
Set Default Font in Outlook 

Outlook (new) 

1. Click on settings on the top bar of Outlook 

 

 

 

 

2. Select ‘Mail’ on the left hand side 

 

 

 

 

 

 

 

 
3. Choose ‘Compose and Reply’ from the inset menu 

 
 
 
 
 
 
 

 

 

 

 

 

 

4. Change the font here to Arial and size 11. 

 

 

 

 

 



5. Press Save in the bottom right of the screen  



 

Outlook Classic 

1. Select “File” in the top left-hand corner of the screen 

 

2. Select "Options” in the bottom left-hand corner of the screen 
 

 

 

 

 

 



 

3. Select “Mail” in the top left-hand corner of the screen 

 

 

 

 

 

 
 

4. Select “Stationary & Fonts” 

 



5. Select “Font” for all 3 sample text boxes and set the font to Arial and size 11. Once complete 
click “OK”  

 


