 803.212.4420
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