ALTERING DEFAULT SETTINGS in WORD 2007
TRUE SPACING:
· Unfortunately, Word 2007 has default settings that create false spacing and extra spaces between paragraphs.

· To correct this problem for the entire document, highlight the entire text:  “Ctrl” + “A” and then…
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__________________________________________________________________________________________PAGE NUMBERS & “PAGE #2+” HEADERS:

· To insert page numbers & “Page #2+” headers:
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· For a header, instead of a footer:
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· To add your last name:
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· Type in your last name and a hyphen:
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To remove the “Page #2” Header on the first page:
· To remove the p#2 header from p#1:
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FONT:

· Of course, Word 2007 had to change the Font Style & Font Size, too
· Here’s how we change them:  
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SETTING TNR, 12” as DEFAULT:
· Here’s how we change them permanently:  
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__________________________________________________________________________________________

FINAL RESULT:
· In the end, this is how your paper should be set up:
[image: image9.jpg]ew FEEE

Document1. - Microsoft Word

}m Insett  Pagelsjout  References  Maiings  Review  View

Bi‘ Times NewRoman ~[12_~ [ AT

BE

- - |E )

g [BZ U dbex x a7 A [EE

Font.

=

NoSpaci.. Headingl Heading2
Jito spac. | Heading? | neadno figh it

—
AaBbceoc AaBbCi AaBbCe L:N

Styes

Change

5

#Find -

2 Replace
s select~

Effects of Word 2007

John Schmigliessa
Dr. Housenick
ENG 101-68
Dec.12,2012
Effects Essay





[image: image10.jpg]ew FEEE

Document1. - Microsoft Word

}m Insett  Pagelsjout  References  Maiings  Review  View

Bi‘ Times NewRoman ~[12_~ [ AT

BE

- - |E )

g [BZ U dbex x a7 A [EE

Font.

=

NoSpaci.. Headingl Heading2
Jito spac. | Heading? | neadno figh it

—
AaBbceoc AaBbCi AaBbCe L:N

Styes

Change

5

#Find -

2 Replace
s select~

Effects of Word 2007

John Schmigliessa
Dr. Housenick
ENG 101-68
Dec.12,2012
Effects Essay






[image: image11.jpg]@ FEECH Document - Microsoft Word

Home | nsent | page References  Malings _ Review

View
Bcameitons | Py @ = . 8, Hypertink. A | 3 QuickParts - [ signature Line - || TT Equation -
1) Blank Page. 4 Bookmark dl worgart - (5} Date & Time 2 Symbol +
Table | Picture Clip Shapes SmartArt Chart |~ Header Footer Page Text 2
e ) Crossreterence | "2 O RS To A= Dropcap~ Mg Oject -

Text Symbols.

15 Page Break £
Pages. Tables Hiustrations Header & Footer

Tohn Schmigliessa
Dr. Housenick
English Course}68
Dec. 12,2012
Effects Essay

Effects of Word 2007





FONT = TNR, 12”





True Single Spacing





No Extraneous Header





Select the “Page Layout” Tab





Look under “Spacing”


Change the “After” Setting to “0”





Select the “Insert” Tab





And then click on “Page Number”





Under “Page Number,” select “Top of Page”


For a right-justified header, select the “Plain Number 3” header style





Double-Click into the header 


The text of the essay fades


The dotted line appears


And the following “Options” panel appears





Then type your last name & a hyphen.


Change the font while you’re at it.


To exit the header, just double-click into the Body of your paper.





While in the header, look under the “Design” tab


Which is also labeled “Header & Footer Tools”


And “Options” for your confusion


Simply select the “Different First Page” to remove the header from p#1





Click the arrow next “Calibri (Body)” to search the alphabetical list for “Times New Roman”


Click the arrow next to “11” and set the font size at “12”
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CLICK





After making your changes (TNR, 12”), click “Set as Default” on the bottom left





Schmigliessa-2











Proper Pages 2+ Header 








