
Changing the Default Font Size for Viewing 
E-Mails on GroupWise 

The default font for GroupWise e-mail is Tahoma size 8.  Attempting to read such 
a small font is uncomfortable to say the least!  Changing your defaults size can 
cause your font size to become greatly increased when you to users reply back 
and forth multiple times with the same message.  Another option is to click F9 
after opening a message.  You can then simply click on a larger font size. 

1. Make sure you see the Main menu at the top your GroupWise 
screen.  There’s an icon on the top-right side of your screen 
that will show and hide your main menu (see illustration below). 

 
2. Click on Tools  from your main menu at the top of the 

GroupWise window.  Then select Options . 

 
3. After selecting Options, double-click on the Environment  icon. 

 



4. Once in the Environment window, click the tab at the top labeled 
Views 

 
5. By the section under Default Read View & Font , select a font and 

font size. 

 



6. Then click the Set Default View button followed by the OK button. 

 
7. You will only see the font and font size you selected if a sender 

used their e-mail’s default setting.  If they made an effort to 
change the font and font size by using the html format, you will see 
the font as the sender set them.  If you want to see EVERY 
message at a certain size, click the Force view  setting right above 
the size setting. 

8. While you are in the view setting, you may wish to change the font 
and font size of messages you send.  Simply choose a font and 
font size on the left side of the window under the section labeled 
Default Compose View & Font .  

 



9. If you reply to messages while including the sender’s message, 
setting a default font and font size will help keep the message 
you’re composing consistent with the message you’re including in 
your reply. 

10. Finally, close the options window by clicking close . 

 
11. Open a message; the body of that message should appear in the 

font and font size you just chose.  
 

12. Repeat this procedure to change the default font and font size for 
viewing your e-mail. 

 
13. If you want to revert back to the default settings, delete everything 

you selected and/or changed so that all default setting fields are 
blank. 
 

 
 
 


