MS Outlook 2003: Changing the Default Font

When writing e-mail messages in Outlook 2003, the default font is 10 pt, Ariel font.  This is very small, and because it is sans serifs (the little tails and hash marks on the top and bottom of a capital "I") it is not as easy to read as something like 14pt, Times New Roman.  
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To change the default font of all e-mail messages, do the following:
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From the Main Outlook window, click on the Tools menu item.
2. Select Options.  You should now see a window similar to the one on the right.
3. Click on the Mail Format tab.
4. Click on the Fonts… button

5. Click on the Choose Font… button next to each section and set it.

PLEASE remember a few things:

1. Don’t waste your time choosing “pretty” fonts.  Not everyone you send messages to will have the fonts that you do.  If you choose a very artistic “pretty” font, it is likely that your messages will be converted to a standard boring font at the other end.

2. “Pretty” fonts are more often just annoying and may appear unprofessional.

3. Never include backgrounds with your messages.
