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        THE SCHRAM ACADEMY 

CLASS : X                 INFORMATION TECHNOLOGY 

                            UNIT 3: WORD PROCESSING 

SESSION 5: DOCUMENT TEMPLATE 

1. What is Templates or document templates? 

 Templates or document templates refer to a sample fill-in-the-blank document that can 

help in saving time.  

 Templates are customized documents that may have sample content, themes, etc 

 

2. Explain how to view/use  sample templates in word document. 

 Go to File > New. Different types of templates will be displayed  

 For example, to create a letter, select the Letters option under Office.com Templates 

section, to create certificates for a recently held competition, select the Certificates 

option.  

 select any of the templates by double-clicking on it.  

 Now you can use this template and customize the contents by replacing the school name, 

student name, etc. 

3. List the websites that offer free templates for word document. 

• office.microsoft.com/templates  

• www.thepapermillstore.com  

• openoffice.blogs.com/openoffice/templates/  

• www.docstoc.com 

4. How to create document using template? 

 Create a document in word 

 Click on File >Save As, and give the template a name.  

 Select Word Template from the Save as type: drop down list.  

 Save it in templates folder within Microsoft Word so that you will be able to see the 

template in the My templates category.  

 click Save.  
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5. How to apply/use the personal template in word document? 

 click on the File > New.  

 Go to My templates, and scroll down to find your template file you have created. Select 

that template and click OK.  

 

 

SESSION 6: WORKING WITH PAGE AND SECTION BREAKS 

 

1. What is page and section breaks? 

 Page and Section breaks can be used to separate a document into sections.  

 If you would like to start a new page in a document, you can use a page break.  

 To separate a section in a document, you can use the section break. 

 

2. Write steps to create page break in the document. 

a) Click on the Page Layout tab on the Ribbon.  

b) Click on the option Breaks in the Page Setup group 

C) select page break option 

 

3. How to create section break in word? 

a) Click on the Page Layout tab on the Ribbon.  

b) Click on the option Breaks in the Page Setup group 

C) select any one type of section break option like next page break, continuous break, even 

page break or odd page break. 

 

4. List the various types of section break available in word?Explain each 

1. Next page section break: Insert a section break and start the new section on the next page. 

2. Continuous section break: Insert a section break and start the new section on the same 

page. 
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3. Even page section break : Insert a section break and start the new section on the next even 

numbered page. 

4. Odd page section break : Insert a section break and start the new section on the next odd 

numbered page. 

 

5. Write steps to delete section and page break 

1. Click on the section/page break.  

2. Press Delete on your keyboard and the section/page break is removed 

 

6. What are the uses of page break ? 

A page break can be inserted anywhere in a document to force the end of a page and the 

beginning of a new one.  

A new page can be created by pressing enter and the cursor moves from line to line till a new 

page starts. But if you add content to the previous page, the content of the new page will 

automatically shift. To avoid this problem, page break is inserted 

 

7. What are the uses of section break? 

Section breaks add flexibility to formatting your document. 

 

8. How can you see the page / section break in word? 

To see a section/page break, click the Show/Hide button on the Home tab in the Paragraph 

section. 

 


