If you have local (archived) folders within your Microsoft Outlook, you will need to import those local
files to your Gmail account. After doing so, you will be able to see those emails in your Outlook inbox
and in the inbox using Gmail web access from any location. Important: This step is to be done after the
initial Outlook sync using the G Suite tool and only if you have archived files.

1. Note: Please close Outlook. Since you have already downloaded the G Suite Sync Tool, click on the
start button and under the G Suite Sync program, select “Import data to G Suite Sync”.
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2. You will be asked to sign in using your Loyola Gmail account. (username@loyno.edu).

Please sign-in to G Suite Sync

Sign in with your Google Account.

Email address:

Continue Cancel
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3. Gmail may ask you to select an account or sign in again. Make sure you are signing in to your Loyola
Gmail account. (username@loyno.edu) Once you are completely signed in, you will see the following

screen. Click “Allow”.

G Suite Sync for Microsoft Outlook® wams to

[  Read, send, delete, and manage your email

[ ] Insert mail into your mailbox

L ] Manage mailbox labels

& Vview and manage the files in your Google
Drive

B Manage your contacts
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[ ] Manage your tasks

Allow G Suite Sync for Microsoft Outlook® to do this?

4. Gmail will authenticate and ask you to open your application. Click on the Gmail Syncicon in our task

bar.

Authorization has been granted successfully. Please switch to your application.
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5. Choose a profile to import to G Suite Sync, by selecting “From a PST file..” Make sure that you select
the “Import only data that has not been imported previously” and that deleted messages and junk email
are unchecked. Once all of the settings match the example below, Click “Next”.

) Chase profile to import to & Suite Sync

===

W | Profile toimport to G Suite Sync:

[From a PST File
Email messages Contacts
[ peleted messages Calendars

[ 2urk email

® Impart orly data that has nat been imparted previously
©) Impart all data (may cause duplicates)
Learn more

[]Mates, journal entries, and tasks

6. You will then be asked to locate the .pst file. A window will automatically open to help you locate the
.pst file. In the example below, the archive file is kept in Documents>Outlook files>Archive. If you have
trouble locating your file, go to https://support.office.com/en-us/article/Locating-the-Outlook-data-
files-0996ece3-57c6-49bc-977b-0d1892e2aaccH#IDOEAABAAA=2016, 2013 to learn more.

2 Open
4 [ » ThisPC 5 Documents »

Organize +  New folder

B Videos A Name

[ OneDrive Custom Office Templates

Outlook Files.
[ This PC

[ Desktop

%] Documents
4 Downloads

D Music

&=| Pictures

& videos

‘i Local Disk (C)
& DVD Drive (D) C

A U

v &/ | search Documents
Date modified Type

5/3/

File name:

| [PsTFiles

b3
P
o @

13 PM File folder
PM File folder

Cancel

) Open
e « 4 | « Documents > Outlook Files
Organize +

& videos A Name

archive
test

New folder

[ OneDrive

I This PC
[ Desktop
|| Documents
& Downloads
B Music
&=| Pictures
B videos
i, Local Disk (C)
e DVD Drive (D) C

N 4 3O

v O Search Outlook Files

Date modified Type

171

File name: | archive

| [psTFiles

) PM QOutlook Data File
0AM  Outlook Data File

x
)
o @

Cancel



https://support.office.com/en-us/article/Locating-the-Outlook-data-files-0996ece3-57c6-49bc-977b-0d1892e2aacc%23ID0EAABAAA=2016,_2013
https://support.office.com/en-us/article/Locating-the-Outlook-data-files-0996ece3-57c6-49bc-977b-0d1892e2aacc%23ID0EAABAAA=2016,_2013

7. Once the .pst file is opened, the location will be auto filled in the drop down menu.

) Choose profile to import to G Suite Sync *

Profile to import to G Suite Sync:

C:\Wsers\DSS\Documents\Outliook Files'archive.pst w
Email messages Contacts

[oeleted messages Calendars

[ 3unk email Motes, journal entries, and tasks

(® Import only data that has not been imported previously
(O Import all data (may cause duplicates)
Learn more

8. You will then be asked to choose the destination G Suite Sync Profile. Use the pull down menu to
select your Loyola Gmail address and click “OK”.

) Choose destination G Suite Sync Profile X

Destination G Suite Sync Profile:

chadtest2@it.loyno.edu - G Suite ~

=

9. The migration will start. If your archive files are large, this may take a long time. Please let it run.
You will be able to continue working while the files are being transferred.

G Suite Migration for Microsoft Outlook ® 4.0.114.0 x

Migration Status
Google

Migration Completed

Contacts Processed: 0/0

Calendar Processed: 0/0

Email Processed: 0/0

Migration log fie : C:\Users'D. .. \Trace-2017-08-03-12-21-27-p1932.loq

Done

10. Once this process is complete, your archived emails will be synced with your Outlook inbox for your
Gmail account. Additionally, you will be able to see these emails when you access your Gmail account
via the web from any location.



