
How to Change the Default Text Size in GroupWise Messages You Send 
 
 
 
Right click on the desktop (the desktop is the normal screen when you are in 
Windows with no other program open). 
 
In the menu that pops up click on Properties  
 
 
 
 
 
 
 
 
 
 
In the windows that opens click on the Appearance tap at 
the top. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



In the dropdown menu under “Item:” find 
Message box and click on it.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Under “Font:” use the dropdown menu to find a 
font you like (Microsoft Sans Serif or Times New 
Roman are recommended) and under “Size:” pick 
the size you want (10 or 12 is recommended). 
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