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Hi, I'm Vikki Vaughan and today we'll explore high contrast options in Microsoft Outlook. This workshop is intended for users for low vision. If you use a screen reading program, be sure to check out our screen reading version of this workshop. 

You know, many of us struggle with the brightness of our screen when using Outlook. The glare from the white background often results in decreased acuity and visual fatigue. Thankfully, Microsoft has options that make viewing our email and calendar easy on the eyes. 

Outlook's black theme and dark mode are designed for those of us who need high contrast settings. These settings provide the highest contrast view for all of our office applications, making them much easier to view for extended periods. This feature might be new to you, so let's start off by learning how to activate the black theme. 

We'll begin from our inbox. Let's move to our tool bar at the top of our window and select File. Then we'll select Office Account in the left pane. Under Office Theme, we see a drop down menu. Let's select Black. Wow, that's quite a change, isn't it? Okay, let's go back to the top and select our back arrow to return to our inbox. 

Now in earlier versions of Outlook, dark theme darkened parts of our screen, but the reading pane was still illuminated. The black theme also did not fully extend to our composition pane when writing a new email. With more recent versions of Outlook, dark mode allows us to extend the black theme to both the reading pane and the composition pane. We have the option to turn the lights back on for the message preview and the composition screens. This can be helpful for those times when an email might not be visible, or we simply need to make the message brighter. 

Let's give this a try. While in the reading pane, we locate the switch background button. The button is represented as the sun. Simply clicking on the sun button with our mouse pointer will change the reading pane from black to white. The button also changes from the sun to a moon. To turn the lights back off, click the switch background button again which is currently represented as a moon. As I mentioned, we can also change the background back to white when composing an email message. We simply select the Switch Background Button here in our ribbon to switch the pane between light and dark mode. 

Now some of us might prefer to always keep the lights on for the reading pane. Outlook gives us that option, too. Let's go through the steps to retain the white background in our reading pane. We'll begin from our inbox. First, let's select the File menu and move down to options. From here, we select the general tab and check the box entitled never change the message background color. We click the okay button to save our changes. When we select our next email message, the lights will remain on. If we decide we'd like to reverse this change, we simply uncheck the previously selected checkbox. 

Today we explored Outlook's black theme and dark mode. I'm Vikki Vaughan, and I thank you for joining me. This is one in a series of workshops called Microsoft Outlook.
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