Add Public Folder to Favorites in Outlook 2010

1. Select the Folder at the bottom of the Outlook Home Page to ensure that you are in
Folder view.
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2. Open up the Public Folders and then the All Public Folders to see complete list.
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3. Right click on the folder you wish to add to your Favorites and select Add to Favorites
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4. Click Add

-

Add to Favorites

Public folder Add
Barter Board Add All
Favorite folder name:
Barter Board
E

5. This will add the Public Folder (Barter Board) to the Favorites under Public Folders
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6. Right click on the Public Folder that you just added to the Favorites section and select
Show in Favorites
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7. Click on the Mail View
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8. Open up Favorites at the very top of the left pane to see the Public Folder in the
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9. Repeat for all Public Folders that you wish to show in Favorites on the Top Left Pane.

Remember that you must be in the Mail view to see the Favorites at the Top of the Left
Pane.
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10. You can expand and collapse the Favorites options as needed.
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