
 
Set up work email account / Office 365 / Outlook 

1. In the Outlook, click File, and then tap Add Account. 

 

 

 

 

 

 

2. Enter your full name, email address and your password, and then click Next. 

 

 

 



3. To ensure that Outlook syncs more than 12 months of emails, tick Change account 

settings, then click Next 

 

 

 

 

4. Drag the slider to All and then click finish 

 

 

 

Not working? Make sure you entered your email and password correctly and try again. 

If you require assistance please contact our Service Desk via email at sd@communicateplc.com 


