Creating a Template in Word 2007 / 2010

Starting a New Exhibit (headingl style)
When beginning a new exhibit, you want to define the “look” so that it is distinctively your own
without appearing gaudy or out of sync with established rules. A good way to do that is to set up
a template in Word or other word processing program.

I have an Excel program I wrote that I give it a phrase then pick a range of fonts I want to see it
in. This gives me a baseline of what looks good together (See Figure 1: Font Samples reference).

163 | Gentium Book Basic

164 Georgia Falkland Islands & Mocambique ¢i£xY|ééé&sii{}[1@

165 Georgio Falffarnd Isfands & Mogambique ¢fa¥ | 2écaif@

166 Gershwin Script Fal Wand Dsbands b Wocambigne ¢ LY | icéni @

167 Gigi Falbland Jalands & Mecambigue sign¥lecieii([la

168 Gill Sans MT Falkland Islands & Mogambique ¢jfn¥leccdi}|@

169 Gill Sans MT Condensed Falkland Islands & Mogambique ¢;fm¥ | éé&&i{}[] @

170 Gill Sans MT Ext Condensed Bo|fulklad blanis & Moambique Gfo¥ péti @

171 Gill Sans Ultra Bold Falkland Islands & Mocambique ¢ £o¥ | eééenijde
172 Gill Sans Ultra Bold Condensed |Falkland Islands & Mocambique ¢£0%! éeééiifj[le

173 Gisha Falkland Islands & Mocambique ¢;£o¥eéééii{}[|@

174 Gloucester MT Extra CondensedFalkland [slands & Nocambique ¢£o¥, ééeei(}[|@

175 GoodDog Falkland lslands ¢ Mocambique it o | $8GIFIL TR

176 GoodDog Bones i il §ai A o SOt iEH S ¢ jeoyeééeii{} 1@
177 GoodDog Cool Falklaid tslards ¢ Macambique < ; £o¥ | se6GiF3L 0

178 GOUdy Qld Style Falkland Islands & Mogambique GEo¥ | eeediifl[l@

179 Goudy Stout FALKELAND ISLANDS & MO(}AMBIQ,UZ
180 Graficz OT Bold Falkland Islands & Mocambique GEE¥ 2éésil[IQ

181 Graficz OT BoldOblique Falkland Islands & Mocambigue ¢if€¥]ééééii[}[]@

Figure 1: Font Samples reference

There are certain exhibitors whose exhibits you can look at and say, “That is Joe’s exhibit;” my
goal is to have that notoriety.
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These documents will be posted on http://www.StLouisBears.org
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Create and Save your Template (heading?2 style)

- i
| Home | Insert  Page Layout References Mailings ~ Review

e 2
& cut Calibri Body) - 11 ~ A" A7 | Aa- | B, = . 4= . 2.
53 Copy |
paste e e T e e e e e ———— 2
F Forl | W] Save As - N . u
v a JEe— - les
. » Computer » Local Disk (C:) » InProgress » Exhibitors » | 44 || Search Exhibitors pel

Organize = New folder B== - ﬁ
oy
[W! Microsoft Word Z Name Date modified Type
H | Philatelic 12/10/2011 13:39 File folder
»‘:i' Favorites
I Desktop
ls Downloads
%5 Recent Places Office 2007/2010 allows templates to be saved other
places. The file extension is “dotx”
I Desktop
] Libraries
" Documents ~ [ = -
File name: Exhibit2010Template -
Save as type: [Word Template (*.dotx) ']
Authors: Alan Barasch Taags: |Exhibit; stamps, Falklands; ‘
falkland
[#] Save Thumbnail bl e
Falkland Islands Philatelic Study Group
(= Hide Folders | Falkiands | ﬂ Cancel
stamps, Falklands i
Sr—

Figure 2: Save Template

I had trouble with this part. Word did not save where I expected and I had to look for the
Template when I started this document.
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3 Find ~

Normal

sy o :
B8 1 |assbcend| assbcend AaBbCe AaBbCe AAB aasscei amsbeend . & pedioge
B ,g, iy TMormal | T Mo Spacing Heading 1 Heading 2 Title Subtitle Subtle Emp...  _ R Select =
h T | Styles M Style Set » . Editing |
% n Colors »
Custom :_I Fonts L
Infinity [ = Paragraph Spacing *
A Bookman Old S... . o
al Boolamnan Old Style = SetasLelaul
Slate
Lots of style combinations are built in. For A Candara .
our purposes, we will design a new set. Constantia
Built-In =
Office
Cambria
Aa Calibri
Office 2
Calibri
Aa Cambria
Office Classic
A Arial | i
g Times New Foman

Figure 3: Design a New Font Theme

Create New Theme Fonts M

Heading font: Sample

|Rockwe|l Headi.'['l.g' ]

Body font: Body text body text body text.
Body text body text. v ‘

]

|Georgia

]

Name: |Exhibit Theme |

| have created my own
ThHeme

Figure 4: Configure & Save New Theme
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Use Your Theme

¢ AaB aasbce awsbcr || '

2 Title Subtite  Subtle Emp... - [Change
Styles ~
ples 47 Style Set » L
. n Colors »
Custom . I: [A] Fonts »
" BExhibit Theme =# Paragraph Spacing *
Aa Georgla I ‘ =| Set as Default
Infinity ' ‘

A Bookman Old 8...
a Booleman Old Style

Slate

Candara My new Theme is now
Aa | constantia part of the selections.
Built-In Now | can customize it.

Efficel

Figure 5: My Theme

]
AaBbCeD| A2BbCeD BaBhC. AaBbC A QB aasbce aambcer = A
7 Normal Update Normal to Match Selection Title ubtitle Subtle Emp... Chanc
“ Modify... Styles
VEEBBEET | e aniteg AaBbCc AABBCCL AABBCC
| Emphasis Intense Qu.. Subtle Refe.. Intense Ref..
Rename...
AABBC( Remove from Quick Style Gallery
Book Titl i [wr]
00 e Add Gallery to Quick Access Toolbar Set the fonts and |_v
Save Selection as a New Quick Style... spacing to match your
B Clear Formatting goals
4 Apply Styles..
ant to define the “look” so that it is distinctively your own l

Figure 6: Change the "look" of my Style
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El= = = | 4=-| & - =i - || UNormal |1 No spacng  Heading 1 Heading 2 1 1tle
Modify Style " L2 [
Properties
e G
Style type: ‘Paragraph

Style based on: | (no style)

Style for following paragraph: | T Normal

[ | K|

Formatting

Automatic

|Georgia (Body)

Huds s ou|

A
mi

When beginning a new exhibit, you want to define the “look” so that it is distinctively your own
without appearing gaudy or out of sync with established rules. A good way to do that is to set up
atemplate in Word or other word processing program.

: : My paragréph is-justi'ﬁéd. on
= R hgedee s

Font: (Default) +Body (Georgia), Justified
Line spacing: Multiple 1.15 li, Space
After: 10 pt, Widow/Orphan control, Style: Quick Style

Add to Quick Style list
(") Only in this documént (@) New documents based on this template

o ][ o
Figure 7: Further change the look of my Style
The newsletters I write are based on long established templates.
[ Create New Style from Formatting M
Properties
Hame: Shipame
Style type: Character E]
X Style based on: a Defoult Paragraph Font =]
RATE 4d F0r91gn rate P]-u Style for following paragraph: | Z‘
STAMPS 1 copy 4d Olive-blg| ™™™
Re de 3 eorga [z 7] B () u || awomere [7]
X = = = m | = = = | @2 % &
POSTMARKS 2 strikes Falkland | |
FlrSt t.ype Crown R S.S. Sakkarah, d’rparl‘ed:&.‘l!archbaﬂndfar.ﬁmburg.
TRANSIT MARKS Zurich receiving m
CARRIEDBY S.S. Sakkarah, dep
Font: Geargia, 12 pt, Malic, Style: Quick Style
Based on: Default Paragraph Font
An example from my exhibit. | use an italic
Georgia for ship names. It is part of the template
and may be called quickly ) Add to Quick Style list
(©) only in this document @) New documents based on this template
—— -

Figure 8: Set words as a typeface style
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Printed Matter Rate (1856-1898)

The 1d printed matter rate, introduced for books and printed papers at 1d
each in 1856 and modified to 1d per 4 cunces in 1858, remained in force up to
1298 when it was altered to ¥ d per 2 cunces.

From 1879, the printed matter rate to foreign countries became the same as to
Great Britain and the Empire; a fact which wasn't altered until 1953. Printed
matter covers from this period are exceedingly rare.

Sample page from my actual
exhibit. This one uses a
theme based around different
weights of the Rockwell font.

RATE 1d Printed Paper Rate (1858-1398)
STAMP 1d - July 1894 printing
POSTMARK DE 11 1895 (type F.1)
CARREEDEY HMS Barracouta, departing 11 December 1895
Ex Heijiz

Figure 9: Sample Exhibit page
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