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Please note the screen shots in this guide show training data 

Customise the Menu Bar 

A shortcut to frequently used menu options can be added to the Menu Bar using the 
Drag and drop facility. 
 
 
 
 

Notice it is possible to drag and drop 
menu items to the Menu Bar 

3 
Once complete, ICS Person will be on the Menu Bar 

1 
Click Focus > 
People, then hover 
your mouse pointer 
over ICS Person 

2 
Click and hold, and drag ICS Person 
to the Menu Bar, then release the 
mouse 
 
Whilst dragging, the mouse pointer 
will temporarily look like this: 
 
Release when the mouse pointer 
looks like this:    

Drag from here 

Release here 


