
Unit 2 Extra Lesson One 

 

EXTRA LESSON ONE: Default to Prior Settings  

 
 

Saving as Word 97-2003 Files  
 

Many users of Word 2007 still have prior versions of the program on their other computers, 

and/or they are exchanging files with others who do. Since, as indicated previously, prior 

versions of the software cannot open 2007 files, users may wish to set the default for saving back 

to that used in earlier versions. To do so:  

 

1. Click the Office Button.  

2. Click on Word Options  

3. Click on Save in the left pane.  

4. Under Save Documents in the right pane, change the drop-down menu for Save files in 

this format to Word 97-2003 Document (.doc). All new documents will default to the 

prior format, as requested.  

5. Click OK.  

 

 

 

Changing the Default Font  
 

Users also have inquired about setting the default font back to Times New Roman in the newer 

version. To do this:  

 

1. Open a new document in Word 2007.  

2. Right-click inside the new document.  

3. On the drop-down menu that appears, select Font.  

4. When the familiar Font dialog box appears, make your selections; here, select Times New 

Roman, 12 point.  

5. Click the Default icon in the lower-left corner of the dialog box.  

6. A message will appear confirming the changes you requested.  

7. Click the Yes button. All new documents will default to the font and size you requested.  



Changing the Default Line Spacing  
 

Word 2007 does not use single spacing as the default. To change the default:  

 

1. Right-click inside a Word 2007 document.  

2. On the drop-down menu that appears, select Paragraph.  

3. When the Paragraph dialog box appears, make your selections; here, under Line-Spacing, 

select Single from the drop-down list.  

4. Make any additional changes you desire within the dialog box.  

5. Click the Default icon at the bottom of the dialog box.  

6. A message will appear confirming the changes you requested.  

7. Click the Yes button. All new documents will default to single spacing, as you requested.  

 

 

Changing the Default Margins  
 

Previous versions of Word used 1.25" right and left margins, while 2007 uses 1" margins around 

the whole document. To change the default:  

1. Inside a Word 2007 document, click on the Page Layout tab in the Ribbon.  

2. Click the Margins icon button and, then, on Custom Margins at the bottom of the drop-

down menu.  

3. Type 1" in the Left and Right margin boxes.  

4. Click the Default icon at the bottom of the dialog box.  

5. A message will appear confirming the changes you requested.  

6. Click the Yes button. All new documents will default to 1" margins all around the 

document, as you requested.  

 

 


