Impostare il carattere predefinito in Outlook
Nuovo Outlook

1. Fare clic su impostazioni nella barra superiore di Outlook.
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2. Selezionare 'Posta’ sul lato sinistro.

Settings | Email accounts Email accounts
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Q. Search settings =

You can switch between your accounts linked in Outlook, add accounts, and delete accounts.
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3. Scegliere 'Componi e rispondi' nel menu a tendina.

Settings Layout Compose and reply
Q. Search settings I | Fmmzzzz A= I

Smart suggestions Message format

& Accounts P — Choose whether to display the From and Bec lines when you're composing a message.

53 General Eulles I:‘ Always show Bec

I = Mail Conditional formatting D Always show From

Calendar Sweep Compose messages in format

& People Junk email
Quick steps Arial ML N B 4 Y é -
Customize actions Messages you write will look like this by default.
Message handling You can also change the format of your messages in the new message window.

4. Cambiare qui il carattere in Arial e la dimensione a 11.

Settings Layout Compose and reply
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Q. Search settings | Compose and reply

Smart suggestions Message format

& Accounts Attachments Choose whether to display the From and Bec lines when you're composing a message.
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I Mail Conditional formatting D Always show From

Calendar Sweep Compose messages in format
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Customize actions Messages you write will look like this by default.

Message handling You can also change the format of your messages in the new message window.



5. Premere Salva in basso a destra dello schermo.
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Compose and reply

Message format

Choose whether to display the From and Bce lines when you're

compaosing a message.

\:\ Always show Bcc
\:\ Always show From

Compose messages in | HTML ~ | format
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Messages you write will look like this by default.

You can also change the format of your messages in the

new message window.
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Outlook Classico

1. Selezionare 'File' nell'angolo in alto a sinistra dello schermo.
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2. Selezionare 'Opzioni' nell'angolo in basso a sinistra dello schermo.

& Account Information

‘l th Info m Harry.Fowler@vpsgroup.com
Microsoft Exchange

Open & Export ; :
| —|— Add Account |
Save As ' | Account Settings
% Change settings for this account or set up more

Account connections,

Settings ~ B Access this account on the web,
Print https://outlook.office3b5.com/owa/vpsgroL
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B Get the Qutlook app for 105 or Android.

Automatic Replies (Out of Office)

Office Account
,\L‘ Use autornatic replies to notify others that you ar
not available to respond to email messages.
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Mailbox Settings
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Tools I




3. Selezionare 'Posta’ nell'angolo in alto a sinistra dello schermo.

Outlook Options ? 4

General : : -
Enera @ Change the settings for messages you create and receive.

Miil |
Calendar Compose messages
Groups / Change the editing settings for messages, Editor Options...
People LCompose messages in this format: | HTML ~ |
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4. Selezionare 'Carta intestata e caratteri'.

Aa Use stationery to change default fonts and styles, colors, and backgrounds. I | Stationery and Fonts.., | I

Outlook panes

5. Selezionare 'Carattere’ per tutte e 3 le caselle di testo di esempio e impostare il carattere su
Arial e la dimensione su 11. Una volta completato, fare clic su 'OK'.
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E-mail Signature  Personal Stationery
Theme or stationery for new HTML e-mail message
Theme... Mo theme currently selected
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j Mark my comrflents with:  |Harry Fowler
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Composing and reaffing plain text messages

Sample Text

Get signature templates
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