Viewing Outlook Public Folders— Conferences

To access Outlook Public Folders you must activate the Folder List view. Hereare 3
ways to active this view:

Go > Folder List
Ctrl + 6

Folder List Icon (located at bottom left of Outlook window)
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Once in Folder View scroll down to Public Folders > All Public Folders> Click the + to

expand Public Folders
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To place a public folder in Public Folder Favorites, select the public folder > right mouse
click > Add to Favorites
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To place a Public Folder Favor in your Folder Favorites, select the favorite public folder
> right mouse click > Add to Favorite Folders
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Once added to Favorite Folders you can easily view the folder without scrolling through
the entire Public Folder list.

Bl [® Yew G Dok goiees  Heb

T e T -Emal
itwe + |l B X | Bty i

s pmestiondforhidn -

b o | fmdPegees = | SoFnd @ LA T

| iz {remtiniy 7 2
£ ko Thare wen ri s S shoss in Sl viee,
L2 rwmad
23 mor oot
| Al Vsl Poddara
3 1™ Bervm St Al
PR i
(g
| ekl prorch
JI!IH
.dw I
L2 St Perm |
o sk
| o LY e Frkters |
| (i Perwnad ok |
| e I
| |
| A Comtaces
! FEEE| =
boees

B
] 29 8 50 @I ed Sd B o 24 ) EROEET SeEOE sme

|




