
Ways to Create Shortcuts in Word (Mac) 
 
Ribbon: Word à Preferences à Ribbon & Toolbar 

 
With this menu you can add or remove commands from the main ribbon. 
 
Quick Access Toolbar: Word à Preferences à Ribbon & Toolbar 
 

 
Click “More Commands” to customize the quick access toolbar. 



 
Keyboard shortcuts: Tools à Customize Keyboard 

 

 
Use at least one modifier key (⌘, Control, Option, Shift) + at least one other key for 
combinations. 
 
 
 
 



Symbol Shortcuts: Insert Tab à Advanced Symbol à Keyboard shortcut 

 
 
Use this area to create a new shortcut. Currently the shortcut for § is Option + 6. You can change 
it if you like using the dialog box in the next image. 
 



 
You can do this for any symbols you use often. Also, it may be helpful to put a little sticker on your 
laptop to remind yourself of the shortcuts you made.  


