CHANGING E-MAIL FORMATTING OPTIONS

There are several different ways that e-mail messages can be formatted, such as changing the
message format, choosing whether to use Word for formatting and viewing messages, and
adding stationery for the background of the message. Messages can be formatted globally so
that every message you send is formatted uniformly. It is also possible to format each message
individually.

Formatting Messages
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Click Tools on the Menu Bar.

Click Options from the menu list.

Click the Mail Format tab in the Options
dialog box.

Click the list arrow for the Compose in this
message format box under the Message
format area.

Choose the format that is to be used for all
messages that are sent from your e-mail.
These are the three formats that were
described earlier in this document.

Click the check box for Use Microsoft Office
Word 2003 to edit e-mail messages to remove
the check mark if you want to edit your e-mail
in a different format.

Click the check box for Use Microsoft Office
Word 2003 to read Rich Text e-mail messages
to remove the check mark if you want to read
your messages in a different format.

Internet Format
Click the Internet Format button to make changes to determine how Internet messages will
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be displayed. Options here are:

+ How to display an HTML picture when an e-mail message

is received.

+ How to handle Outlook Rich Text messages.
+ How many characters to allow before text is automatically

wrapped in Plain Text format.

Click the Restore Defaults button to restore any changes that

were made back to the original formats.

Once all the changes have been made in this dialog box, click

OK to return to the Options dialog box.

Freferences | Mail Setup | Maill Format | Spelling | Security | Other | Delegates

IMessage Format
Chaoose a format For outgoing mail and change advanced settings.

—Ej Compose in this message Format: | [ZhiGH -

Use Microsoft Office Word 2003 to edit e-mail messages
Use Microsoft Office waord 2003 to read Rich Text e-mail messages

[ Internet Farmat. .. ] [International Options. .. ]

Stationery and Fonts

# Use stationery ko change your defadlt font and stvle, change colors,
_(L\( «  and add backgrounds ko your messages.
.

Use this skationery by defaulk: Clear Day hd
Fonts... ] [ Stationery Picker. ..
Signatures
,_«:1 Select signatures for account: Microsoft Exchange Server hd
Signature for new messages: <Mane = L
Signature for replies and forwards: | <Mone > £
[e]4 l ’ Cancel ]

Internet Format EJ

HTML options

When an HTML message contains pickures located on
the Internet, send a copy of the pictures instead of
the reference to their location

Cutlook Rich Text options

When sending Outlook Rich Text messages to Internet
recipients, use this farmat:

Converk ko HTML Format v

Plain text options

-~

Automatically wrap kext at | 76 + characters

[]Encode attachments in UUEMCODE format when
sending a plain text message

[Resture Defauls ] [ Ok ] [ Cancel




International Options

Support is included for a number of languages in Outlook. This means that messages can be
read or sent in the specified language. The process used to accomplish this is called encoding.
Encoding converts a message from plain text into code that can be read in another language.

To change the encoding for all messages that are sent and International Options X

read: General Settings

l{? Clle International Options 11’1 the Options dlalog bOX. [Juse English for message flags

‘{i-‘ Under Encoding Optionsl Clear the Auto-Select [“Juse English For message headers on replies and Forwards
encoding for outgoing messages check box. Encoding Optians

T In the Preferred encoding for outgoing messages list, [l uto select encoding for outgoing messages

Preferred encoding for outgoing messages:

select the preferred language.
7 This will change the preferred encoding for all messages
that you send. [ o

estern European (1501 »

H Cancel ]

Choosing Stationery
T Under Stationery and Fonts, click the Use this stationery by default box list arrow and
choose Stationery from the list.
T To see a preview of the Stationery, click the Stationery Picker button.
+ Click on each of the Stationery formats to preview them.
+ When you have made your choice, click the OK button to exit the Stationery Picker
dialog box.

Changing Fonts

T To change the Font attributes for sending and receiving messages, click the Fonts button in
the Options dialog box.

7 The Fonts dialog box will display (see illustration).

7 Font changes can be made for the following:

. Fonts g]
+ When composing a new message.
Message fonts
# When l’eplyn’lg and forwardll‘lg. Al?‘ ‘When composing a new message:
. . . SR [10pt. Arial
+ When composing and reading plain text.
. ‘“when replying and forwarding:
T Click the Choose Font button next to one or all of the 105t Ar
abOVe Optlons. ‘“When compasing and reading plain tesxt:
. . . 10 pt. Courier New __Choose Font...
T Another Font dialog box will appear which allows you
to choose: Fenk e i o comrege
+ The type of font.

4+ The size of the font.
+ The font style, such as Regular, Bold, Italic, or Bold

Stationery fonks

A Some stationeries have fonts associated with them, You
can choose ko always use vour Fonts instead of the ones

. specified in the stationery,
Itallc * (%) Use: the Font specified in stationery (iF spedfied)
# The Color Of the font. () Use my Font when replving ko and farwarding messages
T To choose the fonts for the chosen Stationery, click one of O s semy fors

the following options under Stationery Fonts.
+ Use the font specified in stationery (if specified).
+ Use my font when replying to and forwarding messages.
+ Always use my fonts.
7 When all the choices have been made, click the OK button.
T To exit the dialog box without saving the changes, click the Cancel button.

o4 ] [ Cancel




