
1. Open Outlook, then click ‘File’



2. Click ‘Office Account’. Note: Some 
versions of Office show this as just 

‘Account’.



3. Click ‘Update Options’



4. Click ‘Update Now’



4. Click ‘Update Now’5. You will see a downloading 
progress pane



6. You may see a prompt to close 
other applications, please do this 

and click ‘Continue’



7. Restart Outlook, and return to 
this screen as shown above, and 

click ‘Update Options’, then ‘Update 
now’ and you should see this 

message. And that’s it, you’re done!


