
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.   

 

 

 

 

 

 

 

3. Set your Font, Font Style, Size, Font 

Color, Underline Style, Underline 

Color, and Effects.   

 

 

4. Click Default. 

 

 

 

 

 

 

 

5. Click Yes. 

 

 



 

6. Click on the Microsoft Office button 

then select Word Options. 

 

 

 

 

 

 

 

7. Select Customize. 

 

 

 

 

 

 

 

 

 

 

8. In the Choose Commands from 

drop down menu, select Commands 

not in the Ribbon.   

 

9. Select Save All and click Add.  

 

10. Click OK.   

 

 

 



 

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.    


