
 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

             

             

             

      

      

      

      

      

User name:  name.surname 

Password:  key personal password 

Click sign in  

Click Check Your Email 



             

             

             

             

             

             

             

             

      

      

      

      

      

      

      

      

             

             

           

 

 

Personal email account appears.  

Right click the Favourites tab.   

A drop down menu appears:  

“Add Public Folder to 

Favourites” – click once  

If ‘just’ the Public Folder Title 

appears, click the arrow bar 

beside “All Public Folders’ and the 

public folder list will appear. 

 

If the entire public folder’s list 

appears, see next page.  



             

             

             

             

             

             

             

        

        

        

        

        

        

        

        

        

        

        

        

 

 

  

 

(Note:  If adding a calendar to 

Favourites, see next page for 

details.) 

The Public folders drop-down 

menu appears.  Scroll the list to 

find the folder to be added to 

Favourites.   Click the folder once 

then look at the top of the menu 

and click Add to Favourites.  

Add to Favourites.   

Please look to the left of the 

screen; the folder is now added to 

the Favourites list. 

Repeat this process if several Public Folders are to be added to the Favourites Tab.    

(This excludes calendars) 



 

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

     

 

 

Exception to the rule:  To add a 

calendar from public folders to 

your Favourites Tab, ie;  

 Board vehicle Dryden, or 

 Calendar of Events, or 

  Pickle Lake Lodging, etc., 

Click the calendar wanted, click 

the “Add to Favourites” tab,  

noting, it will not show up in your  

Favourites folder.  

The public folder calendar will 

show up in the Calendar Section.    

At the top of the screen click 

Calendar and a new screen will 

appear showing all (if any) 

calendars saved on the PC.   

When adding a calendar to Favourites – a notice will appear directly under the “Add to 

Favourites” tab that states:  We couldn’t add the public folder to Favourites, please try 

again later.  Please disregard this notice as it will appear in the calendar section.   



             

             

             

             

             

             

             

             

             

             

             

             

      

      

      

      

      

      

            

 

 

 

Use the scroll bar on the left hand 

side of screen.  The public folder 

calendar added will be found at the 

bottom of the calendar list. 

Once complete, to return to email 

page, look at the top of the screen 

and click Mail 



             

             

             

             

             

             

             

             

             

             

        

        

        

        

        

        

        

        

             

       

 

 

 

 

 

 

 

 

 

 

 

When finished adding folder(s) to 

the Favourites tab (or if only one 

public folder was added to 

Favourites) look at the top right 

hand side of the inside screen and 

click the little X button 

Personal email screen appears 

noting added Favourites.   

To view an email, click on an email 

to view; the contents will appear 

on the right hand side of screen 

(or bottom of screen pending on 

how the PC is set up).   
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