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• The Microsoft Word 2007/2010 default style does not follow any standard style manual: not the Gregg Ref-

erence Manual, APA Publications Manual, MLA Style Manual, nor the Chicago Manual of Style. 
 
• The Word 2007/2010 default style (a) increases the line length, (b) reduces the size of the font, (c) uses a 

serif font rather than a sans serif font (compare the readability of the word Ill: Ill (TNR) vs. Ill (Calibri)), and 
(d) inserts less blank space between paragraphs—all of which decrease rather than increase readability. 

 
• Microsoft doesn’t determine standard format. Each company itself does, and as workers move from compa-

ny to company, they will have to learn to adapt to different in-house styles.  
 
• With shared workstations and in computer labs, no one knows what default style will be in effect on any 

specific computer when the typist sits down, so students may have to reset default styles anyway. 
 
• Pressing SHIFT-ENTER to avoid the extra spacing between lines doesn’t work when using justified alignment, 

because doing so spreads the text from margin to margin: 
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• When accessing Word from within the GDP software, the GDP software automatically opens Word with the 

2003 default style. When accessing Word from outside the GDP software, students have to make the switch 
to the Word 2003 default style only once—and can then forget about it.  
 

 
 
 
 
 
 
 
 
 
 
 
• The alternative to using the 2003 default style would be for typists to have to select the No-Spacing style 

option for every single document they type—which defeats the very purpose of styles, which is to automate 
repetitive tasks. 

 
• Regardless of which style is in effect, students still learn identical steps to carry out each command in Word 

2007/2010, using the identical Ribbon interface. 
 

 



• Users who prefer the Word 2007 style can have their students switch to it. Because of the formatting differ-
ences between the two styles, instructors would turn off the format scoring option in the Instructor Options 
menu of the GDP software and then score the documents manually—just as they presently do. 
 

• Appendix A of the Word 2007 Manual/11e, contains much useful information about default styles, including 
using either Word 2003 or Word 2007/2010 as the default font when accessing Word outside of the GDP 
software. 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

• At its Web site, Microsoft makes the same recommendation to change to the Word 2003 style that GDP does 
for those users who find the Word 2007/2010 style default confusing. 
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