Transfer Email

Transfer Files

How to Get Outlook Email on Your iPhone or iPad (Outlook App)
How to Get Outlook Email on Your iPhone or iPad (Built-in Mail App)

How to transfer Email from Gmail to 0365
Step 1:

Before attempting this process, you will need to have Microsoft Outlook installed. Got to https://office.com and log in
with your SU credentials. Here you will have the ability to install Outlook from your account page.

Once installed, open the Outlook application.
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Step 2:

Before you begin the process of adding your accounts, you will want to change your Outlook from ‘New
Outlook’ to ‘Old Outlook’. There will be a switch for this in the top right corner of the screen.
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https://office.com/

Step 2:

Navigate to the menu at the top of the screen and select ‘Tools’.
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Step 3:

In this menu, select ‘Accounts’ at the bottom.

& Outlook Fille Edit View Message Format| Tools Window Help S Tue May 3 8:03AM

° =) Send & Receive Deleted Items New Outlook @D

Home  Organize IMAP Folders.

<~ All Accounts Automatic Replies... Subject Date Received v Categories Screen Shot
Public Folders... 2022-0...02.27 AM
£ Inbox

[ Drafts utlook Microsoft Outlook Test Message Mon 5/2/22, 2:09 PM
Sent A HRiCatances Jutlook Microsoft Outlook Test Message Mon 5/2/22, 2:08 PM

ReisisdiiEne Jutlook Microsoft Outlook Test Message Mon 5/2/22, 2:07 PM Screen Shot

° Microsoft Outlook Microsoft Outlook Test Message Mon 5/2/22, 2:06 PM LR LR

Inbox Service Desk impl in Session icatio.. Mon 5/2/22, 12:32 PM myContacts
Drafts

The Google Account T... Test, take the next step on your Mac d... Mon 5/2/22, 12:05 PM
Archive
Sent Google Security alert Mon 5/2/22, 12:04 PM
ent
RQ Groups <no subject> Mon 5/2/22, 11:13 AM
Deleted Items Google <no subject> Mon §/2/22, 11:07 AM

3 Junk Email Microsoft Outlook <no subject> Mon 5/2/22, 11:07 AM
] Conversation History Google Community Team <no subject> Mon 6/2/22, 11:07 AM
] RSS Subscriptions Google Takeout <no subject> Mon 5/2/22, 11:07 AM
B3 sync tssues Google Takeout <no subject> Mon 5/2/22, 11:07 AM

£ subscribed Public Folders Microsoft Outlook Microsoft Outlook Test Message Mon 5/2/22, 11:04 AM

> t Fold
Smart Folders Google Security alert Mon 5/2/22, 11:04 AM

~~ On My Computer operations [ANNOUNCE:5414] Robinson Hall Mon 5/2/22, 10:49 AM

£ Inbox Google Takeout Your Google data is ready to download Mon 5/2/22, 10:29 AM
[ Drafts

B sent

1] Deleted Items
Cd Junk Email

<no subject> Mon 5/2/22, 10:23 AM
Google Takeout Your Google data is ready to download Mon 5/2/22, 10:16 AM
Google Community Team Test, finish setting up your new Google A... Mon 5/2/22, 10:14 AM
v Last Week
<no subject> Tue 4/26/22, 9:55 AM
[ a8 Service Desk Email Issues Thu 4/21/22, 3:07 PM myContacts

Items: 61 All folders are up to date.




Step 4:

Click on the ‘+’ in the bottom-left corner of this window and select ‘New Account’.
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Step 5:

This will prompt you to enter your e-mail address.
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Put in your Samford email and click ‘Continue’.
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Step 6:

After entering your Samford email, close out of the webpage it automatically to which it brings you. You will see a screen
like the one below. Select ‘Not Office 365’ in the top right. Select Google on this page.
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Step 7:

After selecting Google, you will prompted with the screen below. Select your Samford account.
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Step 8:
A message stating that ‘Microsoft apps & services wants to access your Google Account’. Click ‘Allow’ at the bottom of

the window.
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Step 9:

A window asking, ‘Do you want to allow this page to open “Microsoft Outlook”?’ will appear. Click ‘Allow’.

G Sininwith Google

Microsoft apps & services wants
to access your Google Account

[YE——
This will alow Microsaft apps & services to:

M Road. compose, send, and permaneatly deiete sl (7)
your emai from Grmat

& See, ot creats, and delet afl of your Google (1)
fotan e

See. o, share, and permanundy doiete ol e (D)
calendars you can sccess using Google
Calendar

See and downioad al of your Google Account (D)
wmail addresses

Make suro you trust Microsoft apps & services

Vo 1y be sharing senstive info with this site o€ app. You
can always see of remave access n rou Gosgée Account

Lnam how Google helps yeu share dats safely.

‘Se0 Microsoh apps & services's Privacy Policy and Terms
of Servee.

[
CELLU LR TR 1.0 e




Step 10:

You will be prompted with a message saying, ‘Google Account has been added’. Select ‘Done’ in the bottom right.

Inbax  suemaii@samford.sdu

Microsoft Outlook Test Message

Microsoft Outlook <suemaili@samford.edu>
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Step 11:

Select your ‘Inbox’ and navigate to the top menu. Click ‘File’ and select’” Export’.
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Step 12:

The below menu will appear with everything automatically selected. Click ‘Continue’ in the bottom right.
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Step 13:

Name the file you are exporting and select where you would like to save it. The below image shows it will be saved to
the documents.
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Step 14:

You will receive a message saying your data has been exported. Select ‘Finish’ in the bottom right.
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Step 15:

Navigate back to the accounts page. This can be done selecting Outlook > Preferences > Accounts, or Tools > Accounts
on the top menu bar.
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Step 16:

Select your Samford email and hit the minus sign in the bottom left corner. You will then be prompted with the below
box, select ‘Sign out on this Device.’
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Step 17:

In the accounts menu select the plus (+) in the bottom left and select ‘New Account’.
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Step 18:

Enter your Samford email and click ‘Continue’. This will take you to a standard Samford login page, complete the login
process with a DUO push included.

Conversation History - support@samford adu

Please enter your email address
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Step 19:

7

You will receive the message below stating your account has been added. Select ‘Done’.
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has been adde:




Step 20:
Next click on ‘File’ and select ‘Import’.
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Step 21:

This will bring you to the below menu. Select the .olm file type and click ‘continue’ in the bottom right.
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Step 22:

Navigate to the location of the file you exported from your Gmail. Then click ‘Import’ in the bottom right.
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Step 23:

Inbox - suemaill @samford.edu
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You will receive a message confirming your data has been imported.

livery Subsystem
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Step 24:

Your imported Outlook files will then appear in the bottom left of the side, under the ‘On my Computer’ tab.

‘suemaili@samiord.edu

How to transfer files from Gmail to O365
Step 1:

Open your account’s Google Drive. This can be accessed by going to the website drive.google.com. Once
inside, it should look like the image below.
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Files Name
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5 KB of 15 GB used

Buy storage

B TestDocument 1 Test Document 2 Test Document 3



Step 2:
Select the files you would like to transfer. You can shift+click to select multiple files.
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Step 3:

Click with two fingers or command+click on the selected files to bring-up the menu below.
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Step 4:

Select “Download” on the above menu and it will download the selected files to a .zip file. You will get the
below confirmation message to appear in the bottom right corner of the window.

Q, Searchin Drive

My Drive ~
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*reparing download

B zZipping3files

Step 5:

You may have to allow “accounts.google.com” permission to download the files. It will prompt for it as seen
below.

Do you want to allow downloads on
"accounts.google.com"?

You can change which websites can download files in
Websites Preferences.

Cancel  Allow




Step 6:

Once the files are downloaded, they will appear in the downloads folder. They will be in a zipped folder.

@ Finder File Edit View Go Window Help > WedFeb9 2:00 PM

C02DM8Z5Q05F

Screen Shot
2022-02...8.37 PM

drive-download-20220209T19...

@ Airbrop —
@ Recents

DOCX =
© Desktop 1.docx 2.xisx 3.pptx
[ Documents
@® Downloads

® Orange
@ Yellow
® Green

Screen Shot
2022-02..9.47 PM

=]

Screen Shot
2022-02...9.57 PM

Step 7:

Navigate to your OneDrive account through the web portal. This can be done at
https://www.microsoft.com/en-us/microsoft-365/onedrive/online-cloud-storage.
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https://www.microsoft.com/en-us/microsoft-365/onedrive/online-cloud-storage

Step 8:

Click on upload at the top. From here you will select the ‘file’ option, which will automatically open MAC’s
finder app.
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Step 9:

Select the files that you would like to upload to OneDrive. You can select multiple items by using shift+click.
Once selected click ‘Open’ in the bottom right corner.
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Step 10:

After clicking open it will give you a notification in the top right corner confirming that the files have been

uploaded successfully. They will also appear in the list as shown in the image below.
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How to Get Outlook Email on Your iPhone or iPad (Outlook App)

Step 1:
Download the Outlook app from the App Store.

Step 2:

Enter your Samford email address.

Step 3:

Enter your Samford username and password.

Step 4:

You will then get the DUO prompt page. Click the “Push” button and accept the prompt if you have the app on your

phone.

Step 5:

Click “Connect”.



How to Get Outlook Email on Your iPhone or iPad (Built-in Mail App)

Step 1:
Open the "Settings" app on your iOS device.

Step 2:

Scroll down to Mail and select it.

Step 3:
Select "Add Account."

Step 4:
Select type "Microsoft Exchange."

Step 5:
Select "Sign In" and enter your full Samford email address. (Do not configure the settings manually.) You will then
be redirected to the familiar Samford login page.

Step 6:

Enter your Samford username and password.

Step 7:

Authenticate with DUO. Your email account will synchronize, then be ready for use.



