Outlook 2010

1. Start Outlook 2010.

2. By default, you'll be placed in the normal mailbox view.


3. At the bottom of the screen on the left, you'll see a small folder icon. Click it.


4. You are now switched to folders view. Notice you can now see the top-level Public Folders container.
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5. You can expand this to see all PFs you have access to.
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Outlook 2013

On the bottom of the app, look for the three dots, and click on it.  Select Folders.
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The public folders will appear on the left, beneath your personal email.
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