TECHNOLOGYSOLUTIONS

How do | Configure My bMail Account on Outlook 2016 Using the Google G Suite
Sync Tool?

NOTE: The G Suite Sync Tool may not be compatible with all pre-installed versions of Microsoft Outlook. If the Sync
Tool does not work with your current version of Outlook, you may consider installing the version from Campus Software
Central.

When opting to use the Campus version, we recommend:
- Uninstall the pre-installed Outlook, then rebooting your computer
- Follow these Campus instructions for downloading and installing MS Office/Outlook.

Step Procedure

1 Start with your Outlook closed. G Suite Sync will not set up with your Outlook instance open. You will also
need to have IMAP enabled in your bMail account. Instructions for this can be found here.

After you've enabled IMAP, download the G Suite Sync Tool here. After the tool downloads, allow it to run
and install on your computer.

G Suite

G Suite Sync for Microsoft Outiook®

G Suite Sync for Microsoft Outlook® allows you to use Microsoft Gutiook® Download G Suite Sync

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 Version 40.15.0
interface they prefer for email, contacts, calendar and notes ==

The G Suite Sync download includes G Suite Migration for Microsoft System requirements:
Qutlook® to import existing data to Google. Requires G Suite, G Suite for Education,
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Set up G Suite Sync or G Suite for Government Open File - Security Warning ﬁ
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Windows Vista (32 bit) SP1

Windows Vista (64 bit) SP1 Do you want to run this file?
Google Apps Sync for Microsoft Outiook @ e

Windows 10 (32 and 64 bit]
LB ! @ MName: ..s\_edwin\Downloads\googleappssyncsetup, exe

Help and information fer

Microsoft Outlook 2003® SP3 Publisher: Gooale Inc
Microsoft Outlook 20078 SFZ (or SP1
with hotfix)

Microsoft Outlook 20108 (32 and 64 bit) Type: Application

Microsoft Outliook 2013® (32 and 64 bit)

Microsoft Outlook 20168 (32 and 84 bit) From: C\Users\_edwin\Downloads\googleappssyncse...

Run [ Cancel |

More about system requirements
Help with installation

Currently using Google Apps Free Edition? Aways ask before opening this file
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While files from the Intemet can be useful, this file type can

T
I\\QJ potentially ham your computer. Only run software from publishers
= you trust. What's the rigk?



https://software.berkeley.edu/home
https://software.berkeley.edu/home
https://docs.google.com/document/d/1oM4eeN3We2eXD3ePB1w9rNFFwZwztUneT4NbvgBXhjI/edit
http://technologysolutions.haas.berkeley.edu/howdoi/Files/bconnected_docs/enable_IMAP.pdf
https://tools.google.com/dlpage/gappssync

How Do | Configure My bMail Account on Outlook 2016 Using the Google Apps Sync Tool? (Continued)

Step Procedure

2 | After the tool installs, sign in with your Berkeley address. NOTE: Make sure the Remember me box is checked.
(CalNet authentication may be required.)

i N

Please sign-in to Google Apps Sync

Help

Google
Sign in with your Google Account.

Email address:
oski_bear@berkeley.edu

[¥] Remember me

Continue \4 [ Cancel

L AT

Step Procedure

3 | Allow the tool to have access to your bMail and other apps.

~ G Suite Sync for Microsoft Qutlook® would like to:

M Read, send, delete and manage your email

L View and manage the files in your Google Drive

View your basic profie info

Manage your calendars
“iew your calendars
B Manage your contacts
Manage groups on your domain

Manage the email settings of users on your domain

“iew and manage the provisioning of users on your
domain

@ Manage messages in groups on your domain

Manage the emai messages of users on your domain

@ Manage your tasks

this app and Google to use your information in accordance
senvice and privacy policies. You can change this and other

y time.

By clicking "Allow”, you allow
ot ! p




How Do | Configure My bMail Account on Outlook 2016 Using the Google Apps Sync Tool? (Continued)

Step Procedure
4 On the ensuing dialog box, click on Create Profile.
f Y
53 Set Up Google Apps Sync for Microsoft Outlook® M
Create a Google Apps profile in Microsoft Outlook &
[ tmport data from an existing profile
Outlook
Email messages Contacts
Deleted messages Calendars
Junk email Motes, journal entries, and tasks
If you uncheck this option, you can import your data later.
Learn more
[ send crash reports and usage statistics to Google
Help make Google Apps Sync better by automatically sending usage statistics and crash reports to
Google.
Learn more
Turn AutoArchive off
Autoarchive either removes old email from Google Apps Sync or stores it in a separate file on your
computer that isn't synchronized with your Google account in the doud. To keep a copy of all your
archived messages with your Google account, turn AutoArchive off and place messages you want to
archive in your Google Apps Sync Archived folder (available in Microsoft Outlook® when using Google
Apps Sync).
Learn more
[ Create profile \
AR
i\
Step Procedure
5 | The Sync Tool is now ready to begin syncing your data. Click on Start Microsoft Outlook.
r Y
i) Set Up Google Apps Sync for Microsoft Outlook® M
Google Apps Sync setup is complete
After starting Microsoft Outlook® get help at any time by dicking
the Google Apps Syncicon in your system tray and choosing Online
Help.
[ startMicoseft Outiook
i)\
¥
Step Procedure
6 | As Outlook opens, it will create a new profile for your bMail account. Click OK.

Profile Name: ogki_bean@bﬂlaeley.edulz‘

Cancel ] [0ptions>>

Loading Profile




How Do | Configure My bMail Account on Outlook 2016 Using the Google Apps Sync Tool? (Continued)

Step Procedure
7 The sync process should now begin. You can see your progress with the Synchronization Status box.
2 Synchronization Status - oski_bear@berkeley.edu 2
Google Contacts . <)
Initial download in progress. Re-sync
Google Calendar L&l | fd
Initial download of calendar 1 of 10 (Calendar). Re-sync
Google Mail J e
Initial download in progress. Re-sync
E Show more
Open this window when Microsoft Outiook(® starts Help
Step Procedure
8 The Google Apps Sync Tool will run in the background each time you open Outlook. You can check on its status

by going to your system tray and clicking on the GAPPSYNC icon.

E B [
7 @ B [

Customize...




How Do | Configure My bMail Account on Outlook 2016 Using the Google Apps Sync Tool? (Continued)

Step

Procedure

9

By default, Google Apps Sync will synchronize 1 GB of data at a time. You can choose to change this limit by
right-clicking on the GAPPSYNC icon and choosing Set mailbox size limit.

The ensuing dialog box will offer you options for 1GB, 2GB, 4GB or Unlimited — choosing 1GB allows you to sync
data at the fastest rate, while Unlimited syncs the slowest.

r4) Set Mailbox Size [

Choose how much mail to store on your local computer
(Microsoft Outlook® runs faster with a smaller local mailbox).
Mote that all your mail is available from the Google Mail web
interface, regardless of what you set here, You cannot set a
mailbax size limit smaller than the current size of your

mailbo,
Set mailbox size limi
Select calendars t _
elect calendars to ) 1GB (fastest)
Wiew sync status... i) 2GB
1 4GB

Modify P5T/logs fold ths... -
odify /logs folder paths @ Unlimited fslowest)

Online help...
About...

Help [ QK ] [ Cancel




