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How to customize your toolbars?

Most bars in windows applications can be moved or removed. The trick is to know where
to grab these bars. In general the active (grab) part of the bar is located on the left. One or
two vertical line(s) on one side of the bar will represent the Grab location. These bars can
also be customized, where you can add new buttons for quick shortcuts.
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How to “Grab”?
When you move the cursor over that vertical grab bar, the shape of the cursor may change (like in MS

Word). Click the left button of the mouse and keep the click button down (pressed).
How to move the bar?
Once “grabbed” move the mouse with the click still pushed down and the bar will follow.
How will the bar behave if grabbed?
If moved close to a border, it will try to “dock” there (vertically or horizontally)
If moved in the middle of the application, the bar will become “floating” like a regular window. Click the X
and the floating window will be closed.
If a toolbar is floating then grab it by the top blue bar and bring it back to the border of the application.
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Microsoft Word

Right click on the bars will give the list of toolbar that you can hide of show.
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Customize. ..

This functionality can be applied to other applications like Eudora, Excel, Powerpoint, ...

How to add Excel extra buttons in the tool bar?

In some case the “paste special... value” is really handy in Excel, but requires at least 4
clicks to reach it. You can add this specific button to get the function in one click. This is
the doable for all functions reachable through the menus.
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