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How to change Quick Accesson File Explorer in
Windows 10

Every time you open File Explorer, you'll immediately see a Quick Access menu to access frequently used
folders.

In thisarticle, we will learn tips on how to change the Quick Access menu to suit your needs.

How to change the Quick Access menu on Windows 10

Most Windows 10 users are familiar with the Quick Access menu, because File Explorer opens it by default.
Quick Accessisfound in the left pane of the File Explorer window. This menu shows files and folders you use
often or recently opened.
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Although it is very easy to use, you may not know that this menu can be customized to display just what you
need/

Add/Remove foldersand filesin Quick Access

To pin afolder to the Quick Access pane, simply right-click the folder you want and select Pin to Quick access.
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Alternatively, you can also drag and drop folders into the Quick Access menu, pinned folders will then show a

pin icon next to them.
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Y ou can aso remove afolder from the Quick Access pane easily, just right-click the shortcut in Quick Access,
then select Unpin from Quick access.
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Show only pinned foldersin Quick Access

In addition to the pinned folders, Quick Access aso shows the most visited and frequently accessed folders. If
you want it to only show the pinned folder, do the following:

Select View in the top horizontal menu >> Options.

In the Folder Options window, uncheck Show recently used in Quick Access and Show frequently used folders
in Quick Access.
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Y ou continue to click Apply and OK to save the changes.
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Customize Quick Access Toolbar

In addition to the Quick Access menu on the left, you also have a Quick Access Toolbar for easy access to
essential functionsin File Explorer. Thistoolbar is represented by down arrows and icons in the upper left corner
of the window.



=) ﬁ l == < | | Pictures

File Home Customize Quick Access Toolbar

- Undo z : :
. Large icons BB Medium icons
il pre Redo
; List B - Details

Mavigatith E D=l Delete Content

pane
Panes M| Propgitics Layout

& | Mew folder
€ 2 v 1 [¢] Rename
Show below the Ribbon -
nh cii

# Quick acce: Minimize the Ribbon smera Roll

. CameraRoll
B Documents »* B 52ved Pictures
B3 Pictures b B 1ipg

B D owWn | oa |:| 5 _n’

To add a setting or command to the Quick Access Toolbar, smply right-click the command and select Add to
Quick Access Toolbar. In the example below, | want to add the Details pane settings view to the Quick Access
Toolbar:
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The Details pane will appear in the upper left corner of the window.
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If you no longer want to pin the feature, just right-click it and select Remove from Quick Access Toolbar.
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In addition, you can also change the position of the Quick Access Toolbar to suit your hand. Only two options:

1. Quick Access Toolbar appearsin the top left corner
2. Quick Access Toolbar appears below the ribbon (title bar)

Click the down arrow and select Show below the ribbon.
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The Quick Access Toolbar will now appear under the title bar.




B3 Pictures

File Home Share View

~ BE_." PBE =

Pinto Quick Copy Paste Move Copy Delete Rename Mew
access ste shorteut to ta % folder

Clipboard - Crganize

B=EE = -

“ 5 v 4 This PC Pictures

# Quick access

g Creative Cloud Files

Conclusion

Here's what you can do with the Quick Access menu and the Quick Access Toolbar in File Explorer. Hopefully
thislittle tip will make your job faster.

Y ou finished reading the article "How to change Quick Access on File Explorer in Windows 10" edited by the
TipsM ake team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search for
similar articles on tips and guides. Thank you for reading and for following us regularly.
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