Changing the font in the GroupWise Windows client
in Windows XP
This only affects the GroupWise Windows version — the one accessible from the globe icon on Windows PC’s inside the CCSF network. The look of the GroupWise Web version — the one you access by opening a browser and typing in the web address gww.ccsf.edu — is entirely dependent on the browser version that you use.

Although this process affects GroupWise, you don’t use GroupWise to do these steps. This is a setting in Windows itself—so start by closing GroupWise if you have it open.
Open Display Properties
1. Close GroupWise. 
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When GroupWise is not running, right-click an empty area of your desktop and 
3. Click to select Properties from the popup menu
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4. The Display properties window appears
Open Message Box properties
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 In the Display properties window, select the Appearance tab to bring it forward.
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In the Appearance tab, click the Advanced button.
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The Advanced Appearance window appears.

3. In the Advanced Appearance window click the Message box area.
Change font size

1. Clicking the Message box area brings up another window. 
2. Click the down arrow (triangle) at the right of the Item box and choose Message Box. Now you can change the Font Size to 11 or 12
(10 is standard—larger than the text was in GroupWise—12 is quite large—I like 11).
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Click the down-arrow beside the Size box to see choices, or highlight the number and type what you want. 
You can also change the font if you want to experiment.

4. Click OK as many times as necessary to back out of the boxes.
5. Wait a few seconds before opening GroupWise. You’ll now have a readable font for your messages.

Setting Plain or fancy font options
Most regular email is sent as plain text, without fancy formatting options. Much corporate or commercial email is in HTML—which allows fancy fonts, bolding, etc.

Out experience at CCSF suggests that GroupWise is somewhat unstable when the HTML option is turned on for mail that you send, but that it’s OK for reading mail. Here are the steps for looking at and changing your settings.
	[image: image11.png]Item:

e Coor 15 Colorz
Message Box v )
Font: Colr:

Tahoma () (e)(2]

o J( e ]





Open the GroupWise Windows client.

From the Menu bar, select Tools ( Options

	

	In the Options window, select Environment
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	On the Environment Screen:

1. Click the Views tab

2. Select the buttons beside Plain Text under both:
Default Compose View and
Default Read View
OR:
Plain Text for Compose and HTML for Read
3. Click OK
4. Close GroupWise

The next time you open the GroupWise Windows client these settings will be in effect.
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