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How to add 365 emails in MS Outlook 

                           

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTE – IF YOU DON’T SEE YOUR LOGO WHEN YOU SIGN IN, CALL JP IT Solutions, as there is a 

problem. 

3. By default, outlook will only 
sync 1 year of mail, to change 
this go to file, account, account 
settings 

4. Double click on your email 
address, then change mail to keep 
offline to ALL  

2. Enter your password  1. Open outlook 
application, enter your 
email address  


