ADDING OR DELETING TO THE ICON BAR

Adding something to the icon bar can be easy. As an example go to a list that you want
to add to the icon bar for example the Class List.

Compary  Customers  Wendors  Empl
Chart of Accounks ChrlA
Item List

Fixed Asset Ikem Lisk

Price Lewel List

Payrall Ikem Lisk

Next go to the top of the QuickBooks screen and select View, Add ”Class List” to Icon
Bar and select it.

V=N Lists Company Customers
v Open Window List
Y« Mavigation Bar

v Icon Bar
y  Customize Icon Bar... |

Add "Class List” to Icon Bar. ..

Re-sort List
Customize Columns...

| One Window
® Multiple Windows

The following add window will appear.

Add Window to lcon Bar E'
# | Label |Class | (04 |
~ | Description |Class List | Cancel |
[
&
=
5

Notice there are icons on the left hand side of the “Add” window. You can choose an
icon that you think reminds you of the type of list, procedure, or transaction.

Say OK. You now have a new Icon on your Icon Bar.
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Home Customer Center Vendor Center Employee Center ~ Report Center MemTx  Item Bill Find Reg Acont Search  Rmnd  Support | Services Payroll CreditCards  Class

Now let’s add the calculator to the Icon bar. Go to View, Customize Icon Bar.

V=T Lists Company Customers

v Open Window List

v Mavigation Bar
v Icon Bar

Customize Icon Bar...
Add "Class List™ to Icon Ba

Re-sort List
Customize Columns...

| One Window
® Multiple Windows

Customize lcon Bar

Icon Bar Content

+Bill
+Find
+Reg y
e | Edit..
+5earch

+Rmnd [
+5Support
+(space)
+ ervices

+Payrol [ Add Separator ]
+Credit Cards
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Delete
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L To reorder the icons within the Icon Bar, dick the
diamond next to the item you wish to reposition
and drag it up or down to the desired location.

Display Options
(%) Show icons and text
() Show icons only

[ (]9 H Cancel ][ Help ]

The “Add Icon Bar Item” pop up window will appear.
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Add lcon Bar Item

Add Services to QuickBook A | Label |Ca|n: | oK

Back Up Data = B

j Descripion | Caleulator |
Chart of Accounts

Contact Support

Hel
Create Invoices ep

Create Portable Compa. ..
‘redit Cards 2 You may add maost QuickBoaoks windows to the Icon Bar

Enter Bills —| using "Add to Icon Bar® in the View menu. This window
Export Addresses lets you add some additional commands.
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Select the Calculator and click “OK”.
You now have the Calculator Icon added to the Icon Bar.
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Home Customer Center Vendor Center Employee Center  Report Center  © MemTx  Item Bill Find Reg Accnt  Search  Rmnd Class Calc

Now let’s delete something from the Icon bar. Go to View, Customize Icon Bar.

WEE Lisks  Company  Cuskomers

v Open Window Lisk

v lcon Bar

Cuskomize Icon Bar. ..

Select it. The following window will appear where we can Add, Edit or Delete items to
the Icon Bar.

Customize lcon Bar

Icon Bar Content
+MemTx [ Add... ]
+Item
+Bil )
+Find . [ Edit... ]
+ Accnt : Delete
+5earch
+Rmnd
+(space)
o Class [ Add Separator ]
+Calc

We can select “Reg” and then click the Delete button and the Register Icon will be
eliminated from the Icon Bar.
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You can also add Separators to separate the Icons and further customize the Icon Bar.

Before:

@ & & = & ' BR B & q E & B i
Home Customer Center Vendor Center Employee Center  ReportCenter  ©  Item MemTx  Gill Find Reg  Accnt  Search  Rmnd Class Calc
After:
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Home Customer Center Vendor Center Employee Center  Report Center  ©  Item  MemTx Bil Find Reg Accnt  Search Rmnd Class Calc

To reorder the icons within the Icon Bar, click the diamond next to the Item and
reposition it to the desired location by holding your mouse button down and sliding the
selected item to the new location. In this example the Item is the second item in the list.

Customize lcon Bar

Icon Bar Content

Add... ]

E¢ MemTx g ’
<+ Bill [
[

+Find Edit... |

+Reg
+Accnt
+5earch
+Rmnd
+(space)

o Class [ Add Separator ]
+Calc

Delete ]

When | click on it and then hold my mouse button down and then drag it to the new
location and then release the mouse button it moves to the new position as shown below.

Customize lcon Bar

Icon Bar Content
[ agd. |
| Edt. |
| Dekte |

Zggzste} ’ Add Separatar ]
+Calc
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