
 

 

 

Word 2007 

Templates 
In this lesson you will learn how to find and use the 

available Templates and Forms included in Word. 

These will enable you to prepare documents of different 

types with a minimum of effort. 

.  

 

Objective 

 Work with Templates 

 Work with Columns 
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Working with templates 
A useful feature of Microsoft Word is that it has many formatted templates that help you create 

standard documents easily. A template sets what text, formatting and graphics automatically 

appear in a new document, such as an expense report, status report, or any other document that is 

used repetitively. 
 

Create a new document using a template 
Open Word if it is not already open. 

 

Close the blank document that automatically opens. 

 

Click the Office button and click New. 

 

The New Document dialog box appears (see Figure 8.1). 
 

 
 

Figure 8.1  New document dialog box 

 

In the Template list box on the left, click Installed Templates. 
 

Click Cancel to exit. 

 

Click Installed Templates (see Figure 8.2). 
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Figure 8.3  Installed Templates 

 

The Preview area shows a thumbnail of the document (see Figure 8.3). 

Click Create. 

 

Follow the built-in instructions; click the text blocks that say Click here and type and 

type your information. 

 

Select all the type in the body except the last paragraph mark and enter a couple of 

lines of type. 

 

Click Save, give the file a name, and save it wherever the instructor has indicated you 

should save your work. 
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GARAGE SALE 
May 4,   9 A.M. - 4 P.M. 

1234 Elm St. 

Directions:  From Main Street, turn left at the first stoplight.  
4th house from the corner. 

 

 

Figure 8.18 Garage Sale Template 

 

Customize the Sign 
The flyer has a nice layout, but the type is all in the same font, which makes it a little dull. You 

can pep it up by changing the type in a portion of the text. 

 

Edit text 
You must select text prior to making changes to it. You can edit (replace or delete) text, as well 

as make format changes (boldface, underline and changes to fonts and font sizes). 

 

Double-click on the address area.  Place the I-beam in before the date. Press and hold 

down the Shift key. Click on or just after the “St.” 

The text is selected. 
 

With the text selected, type your own date and address. 

The selected text is replaced by what you type. 
 

Repeat step 1 to select the direction and type own directions. 
 

Repeat step 1 to select Date Here and type a date for your sale. 
 

Format text 
Now you will use the tools on the formatting toolbar to make changes to the text. It is a good 

idea to use more than one typeface, but not more than two or three in a document as short as this 

flyer. 
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Replace and format text 
Click to the left of the first character in your address and press and hold down the 

Shift key. Click at the end of the whole address to select all the text. 
 

While the address block text is selected, click the arrow on the Font list box and move 

the pointer to click Arial. 

Note: The last few previously selected fonts show at the top of the font list making 

them easy to find it if you want to use them again on the project. 
 

Follow steps 1 and 2 to select the last line, No early arrivals please!, and change the 

text to Engravers MT or another font. 
 

Follow steps 1 and 2 to select Directions here and Date here, one at a time, and 

change the font in both sections to Abadi MT Condensed or another font. 
 

Add text 
Insert a text box to the top of the flyer. Add the following text: 

 
Furniture<tab><tab>VCR<tab><tab>Kitchen Stuff<tab><tab>Clothes 

 

Notice that, as you type, the sentence No Early Arrivals moves down the page. 
 

Select the blank lines after the last item in the list and press the Delete key (see Figure 

8.20). 
You now have more room to add items for sale. 
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GARAGE SALE 
April 5th,   9 A.M. - 2 P.M. 

6455 Lake Park Dr. 

Directions:  Off of Gloria Drive near 43rd Avenue 

 

Furniture  VCR  Kitchen Stuff  Clothes 

 

 

Figure 8.20 Changed Template 

 

Change font and size 
Now you will adjust the size to fit in the space. 

 

Select the text that describes the items for sale and click the arrow on the Font Size list box and 

click 24. 

Note: If the change in size pushed the bottom text off the page, click in the left margin to select 

any blank line and press the Delete key. Repeat, if necessary, until you have made room for the 

text. You can also adjust the size of the font of any text in the flyer to make sure the flyer fits on 

one page. 

 

Change color 
1 If you included directions to the garage sale select all the directions. If you didn’t 

type directions, select the items for sale. 
 

2 Click the arrow on the Font Color button on the formatting toolbar. 

The Font color box opens (see Figure 8.21). 
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Figure 8.21 Font color box 
 

Click a bright color. 

The selected text appears in that color. Click anywhere outside the selected text to 

deselect the text and see the results of your choice. If you don’t like the color you 

chose, select the text again and click other colors until you find one you like. 

Note: The colored parts of the flyer will print in color only if you have a color printer. 
 

Save the flyer 
To save the file on a floppy disk or flash drive, insert the drive into your computer if it 

is not already there. 
 

Click on the Office button.  Click the Save As button on the toolbar. 

The Save As dialog box opens. 
 

Navigate the folder pane and expand the Computer folder. Click the arrow on the 

Save in list box and click 3½ Floppy (A:) or flash drive and click on the folder the 

instructor has told you to use to save your work. 

 

Click in the File name box and type  Mygaragesale. 

The new name appears on the title bar of the flyer. 
 

Click the Save button. 
 

Print preview 
1 Click the Office button, click Print, then click Print Preview button on the 

toolbar to check your work. 

 

2 Click the Close button on the Print Preview toolbar. 

 

3 Make any changes you want and check Print Preview again. 

 

4 Click the Close button on the Print Preview toolbar. 
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Print the Sign 
If you wanted to use this flyer, you could print it on colored paper. 
 

Click the Office button and click Print. 

 

Close the document 
Click the File menu and click Close.  If you made changes to the flyer, save them. 
 

If you have time, complete the following Challenge now or complete it for lab or home practice. 

If you don’t have time now, skip to the end of the lesson to close Word. 
 

Challenge—Create Party Invitation  
Use Word Template online to create another document. Experiment with fonts, font sizes and 

colors. 
 

If you like what you create, save the flyer. 
 

. 
 
 

 

Close Word 
Click the Office button and click Exit, or click the X on the program title bar. 

 

 

 

Inserting Columns 
Like previous versions of Microsoft Word, Word 2007 lets you divide your document into 

columns. This can enhance the formatting of your document. It is particularly useful if you’re 

creating a newsletter or similarly formatted document. 

 

To insert column in your Word document, follow these steps:  

 

1. Position your cursor where you would like to insert the columns 

 

2. Open the Page Layout ribbon 

 

3. In the Page Setup section, click Columns 

 

From the dropdown menu, select the number of columns you’d like to insert 

 

5. Word will automatically insert the columns in your document.  

 

Additionally, you may decide that you’d like to make one column shorter than the other. This 

can be done easily by inserting a column break.  
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To insert a column break, follow these steps:  

1. Position your cursor where you would like to insert the column break 

 

2. Open the Page Layout ribbon 

 

3. In the Page Setup section, click Breaks 

 

4. From the dropdown menu, select column 

 

5. Any text typed will begin in the next column. If there is already text following the cursor, it 

will be moved to the next column 

 

You may not want the entire page to contain columns. In that case, you can simply insert a 

continuous break in your document. You can insert one before and one after the section that 

contains columns. This can add a dramatic effect to your document.  

 

To insert a continuous break, follow these steps:  

1. Position your cursor where you would like to insert the first break 

 

2. Open the Page Layout ribbon 

 

3. In the Page Setup section, click Breaks 

 

4. From the dropdown menu, select continuous 

 

5. You can apply separate page setup formatting to different sections as you desire. 

 

 

 

 

Congratulations! 
 

You have completed the Word 2007 course! 

 


