Enlarge the Font Size in the Body of E-mail Messages

Each Time You Compose or Read a Message

It’s wheel nice!
You can magnify the text inside any message you are creating or reading. Hold down the CONTROL key
while rolling the mouse wheel away from you. This keeps the font the original size, but the text looks
bigger. This is the only way to make the text bigger in messages you receive. For messages you create,
see the permanent solution below:

Permanent Solution
Enlarge fonts in messages you reply to or new messages you create
If you want to make the font size bigger for each new message or reply you create:

1. Select the Inbox

2.  Menu: Tools, Options...
Tools hgctions Help

Send/Receive 3

Instant Search 3
(i} Address Book.. Ctrl=Shift=B
wf] Organize
Li} Rules and Alerts...

Out of Office Assistant...

Mailbox Cleanup...
@ Empty "Deleted ltems” Folder
[5] Recover Deleted Ttems..,

Faorms 3

Macra 3

Account Settings...

Trust Center...

Custamize...

Options...

T 1 (i Browl
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Click Mail Format tab

Options
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Preferences | Mail

Message format

HTML Format

Stationery and Fonts

Signatures

Editor options

Choose a format For outgoing mail and change advanced settings.

Inkternet Format... ] [ International Options. .. ]

Reduce the file size of the message by removing formatting information
that is not necessary to display the e-mail message

[JRely on €55 For Fant Formatting
[ 5ave smart tags in e-mai

Use stationery to change your default Font and style, change colors, and
add backgrounds to your messages.
Stationery and Fonts, .,

Create and edit signatures for outgoing messages, replies and forwards.

Change the editing sektings For e-mail messages,

Editor Options...

[ (o] 4 l [ Cancel ] Apph

Click Stationary and Fonts...

Signatures and Stationesy rz =

Ensd Sigature | Peruorwd Stabionery
Theme,, | ho there curently sehected

Tote nnad Dess200s

Thass: or ahiondry for few HTML &0l rescdon

ok ] |

Sample Text

Faphmg or torwardng Ressages

T | —

Sample Text B J

COOGOENg 203 105307 plan tent massages

] Mark iy coments with:  Kelle, Kastheyn R
(7] Pick @ nawe oo e raphying of formardng

Sample Text

[ | Cancel |

Under “New mail messages”, click Font...

New mall messages

[t ]|

Sample Text e




6.

Select the size you wish (example 16 points)

Font Character Spacing
Fonit: Font style: Size:
+Body 16
EU | Rou 0 A
+Headings | | Ttalic 11 =
Abadi MT Candensed Bolg I 1z b
Abadi MT Condensed Extra Bold Bold Tkalic 14
abadi MT Condensed Light v
Font color: Underline style: Underline color:
| Aukomatic A | | v | | Mo Color v |
Effects
[=] strikethrough [] Shadow [5] small caps
[E] Double strikethrough  [B] Outline [=] all caps
[] superscript [E] Emboss [=] Hidden
[] subscript [E] Engrave
Previgw
Sample Text
[ Ok l [ Cancel
7. Click OK

®

Do the same for “Replying or forwarding messages”

Faphng or Torwardes messages

Under Replying or forwarding messages, click Font...

(Foe. JE —

Sample Text

10. Select the size you wish

Fonk Character Spacing

Fonit: Font style: Size:
+Body 16
EU N | Reu TS
+Headings | |Ttalic 11 =
Abadi MT Candensed 50:3 | 12 b
Abadi MT Condensed Extra Bold Bold Tkalic 14
abadi MT Condensed Light v A
Font color: Underline style: Underline color:
| Aukomatic A | | v | | Mo Color v |
Effects
[E] Strikethrough [5] shadow [] Small caps
[E] Double strikethrough  [B] Outline [=] all caps
[] superscript [E] Emboss [=] Hidden
[] subscript [E] Engrave
Previgw
Sample Text

[

Ok l [ Cancel

11. Then click OK and OK again




Appearance of Message Before and After Enlarging Fonts Through
Stationary and Fonts

Original font size — 8 points

Hi,

The font in this message is pretty small. | would like to make all new messages that | compose have a larger font. Instead
of the puny 8 points, it would be nice to have 12 points...

Kathy

New font size — 12 points

Hi,

The font in this message is now larger and my eyes feel comfortable. Now all new
messages will use 12 points font size. Ahh...

Kathy




