1. Download the G Suite Sync by clicking the link below.
https://tools.google.com/dlpage/gappssync

You will see the following page.

——
/& G suite Sync for i A — —_———TT s ol ol |
* O :

Apps || 2xForums 4§ 3PROVEN Waystor |3 CPP RBE VolumelicensingSe: [y WebEditing PPl 5Waystoenableor #2¢ AWHD [ Acid/Alkaline Form fR Nadal System Usage » Other bookmarks

G Suite Sync for Microsoft Outlook®

G Suite Sync for Microseft Outlock® allows you to use Microseft Qutlock® Download G Suite

2003, 2007, 2010, 2013 and 2016 effectively with G Suite. You get the cost
savings, security and reliability of G Suite, while employees can use the
interface they prefer for email, contacts, calendar and notes, MDA

& C | 8 Secure | httpsy/tools.google.com/dip:

gappssync

The G Suite Sync download includes G Suite Migration for Microsoft System requirements:
Outlook® to import existing data to Google Requires G Suite, G Suite for Education,

Set up G Suite Sync or G Suite for Government

™ or A - Windows XP (32 bit) SP3
Help and information for Administrators Windows Vista (32 bit) SB1

Windows Vista (64 bit) SP1

; Windows 7 (32 and 64 bit)

Google Apps Sync for Microsoft Outlook Windows § (32 and 64 b
Windows 10 (32 and 64 bit)

Microsoft Outlook 2003® SP3

Microsoft Outlook 2007& SP2 (or SP1

with hotfix

Microsoft Outlook 2010@ (32 and 64 bit)

Microsoft Qutlook 2013@ (32 and 64 bit)
u Microsoft Outlook 2016® (32 and 64 bit)

More about system requirements
Help with installation

Currently using Google Apps Free Edition?
Get a free trial of G Suite and try G Suite Sync



https://tools.google.com/dlpage/gappssync

2. Click on the blue “Download G Suite Sync” button.
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G Suite
G Suite Sync for Microsoft Outlook®
G Suite Sync for Microscft Outlock® allows you to use Micrescft Outlook® Downl G Suite

2003, 2007, 2010, 2013 and 2016 effectively with G Suite. You get the cost
savings, security and reliability of G Suite, while employees can use the
interface they prefer for email, contacts, calendar and notes. Version 40.7.0
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The G Suite Sync download includes G Suite Migration for Microsoft System requirements:
Qutlook® to import existing data to Geogle. Requires G Suite, G Suite for Education

Set up G Suite Sync or G Suite for Government

Windows XP (32 bit) SP3
Windows Vista (32 bit) SP1

Windows Vista (64 bit) SP1
; Windows 7 (32 and 64 bit)
Google Apps Sync for Microsoft Outlook Windows B (32 and 64 bit)

Windows 10 (32 and 64 bit)

Help and information for Administrators

Microsoft Qutlook 2003@ SP3

Microsoft Qutlook 2007® SP2 (or SP1

with hotfix

Microsoft Outlook 2010@ (32 and 64 bit)

Microsoft Outlook 2013@ (32 and 64 bit)
n Microsoft Outlook 2016® (32 and 64 bit)

More about sysiem reguirements
Help with installation

Currently using Google Apps Free Edition?
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3. The downloaded file “googleappssyncsetup.exe” will download to your computer.

) googleappssyncse..exe




4. Important: Make sure you close Outlook and open your default browser and login to your gmail
account at gmail.com. Double click the downloaded file. You will be asked to run the executable. Click
“Run”. If asked, allow the program to make changes.
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Thanks for trying G Suite Sync!
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want is file?
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Iﬂ Name: ..s\Ruiz\Downloads\googleappssyncsetup (1).exe

©2017 Publisher: Google Inc ud Blog
Type: Application
From: C: csetup...
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5. You will be prompted to enter your new gmail address.
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Thanks for trying G Su] GO gle
Click here if you had trouble do Sign in with your Google Account

Email address:

paulatest@it.loyno.edu

The installer should complete |/
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6. You will be asked to choose an account. Select the account that you just entered.
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Google

Choose an account from
it.loyno.edu

to continue to G Suite Sync for Microsoft Outlook®

o Paula Test
paulatest@it.loyno.edu

e Use another account

English (United States) Help Privacy Terms

7. You will see the following screen. Click the “Allow” button at the bottom of the window.
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8. You will see a message that the “Authorization has been granted successfully. Please switch
to your application.” Click on the “Google sync application” icon located in your taskbar.
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9. Since your zmail has already been migrated to your google account, just click “Create
Profile”. Leave all boxes unchecked.
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) Set Up G Suite Sync for Microsoft Qutlook®

Authorization has been granted successfully. Please switch to your spplication.

Create a G Suite profile in Microsoft Outiock®

[]1mport data from an existing profile

[outiook -
[/] Email messages [/] Contacts

[V] Deleted messages [V] calendars

[¥] Junk email [¥] Notes, journal entries, and tasks

If you uncheck this aption, you can import your dats later.
Learn more

[T]Send crash reports and usage statistics to Google
Help make G Stite Sync better by automatically sending usage statistics and crash reports to Google.

Learn more
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10. You will see a window stating that the G Suite Sync setup is complete. Click on the Start
Microsoft Outlook button.
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Autharization has been granted successfully. Please switch to your spplication.

.
3 Set Up G Suite Sync for Microsoft Qutlook® )

G Suite Sync setup is complete

After starting Microsoft Outiock® get help at any time by dicking
the G Suite Sync icon in your system tray and choosing Cnline Help.




11. Select your gmail profile and click “OK”. (By default, your gmail profile may be highlighted
for you.)

- Choose Profile
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| Profie Name: st@itloyno.ed -G Siite] v ] [ new...

| ok || cancel | |Options s>




14. The gmail account will appear in your Outlook and the sync feature will start. This process
may take a while to complete.

— e —_— — —
= v Inbex - G Suite - paulatest@it.loyno.edu - Microsoft Outlook =@ &=
Home | Send/Receive  Folder  View  Adobe PDF o @
£ == anore 2 jove to: 7 To Manage! i -
3 %lanore K R ) ) Boweeing [Brove 3o c Find a Contact
A5 CleanUp - (3 Team E-mail & Done [} Address Book
Mew  New elete | Reply Reply Forward M pore A -
E-mail hems+ | & Junk - Al 7 More % Reply & Delete ¥ Create New = E 7 Filter E-mail -
Mew Delete Respond Quick Steps & Move Tags Find
4 Favorites 3 >
] Search Inbox (Ctrl+E) | How to get started with G Suite Sync 4 August 2017 3
. ~ . . SuMo TuWe Th Fr Sa
[ Sentltems Amange By: Date hewesHonitop “| G Suite Sync Team <mail-noreply@google.com > e A s 4
(5 Deleted ltems 4 toa Sent Wed 8/2/2017 1:47 PM G 7 B o imE
oday To paulatest@itloyno.edu 13 14 15 16 17 18 19
4 G Suite - paulatest@itloyno.edu | G suite Sync Team L47PM N 0228 5%
How to get started with G Suite Sync Dear G Sui 7 2% 2 30 3
Inbo: ear G Suite Sync user,
= 1 Gmail Team 117 PM 34056 7
2] orares Tips for using your new inbox . . . . .
[ sentTtems = Gmal T 117M Thanks for installing G Suite Sync for Microsoft Outlook®. This software
mail Team ® .
(@] Deleted items The best of Gmail, wher{ () Synchronization Status - paulatest@itloyno.edu [ =] ;“];5 and dumamf im
D [Archived] . there are a few tl gs
[ Junk E-mail Google Contacts ]
[ outbox Synced. o =
e-sunc .
[ RSS Feeds G Suite
[0 Search Falders B of email from the G
Google Calendar [¥] this setting from the Hul e ne s
= Synced. Re-svnc
‘ b mait there's a lot of email to
lock at synchronization
TE] catendar Google Mail o
Synced. .
Contacts o Bemvne | blude rule in vour
) (files located under %
o] Tasks ll Show more me.
uJ Notes [V Open this window when Microsoft Outlook® starts Help. Close Arrange By: Flag: Due Date| - -
Type a new t
| Foider List
e G Suite Sync User Manual | There are no items to show in this view.
[] shortcuts
@  See more about: G Suite Sync Team. LU
¥ b | © G Suite Sync ™ * >

Mems:3  Unread:3 |

Tmec@ OSSN

Initial sync complete. | (5
PM

15. Uncheck the box next to “Open this window when Microsoft Outlook starts.”
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17. Select “Set mailbox size limit”.
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18. Select “Unlimited” and click “OK”

) Set Mailbox Size —

Choose how much mail to store on your local computer
(Microsoft Outlook® runs faster with a smaller local mailbaox).
Mote that all your mail is available from the Google Mail web
interface, regardless of what you set here. You cannot set a
mailbox size limit smaller than the current size of your
mailbox.
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19. Depending on the amount if information you have, the sync may take some time to
populate your information into Outlook. You may close the Synchronization Status window and

continue to work on your computer, while the sync takes place. If needed, you can access your
email at gmail.com until all information is synced.
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