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Creating Quick Parts Continued… 
 

3. Click Save selection to Quick Part gallery. 
4. Name the Quick Part and the next time you need it you will find it in the Quick Part Gallery. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Using the Building Blocks Organizer 
 
The Building Blocks Organizer helps you to organize and keep track of all the Building Blocks in Word 2007.  
The items in the Building Blocks Organizer dialog box are arranged into categories.  This becomes important 
when trying to find custom Quick Parts or any others you may need to find. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• The left side of the organizer lists all the available Building Blocks and their properties. 
• The right side of the organizer displays an example of what that Building Block looks like when inserted 

into a document. 
• At the bottom of the dialog box there are buttons which allow Building Blocks to be edited, deleted, or 

inserted. 
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Message received when exiting Word after using Building Blocks/Quick Parts: 
 

• All the Building Blocks found in Word 2007 are saved in a template called                               
“Building Blocks. dotx”.  Because they are contained in a template, the following prompt may 
appear when closing documents or exiting word. 

 
 
 
 
 
 
 
 

• To save changes or custom Building Blocks, click the Yes button. 
 
 
Inserting a Building Block 
 

1. Click on the Insert tab. 
2. Click on the Quick Parts button. 
3. Choose Building Blocks Organizer. 
4. Pick the type of Building Block that you want. 
5. Choose the style that you want. 
6. Click Insert. 

 
Once the dialog box closes, your Building Block will appear 
in your document. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Examples of When to Use Quick Parts 
 

• Company logo or information 
• Mission statements 
• Staff roster 
• Specific report cover type 

o (report cover type  you create specifically for the college or your dept.) 
• Re-used paragraphs for form letters 

 


