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I miss the Office Shortcut bar, but it got removed from Office 2003. However, I found a way to get around by customizing the Quick Launch Bar.

Positioning the Quick Launch Bar

1. To position the Quick Launch Bar on top of the screen, drag it out of the Windows Task bar area and dock it on top of the screen
2. Resize the height of the Quick Launch Bar if needed. 

3. Right-click on the grey area to choose whether you want it to be “Always on Top” or “Auto Hide”.

4. You can add other shortcut items by clicking on the grey area > Toolbars > then choose other options. 

Adding Existing Folders to Quick Launch Bar
1. Open Windows Explorer.

2. Drag any folder to the Quick Launch Bar.

Adding New Folders to Quick Launch Bar

1. Right-click on the grey area > Toolbars > then choose New Toolbar. 

2. Decide where this new toolbar folder will be kept within. I choose My Documents because it is a network directory and it will appear when I log onto another computer on campus. 

3. Click on Make New Folder button > rename the folder > click OK.
4. Open up the Windows Explorer > then drag files/folders to the new Toolbar. 

Removing Tools from the Quick Launch Bar
1. Right-click on the grey area > select Toolbars > then uncheck items that you don’t want to see anymore.
Changing the Tool Icon

1. Right-click on the shortcut that you want to change > choose Properties > click on Change Icon.

2. Type XYZ in the Browse field > then click OK. (Do not click on Browse. This is going to be the easiest way to find other icon files. Trust me.)
3. A warning window will pop up, click OK > then the default icon folder will be displayed in the window. 

4. Select the icon as desired.
