Transfer Email

Transfer Files

Transfer Contacts

Getting Outlook Email on Your Android Device

How to transfer Email from Gmail to O365
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, in Outlook click on file in the top-left corner. This will bring up the menu below.

Step 2:

Click the ‘Add Account’ button beneath the box at the top of the menu. This will prompt the below screen to appear.
Input your Samford.edu email address, then click ‘Advanced Options’ make sure that the ‘let me set up my account
manually’ box is checked. Then click ‘Connect’.
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https://office.com/

Step 3:

Once you've selected ‘connect’ the below screen should appear. You will select Google first, as you will be adding the
Gmail version of your Samford account first.

Service Desk

Step 4:

After selecting Google you will be prompted with the below boxes. The information MUST match as seen
below for it to work.

IMAP Account Settings
suemaill @samford.edu (Not you?)

Incoming mail

Server | imap.gmail.com | Port | 993

Encryption method | SSL/TLS -

Require logon using Secure Password Authentication (SPA)

Qutgoing mail

Server |smtp.gmai|.com | Port | 587

Encryption method | STARTTLS ~

% Fequire logon using Secure Password Authentication (SPA)l




Step 5:

After inputting the above information, you will be prompted with a screen asking for your password. Enter it
and then select ‘Connect’.
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Step 6:

After selecting ‘Connect’ you will be prompted with a standard Samford login page. Enter your Samford
username and password and click ‘Login’. You will have to complete a DUO push.

D Seach

Fle  Home  Send/Receie  Folder  View  Help [ Coming sen| Ty o

7 New Email

&
# Samford University

= @ & O




Step 7:

After completing the login process you will be prompted with the below screen. Scroll down to the bottom
and click ‘Allow’.
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Step 8:

Once you have agreed to the above Google prompt. You should see a screen like the one below, confirming
that you have added your Samford Gmail account successfully. Make sure all the boxes are unchecked, then
click ‘Done’ at the bottom.
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Step 9:

Next click on ‘File’ in the top left, and select ‘Open & Export’ on this menu. You will then click the
‘Import/Export’ button seen below.

Step 10:

After selecting ‘Import/Export’ you will be prompted with the below menu. Select ‘Export to a file’. It should be the
second option on the menu.

Fle  Home  Send/Recee  Folder View  Help

1 Rone

ttempt was blocked
" suemaili @samford.edy

Impert snd Expert Wizard

5SWOrd 10 fry 1o SKgN In 1 your account from a
Deked them, but you should check what
sount activity 1o Make Sure N0 One else has,

o aboul impertant changes 1o your Google Account amd
JpBneatne Pakway, MoUntain View, CA 94043, USA

Thes if a0 automated email

Dua Security
[EXTERNAL]Duo Security E...
T emai

Knigh, Eric
st

E.5. Enight Systems

Gmail Team
Tips for using Yo new in_..

Gmail Team
et the offical Gmail app 6/14/2022




Step 11:

After selecting ‘Export to a file’ you will be prompted with two options. You will select ‘Outlook Data File’ (.pst). Then
click next.

Microsoft Outiook

Microsoft Dutlook Test
This 1 an email message

Microsoft Outiook
MiIosom Dutlook Test Me. B34 AM
This i an email message

Micrasoft Outiook
P =1 R

Microsaft Dullook Test Me...
This it an email message

Illt!lllp\. was blocked
svemail1@samiord.edy

Export 10 4 File

Micrasoft Outiook
Ouliook Test Me... Wed 10:38 ..
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Microsot e
This 5 an email message
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Duo Security
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Gmail Team
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Gmail Team
Gettne ofticial Gmait app 6/18/2022

Step 12:

After selecting .pst file, you will be prompted with the screen below. Select your Samford email address, and make sure
‘include subfolders’ is selected. Then click ‘Next’.
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Step 13:

After selecting ‘Next’, it will take you to a screen asking you in what format it would like to save the exported file as.
Leave the default settings and click ‘Finish’.
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Step 14:

Now that you have exported the data from your Samford Gmail account to a .pst file, you will click on file in the top left
again. Then you will select ’Account Settings’.

Account Information

ABreount Settings...
S Add and remove sccounts or change
sisting connection settings.

), Aecont e i e
) Updote basic




Step 15:

‘Account settings’ will bring up the below page. Highlight your Samford email, and then select ‘Remove’ on the menu bar
just above.
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Step 16:

Outlook will prompt you with an alert warning you your ‘cached content will be deleted’. You can select ‘Yes’ to
continue.
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Step 17:

Once your Samford Gmail has been removed from the application. You will navigate up to ‘File’, then select ‘Add
Account’. This time input your Samford email and click ‘Connect’.
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Step 18:

You will then be prompted to complete a standard Samford login, DUO push included. Once you do that you should see
the below screen letting you know the account has been added successfully. Outlook will need to restart.
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Step 19:

Once your Samford Exchange account has been successfully added to the application, click on ‘File’ in the top left’ and
navigate to ‘Open & Export’. Select ‘Import/Export’.

Open

Open
Calendar

— Open Qutlook Data File

] Ops

Open Qutlook
Data File

Cutlook data file (pst.

Import/Export

Step 20:

After selecting ‘Import/Export’ you will be prompted with the below menu. Select ‘Import from another program or file’
and click ‘Next’.
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Step 21:

Once you click ‘Next’, it will prompt you to select the file type to import from. Select .pst and click ‘Next’.

File  Home Send/Receive Folder View Help

7 New Email

v Favorites
Inbox

Sent items

Junk Email

Junk E-maifl

elivery Subsystem

vsuemail1@samford.edu

= B &8 0

Step 22:

<
suemaill

We didnt

amfordedu By

Import a File

Select file type to import from:

Comma sTmm Values

After selecting to import a .pst file, it will prompt you with the below screen. It should automatically select the .pst file

you created by exporting from your Gmail account. Verify that it does, then select ‘Next.’
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Step 23:

The final menu you will be prompted with is shown below. The displayed settings should be selected automatically,
confirm that they are and click ‘Finish’.
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How to transfer files from Gmail to 0365
Step 1:

Open your account’s Google Drive. This can be accessed by going to the website https://drive.google.com.
Once inside it should look like the below image.

& Cloud stomge for Workana Hor X & MyDrve - Google Brive x o+ -
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B restoocument Test Document 2 O] TestDocument 3

Step 2:

Select the files you would like to transfer. This can be done by shift+clicking the files for specific files. To select
all of the files use Ctrl+A.
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Filas Name
O storage

5KE of 15 68 used
o E .I D

B Test Document 1 Test Document 2. [ TestDocument 3



https://drive.google.com/

Step 3:

Right click the selected files to bring-up the below menu.
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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.
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Step 5:

After the files are downloaded, they will appear in a zipped file in your downloads folder. If you are using
Google Chrome, the Zipped Folder will appear at the bottom of the window.
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Step 6:

Navigate to the zipped file in your downloads and open it. You will see the files in their Microsoft Office

format.
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Step 7:

Copy the files out of the .zip folder. You can store these on your computer in any folder you’d like.

« C @ samfordu-mysharepoint.com/pe part samfard_e 115/15/oned 2Fpersona . samford_s ent : ’ e 0@

Service Desk Upload Share Copy link 3 Syne Download  $1 Automate
B My files

Test Folder
& Open %

b &+ ThePC » Downloads

Quick access Organize v Hewrfolder - me

e

File name: |Test Document 1" “Test Document 1 Test Document 2 Al Files

Open

Step 8:

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.

& Cloud Storage for Workand Hor X o TestF OneDive X+
€ > C ! 1 pport. 1 %2 Folch
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https://www.microsoft.com/en-us/microsoft-365/onedrive/online-cloud-storage

Step 9:

Click on upload at the top. From here you will select the ‘file’ option, which will automatically open Windows
File Explorer.

' 3 adHor X @ rive P - o x
€ 9 C @ samfordu-my.sharepoint.com;pe P ford_e edirive.a 2Fper ®
Service Desk T Upload v Share Copy link Sync

Tes
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Drag files here

Step 10:

Select the files that you would like to upload to OneDrive. You can select individual files by using shift+click. To
select all of the files, use Ctrl+A. Once selected click ‘Open’ in the bottom right corner.
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Step 11:

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.

Folder - Gnarive X+




How to transfer contacts from Gmail to 0365
Step 1:

Navigate to your Gmail account. You can do this at the following URL
https://mail.google.com/mail/u/0/#inbox.

= M Gmail Q. searchmal o °o® = a

4) 8" € B
Q Primary a5 Social o

Q

* ]

o Get started with Gmail

> Customize your Change profile ,,  Import contacts Get Gmall for

5 L~ S e image & ondmail mobile e

me Microsoft Outlook Test Message - This is an emall message sent automatically by Microsoft Outlook while testing the settings for your account 104 AM
Google Security alert - Microsoft apps & services was granted access to your Google Account potterandrew777@gmail.com If you did not grant access, you should check this activity and secure your account. Check activity Y. 1.0 AM

Google Takeout 2 Your Google data is ready to download - Your sccount, your data. We've finished creating a copy of the Google data you requested on May 2, 2022. You can download your files until May 9, 2022. Your download will co, 1029 AM

00g| y Te. Test, ¥ ogle Account - Hi Test, Welcome to Google. Your new account comes with access to Google products, apps, and services. Here are a few tips to get you started. Get the most out of y. 10:14 AM

9
Q

Terms - Privacy - Program Policies Last account activity: 38 minutes ago
06Bof 1568 used [ Detaits

Step 2:

Click on your contacts inside of your Gmail account. This is the fourth option down on the far-right taskbar.

eComacts Q  search o @

Create contact

Contacts
Fraquently contacted

Merge & fix

Labels

Create labe!

Import
Export

Print

Other contacts

Trash
No contacts yet

2 Creato contact 2, Import contacts



https://mail.google.com/mail/u/0/%23inbox

Step 3:

Select ‘Export’ on the left-side menu to bring up the following options.

Export contacts (3

@ comacts()

Exportas
@ Googlecsv
O autiook s

(O  veard (for 10S Contacts)

Step 4:

Select to export as Outlook CSV and then click ‘Export’ in the bottom right of the window.

Export contacts ()

@ Contacts (1) -

Exportas
(O Googlecsv
@® outlook csv

(O veard (for i0S Contacts)

Cancel




Step 5:

The .csv file will appear in your downloads like the image below.

eCantacts Q  search @ @ £ e

Name Email Phone number Job title & company Labels
| create contact

& Contacts
o Test suppert@samford edu

D Frequently contacted

Merge & fix

A Labels
+  Create label
& import
@ Export
L]

Print

[0 Other contacts

@ Trash

Step 6:

Next you will move over to the Outlook application. Here you will select ‘File’ in the top right, then ‘Open &
Export’ in the left-hand menu to bring up the below screen.

alendar




Step 7:

After selected ‘Import/Export’, it will bring up the following option box. You will select the default ‘Import
from another program or file’ and click next.
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Step 8:

After clicking next you will get a screen like the one below. Select ‘Comma Separated Values’ and select ‘Next’.
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Step 9:

On the next screen you will select the file to import. Click ‘Browse’ and find the .csv file you exported from
Gmail. Select ‘Ok’ and then ‘Next’.
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Step 10:

On the following screen you will highlight ‘Contacts’ then click the ‘Next’ button.

T Classifieds = To Manager B Newtiowp | [search peope |
FleTs O ] | M |8
S0 |16 gy & Dlete F Creot New o 2 Vm-w- = | Addins

Fesoond Teams Goups smm sdans
Al Unread g >
e ECIETTIEE O &

‘The Google Account... oM
Test take the next step on.. 1205 PM.

Google
Securty alert

] e

import & File

Microsoft Outiook
Microsoft Outiook Test M. 11:05 AM.
This 5 an emall message

Select destimnation foider: Hi Test,

5 spatierigsamtora ecu 7|
Into Google on your Mac device

(Google Account settings are still
fight for you

Google
Securtty alent

D02 ABEBOTF =
. 8340.4243.8815.400¢ =

n Companies the Privacy Checkup

3 GALC
< i™" 5> | jide helps you choose the privacy
that are right for you

. e |

Google Takeout
Your Google data is ready

Google Takeout
Your Goagle datals ready . 1016 AM

Google Community ...
Test, tinsh setting up you..

He
Complete the Security Checkup

The Security Checkup gives you personalized
recommendations to secure your account




Step 11:

After selecting Contacts as your import destination, you will receive the image below. Simply click ‘Finish” and
Outlook will upload your Gmail contacts.
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Step 12:

The below image shows what your newly imported contact might look like.
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Getting Outlook Email on Your Android Device

Step 1:
Download the Outlook app from the Google Play 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”.



