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Step 2

Now click ‘Mall’, located in
between ‘General and
'‘Calendar’.

Step 3

Click on ‘Stationary o
and Fonts' situated .
midway down the -
menu on the right e
hand side. ey
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Stepl

Open up Outlook, and
navigate to ‘Eile’ (in the
top left hand corner) and
then ‘Options’ in the
bottom left corner.
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QOutlook Options

General

I Mail

Calendar
Groups
People
Tasks
Search

Change the settings for messages you create and receive.
Compsone Mgy
% Change the editng settings for mestages Edaor Ophons.
e
Compote messages in this format: | HTML
B Show text predictans whde typing !
abc Abways check ipeling before ending peltng and Autocormect
B ignore angenal message text in rephy o forward
T
& Create or moddy sgnatures for messages. Segnatures.

A‘ ] Use statsonery to change default fonts and thyles, colors, and backgrounds.

Statianery and Fonts

Outhook pancs.

[ﬁ Cuttomize how tems are marked at read when uting the Reading Pane

Beading Pane

Mesage arrival

E_'ﬁ" When new mesiages e
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B Pray a sound
Briefly change the mouse pointer
I8 Show an envelope icon in the tatkbar
I8 Dnplay » Desitop Adest
Enable preveew Tor Bights Protected messages (May smpact performance] )



Step 4

Click the "Font” option for “New mail messages”,

[T

Replying or

forwarding messages” and “Composing and reading plain test
messages” and change the font your business or organisation’s
required font/size for each of them.

Make sure to click "OK"” once you have changed it for each of
them.

Signatures and Stationery

E-mail Signature  Personal Stationery

Theme or stationery for new HTML e-mail message

Theme... No theme currently selected

Font: |Use theme's font

New mail messages

Font... [ Sample Text

Replying or forwarding messages
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Sample Text

[C) Mark my comments with:  Jamie Church - Systemagic Ltd
() Pick a new golor when replying or forwarding

Composing and reading plain text messages
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I Font...
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Font:
Calbi
Browallia New

BrowalliaUPC I
Brush Script MT 10
| Buxton Sketch
N2
. Underijne color:
Automatic No Color ~
Effects
B strikethrough B small caps
® Double strikethrough B 20 caps
@ Superscript 8 Hidden
B subscript
Preview

! Calibri

This is a TrueType font. This font will be used on both printer and screen.
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Set As Default Cancel

Cancel



Need Help With Classic
Outlook for Windows?

If you need help with Classic Outlook for Windows,
please don't hesitate to reach out to our friendly team
of Systemagicians, who will be more than happy to help!

¥, 01225 426800
4 support@systemagic.co.uk

@ www.systemagic.co.uk



