G Suite Sync for Microsoft Outlook

G Suite Syncallows users to use Microsoft Outlook with Google Apps. When setup and configured, G Suite Sync will
synchronize your email, calendarand contacts between Gmail and Outlook in real -time. You can access the same
information atany time from eitherinterface.

If you are interested and would like to use Microsoft Outlook, on your classroom or office computer, as opposed to the
Gmail webinterface, you can. Follow the steps outlined belowto set up G Suite Syncon your computer.

NOTE: This process will walk you through configuring G Suite Syncon the computeron which you are logged on. If you
would like to use Microsoft Outlook on other (district) computers that you use, you will need to run through this setup
at each of those computers. Microsoft Outlook and the G Suite Syncplug-in are already installed on district Windows
based computers.

Setting up G Suite Syncwith Microsoft Outlook:

1. Clickon the Start Menu, scroll down and expand the G Suite Syncfolder. Clickon “Setup a G Suite Syncuser”
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2. EnteryourEVIT email address and click “Continue”

Sign irf with your Google Account.

Email address:
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3. Enter your email address and click “Next”
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To continue, Google will share your name, email address,
language preference, and profile picture with G Suite Sync
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review G Suite Sync for Microsoft Outlook®'s

privacy policy and terms of service.

4. EnteryourEVIT email password and click “Next”
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In orderfor Microsoft Outlook to sync your Gmail email and calendar, you must give G Suite Sync permission to access
and manage your Gmail account.

5. Inthe “G Suite Syncfor Microsoft Outlook” screen, you will see alist of items that G Suite Syncisrequestingaccess
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This will allow
G Suite Sync for Microsoft Outlook® to:

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

® Manage mailbox labels @

@ Insert mail into your mailbox ®

6. Scrolldownto the bottom and click the “Allow” button.

O Create, edit, organize, and delete all your tasks (_T)

Make sure you trust G Suite Sync for Microsoft
Outlook®

You may be sharing sensitive info with this site or app.
Learn about how G Suite Sync for Microsoft Outlook® w
handle your data by reviewing its terms of service and
privacy policies. You can always see or remove access|in
your Google Account.

Learn about the risks
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7. Clickon the “Create profile” button.
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[ send crash reports and usage statistics to Google
Help make G Suite Sync better by automatically sending usage statistics and crash reports to Google.
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8. Clickon the “Start Microsoft Outlook” button to open Outlook. An active Google Syncicon will load on the desktop
upon opening Outlook.
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G Suite Sync'setup is complete

After starting Misrosoft Qutlook® get help at any time by dicking
the G Suite Sync idgn in your system tray and choosing OnlingAelp.
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9. Click “Yes” to set Outlook as your default emailand calendar client on your computer.
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10. You will notice a “Synchronization Status” window. This window displays your items being synchronized from
Google. When complete]the items will displayed as “Synced”. Click “Close” when the processis done.
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NOTE: The initial sync of your email and calendaritems may take a few minutes to complete, justdepends on the

amount of items that have to be synced. Every useris different. Itis recommended that you allow up to 30 minutes
for theinitial syncto complete.

11. Oncethe sync has completed, you are ready to use Outlook to manage email, calendar, and contacts.

BEo- Tnbo - Google Apps - techstuff et com - Outock
HOME | SEND/RECEME  FOLDER  VIEW

E gy B X QR G ey [t BN el on P e

7 Clean Up ~ TeamEmal ¥ Done &
New  New Delete  Regly Regly Forward [gore- |0 ~ Mave Rules OneNote Unresd/ Catsgorize Follow
[ are +
Erail Ttoms S dunk ) ] L ReplyiDelste £ Crete New v VRS ¢
New Delete Respand Quick teps 5 Mave Tags
<
4 Favorites Search Curtent Mailbox (CH+E) £ [ Curert Milbos € Reply €2 Reply Al ) Forvand
Tnbax 19 Al Unread ByDate ©  Hewest b | o £/22/2018 2:04 PM
Sentlems 4 Today Google
Deleted . ) -
eletea ftems Google Apps Sync Team New sign-in from Firefox on Window
How to get startectwith Google Apps Sync 1200 PM

To techstaff@evit.com
Dear Google Apps Sync user, Thanks for installing
4 Google Apps - techstaffiBevit.com @ Click hers to download pictures, To help protect your privacy,

Tifirs 10) 4 Last Week message,
Drafts Google
SentHems New sign-in from Firefox on Windows Wed 8/24
Deleted terns [¥] right-cck
[Archived] Google :
Junk E-mail New sign-in from Firefox on Windows Wed 8/24
Outber New sign-in from Firefox on Wir
RSS Feeds Google Hangouts
e e el
. . Hi Tech,
techstaff@evit.com
Google Your Google Account techstaff@evit.com was just used
Mew sign-in fram Firefox an Windows Mon 622
4 Oider 1 Tech Staff

12. To access yourcalendar, clickon the “Calendar” option on the bottom-left corner of the interface.
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You can create and modify eventstoyourpersonal EVIT calendardirectly through this interface. These events will sync
to your Gmail calendarinreal-time.
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For quick access, pinthe Outlook shortcut to the start menu.

13. Clickon the Start Menu, scroll down and right-click on “Outlook 2016” and select “Pin to start”
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