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If you’re one of those people who hate having your computer desktop cluttered with shortcuts, here
is a simple way to create your own shortcut toolbar that can be placed anywhere on your screen like
this one here.

It’s very simple to do and can
be removed if you don’t like it.
Just follow the steps below to
create your own.

1. First, right-click
somewhere in the
taskbar that is solid
blue

2. Ifthere is a checkmark
next to Lock the
Taskbar, uncheck it.
You can lock it again
later.
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4. The New Toolbar window opens. A
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8. Notice the Toolbar Shortcuts text on the Taskbar. This is your new toolbar.

9. To get it on the desktop, just left-click and drag. N e o) m b ﬁ

Then it can be “docked” on the top, bottom or ~ 9 —

Toolbar Shortcuts

either side simply by dragging it were desired. It
can also be moved later if you don’t like the
location. Ok, not that the toolbar is created, we
will show you how to get shortcuts on it and some
options you have.
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10. First thing we need to do is create a shortcut to put on our shortcut toolbar. Notice we

docked the new toolbar on the right side of our window.

11. Find the program you want to create a shortcut for. In
this case Outlook Express. For this we went to the
Start Menu, scrolled to the Outlook Express program
icon and right-clicked. In the sub-menu we clicked on
Send To > Then Desktop (create shortcut). Yes, there
are other ways, but this seems to be the easiest for
most people. The object is to create a desktop
shortcut icon. Once it’s created, click on the icon with
your left mouse button, then holding the button down
drag the icon onto the toolbar. Now the options.
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12. To open the options menu, right click on the toolbar.
Here you can choose to:

a. Show Text, which means the name will show
next to the icon

b. Show title, which means the title of the
containing folder will show on the toolbar, in
this case Toolbar Shortcuts.

c. Open Folder oopens the containing folder.

d. Close Toolbar removes the toolbar from the
desktop

e. Toolbars> menu shows available toolbars.

f. Always on Top means the toolbar will stay on
top of all open windows (very handy for a
shortcut toolbar)

g. Auto-Hide causes the toolbar to collapse.

h. View> Large Icons makes the icons bigger on
the toolbar and Small Icons of course smaller.

Open Folder
v Show Text
v Show Title
Close Toolbar

Toalbars »

Always on Top
Auko-Hide

13. To the right we see the
toolbar with all the options
unchecked, large Icons and
with the edge dragged over
to make the toolbar
narrower.

14. If the toolbar is closed, just
follow these steps over
however instead of creating
a New Folder, click on the
one already created.

15. To delete the toolbar
completely, simply delete
the containing folder.

16. Notice the Outlook Express
icon still on the desktop. When the original shortcut was dragged to the toolbar a copy was
created. Simply drag the icon on the desktop to the recycle bin.

17. Speaking of recycle bin, don’t forget to empty it once in a while. We have seen many
computers where there is more in the recycle bin than in the Documents folder. This takes
up space and steals resources from your computer. To empty the recycle bin, right-click and
choose Empty Recycle Bin.

Enjoy Your New Toolbar. Additional toolbars can be created by following the directions and
creating another New Folder with a different name. Great if you have multiple monitors.




