
Finding your school Private Folder in Outlook Web Access. 
 
1.  First, you must have been granted access.  This is normally done by the 
media specialist in Elementary Schools, and by the USS in middle and high 
schools. 
  
2.  Open a Microsoft Internet Explorer Browser. 
 
3.  Go the www.mcps.k12.md.us.  This should bring up the MCPS home page.  

 
4.  Click on the FOR STAFF tab. 
 
5.  Click on the link for Outlook email. 



 
6.  Log in. 

 
7.  Click on Public Folders (lower left section of window).  A new window should 
open.  If not, you probably have pop-up blockers on which must be disabled. 
 
8.  In the new window, in the pane below Outlook Web Access, you should see 
Public Folders.  To the left of Public Folders, there is a box.  If nothing is visible 
below and indented to the right of Public Folders, click on the box next to Public 
Folders.  This should cause the subordinate folders to become visible. 



 
9.  Similarly, expose the subordinate folders of the Conference Folder and then 
the subordinates of the School Folder.  Your school private folder should now be 
visible 

 
10.  Click on the school private folder to view the list of messages in the folder. 


