Ariel’s Guide to Changing the defaults for new files in Microsoft Word 2007
Note: Be sure Microsoft Word is not open before beginning this process

1) Click the start menu and select Run... to bring up the Run dialog box.

@ Internet Explorer -_} My Documents >

|~ Microsoft Office Dutlook
— z} My Recent Documents »

Ei] Catalyst Control Center

_f_‘} My Pictures 3
- Adobe Acrobat § Standard s

__;f My Music 3
[ Microsoft Office Excel 2007

} M .

[fw! Microsoft Office Word 2007 .f Favorites D
E‘, Microsoft Office Access 2007 Sg My Computer 4
-!é [Halizpee .rg My Metwork Places

{47} Microsoft OFfice Oneklote 2007

Bﬂ Contral Panel 3

@, Set Program Access and

Defaults
-iﬁg Administrative Taols 3
e* Conmect To 4
)

]:é Printers and Faxes

t_)) Help and Suppart
l-_) Search

All Programs — #

Log Off @ Shut Down I

[@otan |G €0 5 & 0 O |

2) Inthe Open: prompt enter the full path to the folder you’d like to open. It will be
something like:

c:\Documents and Settings\b031azb\Application Data\Microsoft\Templates

Be sure to replace b031azb with your login id to properly point to your user profile and
your template directory.
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3) This will open the templates folder containing the templates for the standard Word
document and the standard E-Mail when using Word as your E-Mail editor.

(& C:\Documents and Settings',b031azb' Application Data’\Microsoft: Templates - Ellll
J File Edit ‘ew Favorites Tools  Help | ",'
J \_/I Back - d - l? /.. ), Search i Falders | v @ Folder Sync
J Address IE} CiDocuments and Settingsib031azbt Application DatalMicrosofti Templates j (e}
JLinks & Eclpse @) Arapshoe County Jury Page @ | CRS @ | DOC o Fellows @ Mosaic @ | judicialnet @& | lawmail @ | Lexishixis =
) Document Themes
File and Folder Tasks ®  [)Smartart Graphics
Onehlote Table OF Contents.onetoc2
2 Make a new folder o
@ ,E!lNormaI‘thm
Publish this Folder ta the Ty "
web ﬂlNormaIEmall.dotm
27 share this Folder
Other Places &
| Microsaft
G My Documnents
j My Cormputer
&3 My Network Places
Details #
Templates
File Foldzr
|5 objects |44.2 KB ‘ d My Computer 4

Right-click the Normal template (note that depending on the settings on your computer
you may or may not have the .dot following the file) and select Open from the menu that

appears.
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4) This will open the Normal Word template in Microsoft Word. Aside from the name of the
file, it will look like any other new word document. However, changing anything about
this document will change how any new document looks when you open Microsoft Word
as you normally would. In other words all new Word documents are based on this
document. Given that, until you are more comfortable with Word 2007 | would
recommend only changing the basics (like the font and paragraph settings).

5) To bring up the Font menu you’d either hit the keys Alt, H, F, N or you’d click the Font
menu button from the Font subsection of the Home Tab Ribbon.
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This will bring up the Font menu. From here you can adjust everything font related
including which font and the size of the font. When finished click OK.
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6) To bring up the Paragraph menu you can either hit the keys Alt, H, P, G or you can click
the Paragraph menu button from the Paragraph subsection of the Home Tab Ribbon
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This will bring up the Paragraph menu. From here you can adjust everything paragraph
related including spacing before and after a line of text and the default spacing
throughout the document. When finished click OK.
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7) After completing the desired changes to your document, save the document as you would
any word document and exit out of Microsoft Word. The next time you open Microsoft
Word the new document should have the changes you just made.

As a point of reference, in Microsoft Word 2003 and earlier the default settings for new
documents were Times New Roman 12 with Opt spacing before and after lines of text and line
spacing set to Single. In Office 2007 the default font is Calibri 11 with Opt spacing before a line
but 10pt spacing after and line spacing set to 1.15. While you can set the default document in
2007 to match that of 2003 and previous, you can also change it to whatever best suits you.
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