
How to Change Default Fonts in Microsoft Outlook (PC) 
  

1. Download font file to your computer (it downloads as a zip file) 
 

2. Open the downloaded file (Names should be “Roboto_Slab” and “Roboto”) 

 
 

3. Open each folder (and subfolder) 
a. For Roboto_Slab, click on and open the “static” subfolder and then click on each font 

and install using the “Install” button at the top. (see 3 screenshots.) Once you 
click “Install” it takes a second and then the button grays out. Close and repeat with 
the other fonts. 

 

 

 



 
 

b. For Roboto, click on and open the “Roboto” subfolder and then click on each 
font and install using the “Install” button at the top. (see screenshots.) Once 
you click “Install” it takes a second and then the button grays out. Close and 
repeat with the other fonts. 

 

 

 
 

4. Open Outlook 



5. Click “File” 

 
 
 

6. Click “Options” 

 
  



 
7. Click Mail (left column) and then “Stationery and Fonts” (far right) 

 
 

  



8. Click on all three “Font” buttons and to select and save Roboto font 
(complete step 9 for each section – New Mail Messages, Replying or 
forwarding messages, and Composing and reading plan text messages) 

 
 

  
9. Select Font, Font Style, and Size, and click OK to save.  



 
  
  
  
 


