
Using Certificates in Public Folders
• Contacts folders posted in Outlook’s 

Public Folders can be used to store 
digital certificates that everyone on the 
installation can access to send 
encrypted E-mails.

• Before a user can store certificates in 
the Public Folders, the user must have 
the local DOIM create a Contacts 
folder and give the user permission to 
write certificates into it.  

• Once the public Contacts folder is 
established, any user with write 
permission can copy certificates from 
his personal Contacts folder into it or 
update certificates in it.

• The following slides explain how to 
use Contacts folders that have been 
established in Public Folders.



Step 1: Select the ‘Folder List’ view in Outlook (most Outlook 2003 users 
will do this by clicking on the icon the arrow is pointing to below).  
Expand the Public Folders so you can see the new Contacts folders 

(circled below).



Step 2: Right-click on the ‘Chiefs-TRADOC’ folder (and/or other folders) 
and select ‘Properties’ from the menu that pops up.



Step 3: Click on the ‘Outlook Address Book’ tab and check the ‘Show this 
folder as an e-mail Address Book’ box.  Click ‘OK.’



Step 4: Now, when you click on the ‘To’ button to address an encrypted 
message, you can pick the recipient’s name from the GAL, as always.



Step 5: Or, you can choose their name from one of the new ‘Outlook 
Address Books’ that now show up in your GAL.



Step 6: You can pick any or all of the names from an Outlook Address 
Book.



Step 7: Or, you should be able to address an encrypted message to an 
entire Distribution List, once we get all of the certificates loaded into the 

Contacts folders.
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