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Customizing the Toolbar

How to Customize the Quick Access Toolbar:

On the upper-left corner of the PowerPoint
window, click the arrow icon (pointing down)
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ALLD S - = I shape Outline - | 83, Replace - : Quick Access Toolbar. There you can:
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| Add to Quick Access Toolbar ling | AdobeAcrobat | menu by marking them with a check mark.
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Customize Quick Access Toolbar... k3 : £ - = 2. add additional commands by clicking More
Show Quick Access Toolbar Above the Ribbon R o Commands ... Choose the commands you
Mew want and click Add. Clicking OK will add these
Customize the Ribbon... Open to your Quick Access Toolbar.
Minimize the Ribbon Save 3. select Show Below the Ribbon to move the
E-mail Quick Access Toolbox below the ribbon..
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Customizing the Toolbar

Exporting a Customized Quick Access Toolbar

x You can make your modified Quick Access
; Toolbar available to others by exporting its
General Customize the Quick Access Toolbar. settings in a file.
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Importing a Customized Quick Access Toolbar

With the option of importing a customized Quick

; Access Toolbar, Microsoft Office programs can
Sene Customize the Quick Access Toolbar. look the same on all of your company
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