
Customizing the Quick Access Toolbar in 

Office 2007 

 

Customizing the Quick Access Toolbar in Office 2007 will help you set your toolbar to include 

the commands you frequently use.  This tip can be used in Microsoft Word, PowerPoint, and 

Excel.   

 

 

 

 

 

 

 

 

 

1. Click on the downward 

pointing arrow in the top 

right of the quick access 

toolbar and select “More 

Commands.” 

 

 

 

 

 

 

 

 

 



2. Select the command you wish 

to add to the Quick Access 

Toolbar and click “Add.”  After 

making your selection, click 

“OK.” 

 

 

 

 

 

 

 

 

 

 

 

 

3. Your Quick Access Toolbar should now reflect your customization.   

 

 


