Increase the font Size in Outlook
Issue/Environment/User Role
A Student, Faculty, or Staff member of the University of St. Augustine would like to change the font size to better suit their needs.
Cause
The user would like to more easily read the font size of the email to better read it, or decrease the size to better fit the screen.
Resolution
1. In the bottom right corner off the Outlook desktop application is a percentage dial where you can scale the font of the email to increase or decrease the font size temporarily:
[image: ]
2. You will also be able to increase and decrease the size permanently by:
[image: ]
3. [bookmark: _GoBack]In the pop-out window select “Other Settings…”:
[image: ]
4. Update font size and font type through this page. 
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Description

Columns... Importance, Reminder, Icon, Attachment, From, Subject, Receive...
Group By... None
Sort... Received (descending)
Filter... off
Other Settings... Fonts and other Table View settings
Conditional Formatting... | User defined fonts on each message
Format Columns... Specify the display formats for each field
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