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Office XP: Customizing Your Menu and Toolbars

1.

or the method that you normally use to open this program.

File  Edit

44 Normal

DeEdan Sy

Yiew  Insert  Format

~ Times New Roma

n\s/p

[e]

2. Click on TOOLS > CUSTOMIZE located
on the standard toolbar.

Click on START > PROGRAMS > MICROSOFT OFFICE XP > MICROSOFT WORD

il Documents - Microsoft Word

Tools l Table ‘wWindow Help  Acrobat

Spelling and Grammar... F7
Language ]
Word Count...
AutoSummarize. ..
Speech

Track Changes Ctrl+Shife+E
Compare and Merge Documents. ..
Prokect Document., ..

Online Collaboration 3
Letters and Mailings 3
Tools on the Web, .,

Macro ]

Templates and Add-Ins...

AutoCarreck Options...

Cuskomize. ..

R

Qptions...

Customize

Personalized Menus and Toolbars L\\:

Toolbars | Commands

3. Click on the OPTIONS tab.

Personalized Menus and Toolbars

| iShave Skandard and Formatting toclbars on beo rows:

4. Uncheck “Show full menus after
a short delay.”

o

[ always show Full menus

my usage data

Iw shaw full menus after a shark delay
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Personalized Menus and Toolbars

™ show Standard and Farmatting toolbars on bwo rows

5. Check “Always show IE;J—WMS show bl renus:

full menus.” W Show Full menus after a shark delay

Reset my usage data

Personalized Menus and Toolbars
v iShow Standard and Formatting toolbars on bwo rows:
lways show Full menus 6. Check “Show Standard on
I¥ show Full menus after a short delay Formatting toolbars on
Reset my usage data two rows.”
7. Click the CLOSE button. @l Keyboard... Close
A

8. These steps should place all of your toolbars in this program in two rows and when you click
on an icon in your toolbar, you should see full menus.

Note: You will need to make these adjustments in Excel and PowerPoint, if you want to get the
same look and feel in those software programs.
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