Setting Your Default Font in Word 2007

1. Open a new Microsoft Office Word document.

2. In the home tab, click on the icon in the bottom right hand corner of the Font
group to open the Font Dialog Box.
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5. Click Yes.

9 You are about to change the default font to (Default) Arial, 12 pt, Bold.
.“ Do you want this change to affect all new documents based on the NORMAL template?




6. Click on the Microsoft Office button a9 -0=a)-
then select Word Options. Recent Documents
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7. Select Customize.
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11.Click on the Save All Icon
on your Quick Access
Toolbar.

12.Choose the location to save your file, give it a meaningful name, then click Save.
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