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SIMPLE GOOGLE CALENDAR, GOOGLE
DRIVE, AND EMAIL MIGRATION INTO
OUTLOOK ON MAC COMPUTER.

You will want to migrate your google calendar and drive into Office 365 BEFORE
worrying about your emails. This will make things much more simple.
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How to import your google calendar into Outlook on Office 365.
(This process is also known as a Google Takeout)

Log into your Gmail account that you want to export your calendar and google drive out of. You

will then go to your account settings. (For my screenshot purposes, | am going to use my
business account with Orion Global).

g ® #  YRION g

GLOBAL PARTNERS

‘ Gmail Drive

)

Docs Sheets Slides
Calendar Chat Meet
Sites Contacts

You will then open the Data & Personalization tab, scroll down to the bottom of the page to
the “Download or delete your data” tab > select “Download your data”

® Home 0% used - 0.15 GB of 30 GB
25 Personal info
Manage storage
(® Data & personalization
|€| Security

Download or delete your data

2, People & sharing
Make a copy of your data to use it with another ac-
ipti Download your data ) >
B3 Payments & subscriptions ( count or service

.
. Delete a service You can do this if you no longer use a service >
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Press “Deselect All” and ONLY check the “Calendar” and “Drive” boxes.

Google Account HI @

& Google Takeout

Export a copy of content in your Google Account to back it up
or use it with a service outside of Google.

CREATE A NEW EXPORT

1 Select data to include

Products
Deselect all
Arts & Culture
Favorites and galleries you've created on Google Arts & Culture.
B Multiple formats
Bookmarks
Your bookmarks stored at www.google.com/bookmarks More info

B HTML format
Salend?r )

Press Next Step

Next step

The next page will automatically populate “Export Once.” Press Create Report.

Google Account EE )
< Google Takeout

2 Choose file type, frequency & destination
Delivery method

Send download link via email

When your files are ready, you'll get an email with a download link. You'll have one week to
download your files.

Frequency

@® Exportonce

1 export

(O Export every 2 months for 1year
6 exports
File type & size
zip
Zip files can be opened on almost any computer.

268

Exports larger than this size will be split into multiple files.

s4
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Once the screen populates to the next window, you can close that screen. You will then receive
an email stating that your data archive is ready. Open that email.

Google Download You.

Select “Download archive”

Your Google data archive is ready inbox

Google Download Your Data <noreply@google.com>

tome ¥

Your account, your data.

The Google data archive you started on February 17, 2020
is ready. It contains your Mail, Calendar, and Drive data. It
will be available for you to download until February 24, 2020.

Manage archives

Download archive

This message was sent to you because you recently used Google's
Download your data service. Privacy Policy | Terms of Service

4 Reply ®» Forward

The download will then download to your mac.

Your Google data archive is ready - Your account, your data. The Google data archive y...

12:06 PM

12:06 PM (1 minute ago) ¥y 4
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Takeout
95.8 MB

Clear h

You can then open the file and see the two files we exported.

(| NON

B=ow =
Favorites
Devices

Remote Disc HIM

archive_browser.ht

Shared ml

& KLH Work...
& Orion’s Ma...

Tags

Takeout

#v

4
%
<

Calendar Drive
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To import the calendar, open your office 365 Outlook account on the WEB or application >
open calendar.

i1 Outlook 0 Search

= [f] Today P | February2020 v fZ Month v 12 Share & Print
' February2020 1 L Sunday Monday Tuesday Wednesday Thursday Friday Saturday Mon, Feb 17 39
S M T W T F oS Jan 26 27 28 29 30 31 Feb 1

26 27 28 29 30 31 1
2 3 4 5 6 7 8

9 10 11 12 13 14 15

|6°18 19 20 21 22
2 3 4

5 6 7 8
23 24 25 26 27 28 29
12 3 4 5 6 7
Add calendar
9 10 1 12 13 14 15
Import calendar
Import calendar w
/My calendars
© Calendar Nothing planned for the day
. 16 Feb17 & 18 19 % 20 o2 22 Enjoy!
() United States holidays
() Birthdays
23 24 25 26 27 28 29

-‘-e £ 1% =0

Select “Import calendar”

2 3 4 5 6 7 8

9 10 11 12 13 14 15

16 17 18@20 21 22

23 24 25 26 27 28 29

1 2 3 4 5 6 7

Add calendar

Import calendar

My calendars

° Calendar
() United States holidays

() Birthdays
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Select “From file”
NFL

NHL

DS &

MLS

D

Holidays

@ From web

& From directory

Powered by l) Bing

Select Browse and select the Calendar file from the takeout folder we just exported from
google. Then, select Import.
Import from file X

Import events from an .ICS file to your existing calendar.

Choose an .ICS file

alyson@oriongl.com.ics Browse

Import to

Calendar v

C— 1

sc8
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You should receive a notification stating it was imported.

Import from file X

© Imported ‘alyson@oriongl.com.ics' to Calendar.

Import events from an .ICS file to your existing calendar.

Choose an .ICS file

Browse

Import to

Calendar v
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How to import your google drive into One Drive into Outlook.

Log into your outlook account on the web that you would like to import your google drive to.
Open the Office 365 applications in the top left corner. Select OneDrive.

Office 365 —

Apps

[5 Outlook @ OneDrive
m Word
& PowerPoint [ﬂ OneNote
Q SharePoint ﬁ Teams

'-l Bookings n} Admin

All apps >

Make sure “files” is selected on the left column and select Upload from the top menu bar. Then
select files and browse your computer for the “Drive” folder located in the “Takeout” folder we
recently exported from google. Once you select upload, you will notice all of your files that
were in your google drive will populate into your OneDrive.

i1 OneDrive

B 3
£ Search everything + Mew v 7T Upload v "\{3 Sync o~ Flow v/ Fsotv =v ©

Alyson Schutte

e -

Name Modified Modified By File Size Sharing
& Shared o

@ Recycle bin
Shared libraries
(&) Orion Global

Create shared library

Drag files here
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How to import emails into outlook:

FIRST STEP: Make sure the newest Office 365 (including Outlook) suite is downloaded to your
computer.

Microsoft Outlook

Open the application > top menu bar > preferences.

"8 Outlook [

® About Outlook
Activate Office

Edit

View Message Format Tools

Window Help

Preferences...

Meeting p@ S f% S

New

ply Forward Attachment Move Junk Rules
Email " Tyrn Off Reminders
> Sl ganvices > By: Conversations v ¥
~ On
g Hide Others X 3H
p  Quit Outlook #Q
Select “Accounts”
[ Outlook Preferences
Show All
Personal Settings
- o ] \ v
m Fs © =] | ‘A/L\ ﬁ? ABC
General Accounts Notifications Categories Fonts AutoCorrect Spelling
& Sounds & Grammar
Email
S s :
= £ L s
Reading Composing Signatures Rules Junk
Other
i & LY
Calendar Contacts Privacy
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Select “Add Email Account” and add your Business Gmail account (For example, mine is
alyson@oriongl.com). You will be prompted to provide your email and password.

[ ] Accounts
Show All

Add Email Account

Press continue

[ ] Set Up Your Email

Please enter your email address

Email

alyson@oriongl.com

10



@ Not Google?

Setting up alyson@oriongl.com

To ensure the best experience, your email, calendars,
and contacts will be synced to the Microsoft Cloud.
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Google will automatically populate on your browser > Select the account you are wanting to

add to outlook

G Sign in with Google

Choose an account from
oriongl.com

to continue to Microsoft apps & services

Alyson Schutte
alyson@oriongl.com

® Useano

To continue, Google will share your name, email address,
language preference, and profile picture with Microsoft
apps & services. Before using this app, you can review

Microsoft apps & services's privacy policy and terms of
service.

English (United States) ~ Help Privacy Terms

11
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You will then need to select “allow” again to return back to outlook.

LU aLLedd yuul JuLuyIic ALLLUIIL

9 alyson@oriongl.com

This will allow Microsoft apps & services to:

™M

&

Read, compose, send, and permanently delete all @
your email from Gmail

See, edit, create, and delete all of your Google @
Drive files

See, edit, download, and permanently delete your (i)
contacts

See, edit, share, and permanently delete all the (i)
calendars you can access using Google
Calendar

View your email addresses ®

Make sure you trust Microsoft apps & services

You may be sharing sensitive info with this site or app.
Learn about how Microsoft apps & services will handle
your data by reviewing its privacy policies. You can always
see or remove access in your Google Account.

Learn about the risks

Select allow again to return to Outlook

Do you want to allow this page to open “Microsoft Outlook"?

Cancel

12
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Once you have added your google account and returned back to outlook, select “Add another

account.”

[ ] Set Up Your Email

alyson@oriongl.com
has been added

Did you know?
Outlook supports Google, Yahoo!, and iCloud accounts.

e

‘l Add Another Account D
——

Done

This time you will need to enter your Office 365 business account. (This may be the same exact

email address, ex: alyson@oriongl.com)

‘® Set Up Your Email

Please enter your email address

Email

alyson@oriongl.com

-

13
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Once you have selected “Add Account” it is very important you select “Not google” on the top

right corner.

[ ] Set Up Your Email

Setting up alyson@oriongl.com

=4
o>

To ensure the best experience, your email, calendars,
and contacts will be synced to the Microsoft Cloud.

Learn More

[ oo ]

Select “Office 365” to connect your outlook account.

[ ] Set Up Your Email

(&) Not Google?

X

Choose the provider for
alyson@oriongl.com

oG :

Outlook.com Exchange

G O =

Google iCloud Yahoo!

IMAP/POP

Need Help? Contact support

14
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Once the account has been added, select “done” and close the accounts window.

o Set Up Your Email

alyson@oriongl.com
has been added

Did you know?
Outlook supports Google, Yahoo!, and iCloud accounts.

‘ Add Another Account ‘

You should now see both accounts on your outlook account.

Home  Organize  Tools

> All Accounts

> alyson@oriongl.com
> alyson@oriongl.com 1
> Smart Folders

> On My Computer

15
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Next, we are going to export your gmail account information within outlook. To do this, select
the “file” option in the top menu bar. Then, select “Export.”

@ Outlook Edit View Message Format Tools Window Help
New >
Open >
Close #BW
? All Accounts Other By: Conversations v ¥

~ alyson@oriongl
£ Inbox
[Z7 Drafts Folder >

=1 Archive Import...

= Sent

[il Trash Page Setup... \
E& Junk Ema

You will then deselect all of the buttons except for “Mail,” > continue

Export to Archive File (.olm)

What do you want to export?

© items of these types:

Mail | Tasks
| Calendar ~ Notes
| Contacts

I ltems in the category:

<>

Cancel @

16
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Then save the exported files to your computer.

Save archive file (.olm) as:

Save As: | Outlook for Mac Archive |

Tags:

Where: [#) Documents v

Once the file has been exported, select “finish.”

Export to Archive File (.olm)

v

Your data has been exported.

Export More @

Now that we have exported a .olm file, we need to delete the current google account that is
connected to your outlook so we can re-upload it. We want to do this so everything can be on
your outlook instead of connected to Google. Therefore, we are now going to go back to the
Outlook preferences > accounts in the top bar menu. Select the google account you added and
delete it from your outlook. You can then close out of the accounts window.

17
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[} Accounts
Show All

e ———————
Default Account
@ alyson@oriongl.com
alyson@oriongl.com

N alyson@oriongl.com 1
alyson@orlongl.com

#~ alyson@oriongl.com
\, Google Account

Account description: | alyson@oriongl.com

Personal information

Full name: Alyson Schutte
E-mail address:  alyson@oriongl.com

User ID:  alyson@oriongl.com

O

Delete the selected account

Delete Account?
g This account is also connected on other devices. Do you want to delete it from this device or

from all your devices?

Cancel ) Delete From All Devices ‘ Delete From This Device ’

R S N

Now, we will import the files you just deleted from outlook back onto your account. This way
you will forever have your google account emails, even if your google account gets deleted. In
order to complete this step, return to the top menu bar > file > Import

& Outlook Edit View Messa
New >
Open >

Close #EW

> All Accounts |
, %S
7 alyson@oriong  Saye As... %S

Save As Template... |
> Smart Folders P f

Folder > !
> On My Comput |
Export... -
Page Setup... |

Print... B8P

18
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You will then select Outlook for Mac archive file (.olm)

Import

What do you want to import?

~ Outlook 2011 data on this computer
" Outlook for Windows archive file (.pst)

° Outlook for Mac archive file (.olm)

Search for the document we just exported, select it, then press “import.”

Choose the Outlook for Mac archive file (.olm) to import:

oo~ = [ Documents & Q

Favorites
@ Recents
A\ Applications
[ Desktop
B Documents
o Downloads

Locations
¢ iCloud Drive

[} MBox ToP... &
@ Network Outlook for Mac Archive.olm
Document - 236.1 MB
Tags
® Red

@ Oranae I Created Yesterday, 4-
Cancel

Information

19
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Once your data has been imported, select finish.

Import

v

Your data has been imported.

Import More

Now, all of your data is on your outlook! In order to view your files, select “on my computer” in
the left column on your screen. Then open the file we just imported. You should see both
accounts that we exported, however, since your office 365 account is already connected to
your outlook, we do not need to keep these files. Therefore, you can right click on your office
365 account under “On my computer” and delete it. You can then view all of your emails on
your google account under the other drop down. It may take a few moments for emails to
begin populating depending on how many files you imported over. Another awesome hack to
make things more simple is if you open your google account that is now on your outlook in a
separate window, you can drag your folders over to your Outlook account and BAM! You have
all your information in one location just as you would if you had completed IMAP migration.

On My Computer ~ On My Computer

£ Inbox 2 Inbox
[ Drafts P Drafts
= Sent ~
- = Sent
Ull] Trash D

> [lllj Trash
L& Junk Email

G Jun

~ 7] outlook for Mac Arc...
» £ alyson@oriongl.c...

I ) Fj alvenn@nrinn <> l

Open in New Window

o

Outlook for Mac Arc...

- 7 alyson@oriongl.c...

» 3 ¢ ] Harvest

New Folder P Keep

Rename Folder ] .
Logins

Move Folder... g

Copy Folder... 7] Lowell Survey

Add to Favorites .
Sent Mail

-

Mark All as Read ] Trash

Apply Rule >
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