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How to Remove Backgrounds and Set Fonts

For any questions about this process, please contact Ellen

(esummey@bettyhardwick.org) or Joskeen (jgarner@bettyhardwick.org). We are happy
to help!

1. Open Outlook
2. Click the “File” tab

3. Click "Options”
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Automatic Replies (Out of Office)

.L] Use automatic replies to nofify others that you are out of office, on
vacation, or not available to respond to e-mail messages.
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‘ff?' Manage the size of your mailbox by emptying Deleted Items and
archiving.
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Rules and Alerts
Sy Use Rules and Alerts to help organize your incoming e-mail
messages, and receive updates when items are added, changed, or
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4. Click “Mail”
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5. Click “Stationery and Fonts”
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6. Click “Theme”

E-mail Signature | Personal Stationery

i , No theme currently selected
Font: IUse theme's font

New mail messages
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7. Select "No Theme"” and click “OK"
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8. To update default fonts, return to the Signatures and Stationery menu and click
“Font”

E-mail Signature | Personal Stationery

Theme or stationery for new HTML e-mail message

No theme currently selected

Font: lUse theme's font
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[] Mark my comments with: |
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Composing and reading plain text messages
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9. Set fonts to “Segoe Ul Regular, Black (preferred). Alternately, you may set your font

to Arial. Please, no bolds, italics, or other colors.
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This is a TrueType font. This font will be used on both printer and screen.
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