Understanding and changing Word’s Default settings

When Word is installed, all the options are pre-chosen for you. You can change the defaults a number of ways.

The defaults that can be changed are :Document changes, program changes, File locations, the way the screen looks, and many other options.

Changing the program changes the way the program window looks and applies to all open Word windows and documents independent of the file being worked on.

Changing the appearance of the document may affect all documents or just certain ones as follows:

1. You can change the primary default so that your selections will be applied to every new document you start.

2. You can make templates with different selections that are only applied when you begin with that specific template.

For this discussion, we will consider changes to documents, not to the program.

Before starting either of these projects, lets look at what can be changed. The areas we will deal with here are Page setup choices, font selections and paragraph selections. In addition, we need to understand how to make these changes take effect.

Some of our selection dialog boxes have a selection button at the bottom that says “Default”. This is a much misunderstood option. This means to apply any changes to the default template. It does not mean “Return my selections to the original default”. Once you change the defaults, the original settings are lost. Be sure to record them before you change them.

(One previous tip does tell you how to get the original default template back if lost. Go to http://www.barrett.net/Wordtipsandtricks.html and look for Restoring the Normal Template.)

For changes that do not have the Default selection, we need to create a blank document, make all selections and save the file as the Normal template. We will discuss how to do this later. First lets look at the changes we can make:

Open the Page Setup dialog box from the File Menu. It looks like this:
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This box looks the same in all versions. Note the Default button. My margins look different than yours because I have already changed my defaults. If you do not know what any item is, just click the question mark and click on the item in question for an explanation. I do not recommend changing anything except the margins for the default document which is the “Normal” template. Any other changes should be made to custom templates, as we will discuss further on.

Now close this box and look at the font options. Click Format, Font to get this box:
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Again, this box is the same for all versions. The standard font selected by Microsoft is Times New Roman. Many of us like Arial better as the default. You may also like 10 point better than the default 12. Or if your eyes are bad, maybe 14 point bold would be a better choice. Select what you like and click the Default button. Then all new documents you start will reflect these changes. It will not affect any documents already created prior to the changes. 

(((Special Tip)))

Suppose you have run out of one color of ink and would like to use up the other color(s) before discarding the cartridge. Use this selection to set the default color to red, blue or green and print all documents in that color until you use it up.

Back to the Font box: The other 2 tabs are only for special cases and should not be changed for the default template. This would hold true for the many options on the first page as well.

Next we examine the paragraph selections. Click Format, Paragraph to get this box:
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Again, no differences in various versions. And skip the second tab except for special cases. The items that may be changed are Paragraph indentation. Use the Special to set First Line Indent if you like your paragraphs this way. If you select this option, the default indent is .5 inch. Change this if you want another indent.

Next, you can set the line spacing if you want anything other that normal single line. Authors writing books for publishing are required to use double spacing.

If you like extra space to separate paragraphs, you might set the spacing before or after paragraphs. Be sure to experiment with these settings before making them the default.

What makes this dialog box different that the other 2 is that there is no Default tab. If you want these changes to be applied to the default Normal template, follow this procedure:

Make sure this is a new document with nothing typed in it. Make the selections as noted above. Click File, Save As. In the Save As dialog box, change the Save As Type box to Document Template (*.dot) as shown in the next illustration:
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This should change the box to display the template location and any templates located there like this:
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Note that the Normal template is displayed as well as the temporary file with the tilde (~$) identifier. Click Normal.dot. DO NOT SAVE YET. If you attempt to save it now, you will get an error message saying you can’t do it because the file is in use. Add something after the word normal to make it different. Click Save.

Then close Word. Use Find (or Search in Me/XP) to locate “normal” (or *.dot) to locate both the original Normal.dot and the new one you just saved. Then delete the original one and rename the new one to Normal.dot.

The next time you open Word, your new documents will reflect the changes.

If you do not want to change the original Normal template, but create separate templates for different jobs, just start a new document, make your selections and use the Save As a template but give it a new name. You can use this to create a letterhead template and include the letterhead.

Then when you open Word, Click File, New and select the different template.

