Accessing Public Folders from Outlook Web Access

Once logged into your Baylor email via portal.office.com, right-click on Folders and select “Add public
folder to Favorites”.
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Click the arrow to expand the Public Folders and scroll through until you find your department or
organization.
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Add a public folder

Select a folder and click Add Public Folder. Repeat these steps to add multiple folders.
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Select the desired public folder and then click the “Add Public Folder” option at the top.

_Meirics S|
History Bookm

File Edit View

@5 Meail - Herbert, Donna - Outloc X

! Microsoft Office Home

< (& Q 0O a https:,
£t MostVisited Ul vOTD @ Amazon [ Alumni B Bannerz [ BeaiD [ BUF&s [E] BU-EVENT Bl

ok.office.com/mail/inkbo

PA +r Add Public Folder

Add a public folder

v Select a folder and click Add Public Folder. Repeat these steps to add multiple folders.
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