Reducing the Number of Choices
Adjusting Tool Bar and Menu options

A toolbar can contain buttons with images (the same images you see next to corresponding menu commands), menus, or a combination of both.
Customizing toolbars 

You can customize or create your own toolbars by adding, reorganizing, and removing buttons and menus. You can also show, move, and hide toolbars.  Students often benefit from creating toolbars with larger/fewer buttons or menu items.

In the View menu select Toolbars(to select the ones you want the student to see and use. Select the Standard toolbar.  At the end of the toolbar the final ( opens an option to "Add or Remove Buttons" on that toolbar. The following directions apply to all toolbars.
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Delete/Add a toolbar button

Show the toolbar you want to change. You can add or remove buttons in either of two ways.

1. Open the final ( on the toolbar that you want to change. Click on the Add or Remove Buttons (.  Click on (or off) the box next to any of the available button options. Close the menu. The toolbar will reflect the changes.

2. Hold down the ALT key and drag the button off the toolbar. 

You can further customize the toolbars by clicking on the Customize... option at the bottom of the Add/Remove menu.

[image: image3.png]Customize

{oalars ]| commends | optns |

Toohars:

[T Function key Display
[ Meru Bar

I Microsoft =

= o




[image: image4.png]Customize [2]x]

| ]
[— [
D e
D vew
(8] Now WebPage

59 New E-mail Message.
D) New Blnk ocument
= open Il

i
e
et
Formac
o
Tae
ey
-
oraving |

ot W

@) e fomace = eybosd





[image: image5.png]Customize

e e [
e
I standard and Formatting toolbars share ane row

™ Meus show recently used commands first

5

set my usage data

Other
I Large cons
¥ List font names intheir font
7 Show ScreenTips on toobars
™ Show shortcut keys in Screeniips

Menu animations: ~[(one)







Try clicking on Large icons checkbox in the customized toolbar window under the Options Tab. This may help give a student better control of the software program.

ACTIVITY: 

Open Lesson #2 and create a customized toolbar. Identify each of the buttons. Consider exactly which tools the student will need, their order on the toolbar, and their best size.

Menu Options

Menus are items stored under toolbar headers. When you first start Word, the menus and toolbars display basic commands and buttons. As you work with Word, the commands and buttons that you use most often are stored as personalized settings and displayed on menus and toolbars.

Delete a Menu From a Toolbar

You can change the number of menu items offered. You can just have the ones a student needs be available. This may provide more control.

1. Show the toolbar from which you want to delete a menu.

2. On the Tools menu, click Customize.

3. Leave the Customize dialog box open (you might need to move it out of the way), and drag the menu you want to delete off the toolbar. 

Add a command or other item to a menu

1. Show the toolbar that contains the menu to which you want to add a command or other item.

2. On the Tools menu, click Customize, and then click the Commands tab.

3. In the Categories box, click a category for the command.

4. Drag the command you want from the Commands box over to the menu. When the menu displays a list of menu commands, point to the location where you want the command to appear on the menu on the toolbar, and then release the mouse. 

· If you don't see the command you want under a particular category, click All 
Reset an Original Toolbar

1. On the Tools menu, click Customize, and then click the Toolbars tab.

2. In the Toolbars box, click the name of the toolbar on which you want to reset original buttons and menus.

3. Click Reset.

4. In the Reset changes box, click the template or document that contains the changes you want to reset. 







Customize any of the button commands





Customize any toolbar or create a new one with a student's name.








Included are several options to how the toolbars will look. This is where you can change the size of the buttons, the use of labels and keyboard shortcuts. 





Did you know toolbars can be animated?




















