
Select your mailbox to see the Outlook today view.

Using the Outlook Today view to show calendar and most used folders
On startup.

Then click on Customize Outlook Today.



To setup which folders you want to see click Choose Folders.



A new dialog box will open showing your folder list.
Use the bar to scroll down.

To open the public folders click the plus sign 
Beside public and all public folders. To add a 
Folder place a check mark next to it. 

Placing a check next to a folder only selects
That folder not it’s subfolders. Be sure to open
And place checks next to any folders you wish
To view. When done click the OK button.



Also be sure to check the box to go directly to Outlook Today.
And finally click Save Changes.



Now your Outlook Client will open in this view. Your Messages show any new and
Can be accessed with a click. You also have five days of calendar items and any
Tasks you have created for yourself.


