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Set up a default font for your delivery address or return address when creating envelopes
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so you dondét have to change it every time you
1. Click the Mailings tab on the Ribbon (Fig 1,1 ).
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2. Click the Envelopes button (Fig 2,1 )
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3. A dialog box will open. Click the Options button at the bottom of the dialog box (Fig 1,1 ).
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4. Make sure the Envelope Options tab is
selected (Fig 4, 1) . Click the Font button
for either the Delivery Address or Return
Address (Fig 4, 2) .

A dialog box will open and you Figure 5
can select your desired font.
You can set up a different one
for Delivery Address and

Return Address (Fig 5, 1 ). Felis
Once you have made your
selections click the —

De f au | button (Fig5, 2).
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6. A warning will pop up letting you know you are about to change the default. Click Yes to approve

the changes (Fig 6, 1) .
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7. Click OK (Fig 7, 1).

8. Click Add to Document
button (Fig8,1) .

The changes will not be
saved if you do not click
it.
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