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Creating a link for the Daily Bulletin, FYI, and School Calendar within Outlook

1. Open Outlook.
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Look for the Folder List. 
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If you don’t see the Folder List, click on the word VIEW and then click  Folder List.
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4. In the Folder List, look for the section at the bottom that says “Public Folders”.  Notice that there is a  +  sign in front of the Public Folders.  
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Click once on the plus, and the folder will expand to show “All Public Folders”.

6. Scroll down the list until you find Ramstein IS.  


7. Click once on the + in front of Ramstein IS.



8. You’ll now see folders listed for the Daily Bulletin, FEA, FYI, and the School Calendar.


9. Click once on the “Daily Bulletin”.  It should now be highlighted.  Do a RIGHT-click on the Daily Bulletin and a menu will appear.  Left-Click once on “Add to Outlook Bar”.


10.  You should now see an icon for the “Daily Bulletin” on your Outlook Shortcuts Bar (on the left side of the Outlook screen).  

11. If you don’t see an Outlook Shortcuts Bar at all, click on the word VIEW in the Menu Bar, and then click “Outlook Bar”.  You should now see it.

12. If you see shortcuts, but they are not the Outlook shortcuts, check the bottom of the Shortcut Bar to see which shortcuts you are looking at.  The one you want is “Outlook Shortcuts”.


13.  Repeat step 9 to add the FEA, FYI, or School Calendar to the Outlook Shortcut Bar.

TO REMOVE A SHORTCUT FROM THE “OUTLOOK SHORTCUT” BAR:

1. RIGHT-click once on the shortcut icon in the Outlook Shortcut Bar you want to remove.

2. A menu will appear.

3. LEFT-click once on “Remove from 

Outlook Bar”.

4. The shortcut icon should be gone!

NOTE: You can add and remove shortcut items from the Outlook Shortcut Bar as often as you want.  You are personalizing Outlook to fit YOUR needs.

If anyone needs further assistance, feel free to contact me via email and I’ll be happy to assist you!

Happy computing . . . 
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