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.
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4. Click on the FOR STAFF tab.

5. Click on the link for Outlook email.




6. Login.
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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

/Z} Microsoft Dutlook Web Access - Microsoft Internet Explorer o ] 4
File Edit Wiew Favorites Tools Help | ':,'
ey B o . = T g 24
@Back Ly \ﬂ @ \-_h|/_)Search “L_S‘Favontes €}| [J:;-_\,' o= E ﬂ 3
Address I@l https: {jwebmail mepsmd. org/public/ j Go | Links >
G.
= 3 Public Folders s e | 7 b bl b IS = [ @) Help | Log off
E] Calendars
3 - ; The folder can't be displaved. You don't have permission ko M ikems ate currently selecked,
[ Conferences perform this action,
H [ Curricalum
d [ Departments
# [ Emplovee Associati
d [ Extra Curricular Act
# [ @uidance Conferen
d 3 Instructional Projec
H [ Management Funck
H [ MCPS Training
d [ Media Centers
[ Private Folders
=l School Folders

H [ neelsville M3
[ Section 504 Complic
1 Tech Support
1 ‘Webriaster Confer
Department of Transpc
eMail Drop Boxes
Employment Opportuni
Inkternet Mewsgroups
MCPS Farms
MCPS Information
TMews
OIoS
Outlook Information

&
PP

I B
€l | [T 1D e mremet /Z

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



