
How To Configure 
Public Folders (Out Of Office) 

 1. Open Outlook 2016

3. GO TO TOOLS 
RIBBON VIEW

2. GO TO 
CALENDAR VIEW

4. CLICK ON 
PUBLIC FOLDERS

6.CLICK SUBSCRIBE

5.SELECT “OUT OF 
OFFICE SCHEDULE” 
OR OTHER DESIRED 
CALENDAR, FOLDER 
OR CONTACT LIST


