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Microsoft Word 2007 Quick Parts

What are Quick Parts?

Word 2007 Quick Parts are pieces of information that are repeatedly entered into documents. Instead of
always typing the repeated information, users can type it once, select it and save it as a quick part. Once saved;
this quick part/piece of information can be used in other documents with just a few clicks of the mouse. Types of
quick parts include: headers, footers, watermarks, auto text, and document properties.

Inserting Quick Parts

1. Click on the Insert tab on the ribbon.

2. Click on the Quick Parts button.

3. Choose the type of quick part you wish to use in your document.

4. Once your have chosen your quick part option it will automatically appear in your document.
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Something to Remember About Quick Parts
e The Document Property option allows you to insert controls with information about the document. The
document properties come from the properties in the Office Menu so if that information is not up-to-
date, neither is the quick part information.

Adding Customized Quick Parts

1. Select the text you want to add as a quick part.
2. Click the Quick Parts button on the Insert tab.
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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.

Create New Building Block

Mame: Checked by

Gallery: Quick Parts W

Category: General W

Descripkion:

Save in: Building Blocks,dotx L

Options: Insert content only W
[ (0] 4 l [ Cancel

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.

Building Blocks Organizer

Stars Quote

<

Built-In

Building blocks: Click a building block to see its preview
Mame Gallery Cateqory Template -~ ~
Large Italics 2 Page Numb...  Plain Mumber EBuilding Blodk...
Large Italics 1 Page Numb...  Plain Mumber Building Block. ..
Dats Page Mumb...  Plain Mumber Building Block...
Circle Page Numb... With Shapes Building Block. .. AT
Brackets 2 Page Mumb...  Plain Mumber Building Block... AT Y TR
E.] Document Property [ Rounded Re... Page Mumb... ‘With Shapes Bu?ld?ng Block... I LR 1
Brackets 1 Page Mumb...  Plain Mumber Building Block... = R
=1 Field... Bold Mumber... Page Mumb... PageXaf¥ Building Block...
S Eold Mumber... Page Mumb... PageXaf ¥ Building Bladk. ...
— i Vertical Qutli... Page Numb...  Plain Mumber Building Block...
g Euilding Blocks Organlze% Bold Mumber... Page Mumb... Page Xof ¥ Building Bladk. ...
O . . Accent Bar 2 Page Numb... Page Eilding Block...
a Get More an Office Online.., AccentBar 1 Page Mumb... Page Building Block. ..
Manual Table  Table of Co...  Buil-In EBuilding Blodk...
Automatic T... Table of Co...  Builk-In Building Block. ..
Automatic T...  Table of Co...  Builk-In EBuilding Blodk...
Calendar 4 Tables Built-In Building Block. ..
Calendar 3 Tables Built-In Building Block. ..
Calendar 2 Built-In Euilding Elock.. .
Calendar 1 Tables Buil-In Building Block...
With Subhe... Tables Built-In Building Block...
‘wWith Subhe...  Tables Buil-In Building Block...
Matrix Tables Built-In Building Block...
Tabular List Tahles Built-In Building Bladk. ...
Double Table  Tables Built-In Eilding Block...
Simple Text... Text Boxes Built-In Building Block. ..
Braces Quot... Text Boxes Built-In Eilding Block...
Sticky Quote  Text Boxes Built-In Building Block. .. v
Text Boxes

EBuilding Blodk...
T,

>

| Calendar 2
Table calendar with accent colors and vertical day separators

Edit Properties. .. ] [ Delete I I lnserw

Close

e The left side of the organizer lists all the available Building Blocks and their properties.

e The right side of the organizer displays an example of what that Building Block looks like when inserted

into a document.

e 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:

e 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.

Microsoft Office Word

' ‘fou have modified skyles, building blocks {such as cover pages or headers), or other content that is stored in
. "Building Elacks.dakx", Do wau wank ko save changes ko "Building Blacks, dokx"?

[ Yes l [ Mo ] [Cancel ]

e To save changes or custom Building Blocks, click the Yes button.

Inserting a Building Block

Building Blocks Organizer @E
1. CIle on the Insert tab Buiiding blocks: Click a bulking block to see Its preview
Name Category Template el ~
H H i W Pk b i
2. Click on the Quick Parts button. el
Dats . Plain Humber
3. Choose Building Blocks Organizer. . | e ":‘
. . . Rounded Re... Page Mumb... With Shapes Building Block...
4. Pick the type of Building Block that you want. O e b
Bold Mumber... Page Mumb... Page ¥ of ¥ Bulding Block...
5. Choose the style that you want. e T
6 CI- k I Accent Bar 2 Page Mumb... Page X Building Black...
A tBarl P Mumb... P ® Buiding Block. ..
. Click Insert. i o S o
Automatic T... Table of Co...  Built-In Buiding Block. ..
Automatic T... Table of Co...  Buil-In Buiding Block. ..
Calendar 4 Tables Built-In EBuiding Block. ..
- H H H Calendar 3 Tabl Euilt-Ir Buildi k...
Once the dialog box closes, your Building Block will appear ||z CiT—
H Built-In
in your document.
i
eg) o i
Built-In
e— Buik-In v
& farsQuote. TextBoxes  Buitn e Calendar 2
" Table calendar with accent colors and vertical day separators
§ Edit Properties. .. Delete Lnsert

Close

I

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.)

e Re-used paragraphs for form letters
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