TROUBLESHOOT CREATING HEADERS
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In Word 2007, The first step in creating a header with page numbers on page 96 of the Word Manual, Headers and Footers states "From the Insert tab, click Header, Blank." If you click Header and the Blank option is missing, you likely have a disabled or corrupt BuildingBlocks.dotx template file. Follow these steps very carefully. (If these steps are not followed exactly, Word issues will result.
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First, find out if your BuildingBlocks.dotx template has been disabled. Do the following:

1. Click the Microsoft Office Button, Word Options
2. From the left pane, click Add-Ins.

3. From the Manage box, click the list arrow, Disabled Items, then click the Go button.

4. In the Disabled Items dialog box, if Building Blocks.dotx is listed, click it, and then click Enable, Close, OK.
5. Restart Word and file should work
If the previous steps don’t work, you need to find out if your BuildingBlocks.dotx template has been corrupted. Do the following:

1. From the Insert tab, in the Text Group, click Quick Parts.

2. Click Building Block Organizer from the drop-down list.
3. In the Building Block Organizer dialog box, you should see a list of all building block components—there are around 100 of them in a scrolling screen.  If you see just 3 or 5, your building blocks.dotx file has been corrupted. 
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To fix the corrupted file in Vista:

1. Close Word 2007.

2. Right-click the Start button, and click Explore to open Windows Explorer. 

3. From the Windows Explorer menu, click Tools, Folder Options, View tab. 

4. Make sure Show hidden folders and files is checked and click OK.
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5. In Windows Explorer, browse to C:\Users\:\<your name>\AppData\Roaming\Microsoft\Document Building Blocks\1033.
6. In the 1033 directory, you should see one file called BuildingBlocks.dotx. Move that file to the Windows Desktop
7. Restart Word 2007. A new copy of the BuildingBlocks.dotx will be created and placed in the 1033 folder.

8. Check to see if you now have all the building blocks regenerated:

a. From the Insert tab, in the Text Group, click Quick Parts.

b. Click Building Block Organizer from the drop-down list.

c. In the Building Block Organizer dialog box, you should see a list of all building block components—there are around 100 of them in a scrolling screen.  
9. If there is still nothing there, call the software hotline at 800-331-5094; and they will send you a BuildingBlocks.dotx file to overwrite your existing one.
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