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MASTERING THE MICROSOFT WORD QUICK ACCESS
TOOLBAR FOR ENHANCED PRODUCTIVITY

When you first open Microsoft Word, your attention is often drawn
to the Ribbon—the vast strip of tabs and buttons at the top of the
window. But nestled just above or below that Ribbon lies one of
the  most  powerful  yet  underutilized  tools  for  efficiency:  the
Microsoft  Word  Quick  Access  Toolbar .  This  small,
customizable toolbar is designed to give you instant access to
your most frequently used commands, regardless of which tab
you are currently viewing. Whether you are drafting a simple
memo or formatting a complex academic paper, understanding
how to  tailor  this  toolbar  can  save  you  countless  clicks  and
dramatically  streamline  your  workflow.  In  this  comprehensive
guide, we will explore every aspect of the Quick Access Toolbar,
from its default settings to advanced customization techniques
that will transform your daily use of Word.

What Is the Quick Access
Toolbar?
The  Quick  Access  Toolbar  (often  abbreviated  as  QAT)  is  a
persistent toolbar that appears by default in the upper-left corner
of the Microsoft Word window. Unlike the contextual Ribbon tabs,
which change depending on the task you are performing, the QAT
remains static.  Its  purpose is  simple:  to provide a permanent
home for the commands you use most often, so you never have
to  hunt  through  multiple  tabs  to  find  them.  Out  of  the  box,  the
toolbar contains a handful of essential commands: Save, Undo,
Redo, and sometimes New Blank Document. However, its true
power  lies  in  its  customizability.  You  can  add,  remove,  and
reorder buttons to suit your specific needs, effectively creating a
personalized  command  panel  that  reduces  repetitive  mouse
movements and keeps your focus on content creation.

Why Use the Quick Access
Toolbar?
In  a  world  where  every  second  counts—especially  for
professionals  who  work  with  lengthy  documents  or  repetitive
formatting tasks—the QAT offers tangible benefits:

Time Savings: Instead of switching between tabs to find a
command, you can click one button on the toolbar. Over a
full workday, those saved seconds add up to meaningful
productivity gains.
Reduced Cognitive Load: When you don't have to
remember where a particular command is buried, you can
concentrate on the actual writing or editing process.
Consistency Across Documents: Once you set up your
QAT, it remains available in every Word file, ensuring that
your frequently used tools are always at hand.
Personalization for Your Workflow: Whether you are a
student, an executive assistant, a technical writer, or a
data analyst, the QAT can be adapted to match the tasks

you perform most.

How to Customize the
Quick Access Toolbar
Customizing  the  Microsoft  Word  Quick  Access  Toolbar  is
straightforward, but the options available go far beyond simply
adding a few buttons. Let's break down the process step by step.

ACCESSING THE CUSTOMIZATION MENU

There are two primary ways to start customizing the QAT:

Right-Click Method: Simply right-click anywhere on the1.
Quick Access Toolbar itself. From the context menu, choose
Customize Quick Access Toolbar…
Via File Menu: Go to File > Options > Quick Access2.
Toolbar. This opens the same customization dialog but
provides a broader view of all available commands.

Once inside the customization window, you will see two columns.
The left column lists available commands (grouped by category
or tab), while the right column shows the current commands on
your toolbar. Between them are buttons to Add, Remove, and
reorder commands using the up and down arrows.

ADDING COMMANDS FROM THE RIBBON

One of the fastest ways to add a command is directly from the
Ribbon. For example, if you frequently use the Format Painter
or Numbering button, right-click that button and select Add to
Quick Access Toolbar. This instantly places a shortcut on your
QAT without opening any menus. This method is excellent for
quickly building a personalized set of tools as you work.

CHOOSING COMMANDS FROM THE FULL LIST

For a more comprehensive approach, use the File > Options
path.  Here  you  can  select  from  a  much  larger  collection  of
commands, including those not present on any Ribbon tab by
default. For instance, you might add Print Preview and Print,
Speak  (text-to-speech), or even a macro. You can also filter the
dropdown  menu  at  the  top  of  the  left  column  to  show  All
Commands,  Commands Not in  the Ribbon,  or  commands
from a specific tab like Home or Insert.

REARRANGING THE ORDER OF BUTTONS

After adding several commands, you may want to place the most
important ones first. In the customization window, simply select a
command in the right column and use the Move Up and Move
Down arrows to rearrange the order. This order is reflected from
left  to  right  on  the  toolbar.  A  logical  arrangement—such  as
grouping  all  formatting  tools  together  or  placing  the  most
frequently used commands at the far left—can make the QAT
even more intuitive.

Positioning the Toolbar:
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Above or Below the Ribbon
By default, the Microsoft Word Quick Access Toolbar sits at
the top of the window, above the Ribbon. However, you can move
it below the Ribbon for easier access, especially if you have a
wide monitor or prefer a more centered workspace. To change its
position, click the small drop-down arrow at the end of the Quick
Access Toolbar (the one that shows a down arrow icon). From the
menu, select Show Below the Ribbon. Alternatively, you can
do this from the customization dialog by checking the box labeled
Show Quick Access Toolbar below the Ribbon. Keep in mind
that  moving the toolbar  below the Ribbon consumes a  small
amount of vertical space, so users with limited screen height may
prefer to keep it above.

Resetting the Quick Access
Toolbar to Default
If your customization experiments lead to a cluttered or confusing
toolbar,  resetting it  is  easy.  In  the File  > Options  > Quick
Access Toolbar dialog, click the Reset button (usually near the
bottom).  You  can  choose  to  Reset  only  the Quick  Access
Toolbar  (removing  all  customizations)  or  Reset  all
customizations (which also affects the Ribbon if you have made
changes  there).  This  is  a  handy  way  to  start  fresh  without
reinstalling Word.

Keyboard Shortcuts for the
Quick Access Toolbar
Another powerful feature of the QAT is its integration with the
keyboard.  The  first  nine  commands  on  the  toolbar  (from  left  to
right) are automatically assigned keyboard shortcuts: Alt + 1,
Alt + 2, Alt + 3, and so on, up to Alt + 9. This means that after
customizing  your  toolbar,  you  can  execute  those  commands
without ever touching your mouse.  For example,  if  you place
Spelling  &  Grammar  as  the  first  item,  pressing  Alt  +  1  will
trigger it immediately. Even if you have more than nine buttons,
the tenth and subsequent buttons are not directly accessible via
single-digit shortcuts, but you can still press Alt to see key tips for
all buttons. Mastering these shortcuts can dramatically accelerate
tasks like saving, printing, or inserting tables.

Practical Examples of
Custom Quick Access
Toolbars
Different  users  have  different  needs.  Here  are  a  few  scenarios
that  illustrate  how  the  QAT  can  be  tailored:

For Writers and Editors: Add Track Changes, Accept,
Reject, New Comment, Thesaurus, and Word Count.
This keeps all review tools in one row.
For Formatting Specialists: Include Format Painter,
Clear Formatting, Styles Pane, Paragraph Dialog, and
Font Dialog. Also add Borders and Shading for quick
table formatting.
For Data-Heavy Documents: Add Insert Table, Insert
Chart, Sort, Formula, and Hyperlink.

For Frequent Exporters: Place Save As PDF, Print,
Email, and Share (if using Office 365).

Advanced Tips for Power
Users
Once  you  are  comfortable  with  basic  customization,  you  can
explore more advanced capabilities:

ADDING MACROS AND SPECIAL BUTTONS

If you have recorded macros to automate repetitive tasks, you
can add them to the QAT. In the customization dialog, change the
Choose commands from  dropdown to  Macros.  Then select
your macro and add it. You can also rename the button or assign
a custom icon by clicking Modify while the macro is selected in
the right column. This turns the QAT into a launchpad for custom
automations.

GROUPING COMMANDS WITH SEPARATORS

To visually separate groups of commands on the toolbar, you can
insert  a  Separator  (also  known  as  a  divider  line).  In  the
customization dialog, select <Separator> from the left column
(it is usually near the bottom of the command list) and add it
between buttons. This helps organize your toolbar into logical
sections, such as "File operations," "Editing," and "Review."

EXPORTING AND IMPORTING CUSTOMIZATIONS

If you set up a perfect Quick Access Toolbar on one computer and
want to use it on another, you can export your customizations.
This is done via File > Options > Quick Access Toolbar and
using the Import/Export button at the bottom of the dialog. You
can export both the QAT and Ribbon customizations to a file and
then import them on another machine. This feature is invaluable
in  corporate  environments  where  consistency  across  user
accounts  is  desired.

Troubleshooting Common
Issues
While  the Quick Access Toolbar  is  generally  robust,  you may
encounter a few hiccups:

Toolbar Disappeared: If the QAT vanishes, it might be
hidden. Go to File > Options > Quick Access Toolbar
and ensure the Show Quick Access Toolbar option is
checked. Also, try resetting your workspace in the Ribbon
display options (the three-dot icon in the top right).
Commands Not Working: Some commands may be
context-sensitive (e.g., "Accept Changes" only works while
Track Changes is on). Adding such commands is fine, but
they may appear grayed out when not applicable.
Customizations Lost After Update: Occasionally, Office
updates can reset or affect the QAT. Always keep a backup
of your customization file using the Import/Export feature
mentioned above.

Integrating the Quick
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Access Toolbar with Your
Daily Workflow

To  truly  benefit  from  the  Microsoft  Word  Quick  Access
Toolbar,  integrate it  into your routine from the moment you
open  a  new  document.  Start  by  identifying  the  five  to  ten
commands  you  use


