HHEEG KE
HONG KONG BAPTIST UNIVERSITY

Office of
Information Technology

al B E

Gmail to Outlook Migration Guide

Part 1 — Download the export files by Google Takeout

Google
Signin
Use your Google Account

Email or phone =
[ 88000004(@life.hkbu.edu.hk

Forgot email?

Not your computer? Use Guest mode to sign in privately.
Leas

English (Unted Kingdor)

Forgot Password

Login

Please enter your Hong Kong Baptist University SSOid and Password to
access G Suite.University Privacy Policy Statement

SS0id (please exclude @hkbu.edu.hk/@life.hkbu.edu.hk)

Password

(https://takeout.google.com) with your
Gmail account email address. Then click
‘Next'.

1 Log on Google Takeout

2

For security reasons you will be prompted
to confirm your identity via 2FA. Follow the
on-screen instructions to proceed.

< Google Takeout
Your account, your data.

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

CREATE & NEW EXPORT

1 Select datato include 45 of 46 selected

Products.
r—
Py ——— s
Collection of sccount activiy logs ]

(@ Bue to the size of content found in the Access Lo Activity product, experts
may take longer 1o pracess.

B Mt

Q Location History
Your locations and settings from Location History. D

B
Mail

Messages and attachments in your Gmail account in MBOX format. User
settings from your Gmail account in JSON format. More info

B Multiple formats ~ := All Mail data included

Q Maps
Your preferences and personal places in Maps D

]

Click '‘Deselect all'.

4

Select the ‘Checkbox’ of Mail and click ‘All
Mail data included'.

Drafts
Mail content options INBOX/Chat. mbox

Important

Choose specific Label for your export

Inby
Im:\ude all messages in Mail nbex

Muted
Archived Opened
[] categery Forums

[[] category Personal

e Tasks

Data for your open and completed tasks. Mare info [m]

e Voice
Your saved Google Voice call history, messages and voicemails as wellas [ ]
current linked numbers. More info

D YouTube and YouTube Music
Wiatch and search history, videos, comments and other content you've created [
on YouTube and YouTube Music More info

==

click 'OK.
(You may also uncheck this option if you
need to export email with specific Labels)

5 Select ‘Include all messages in Mail’ then
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Click ‘Next step".
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2 Chease file type, froquency & destination

Delivery methad

Serd ]

<« Google Takeout

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

maximum size (From 1GB to 50GB) of a

7 For the File type & size, you may select the

single file to be downloaded. Then click
‘Create export’.
Note: lesser the size, more the files downloaded

8

Google is creating the copy from Mail. The
process may take several hours or days. You
may close your PC. If the copy is done, you

will receive an email with download link.

<« Manage your exports

Before you copy your data to anather service, check that company's data export policies.
Make sure you can take your impaortant stuff, ke your photos or centacts, with you if you
ever want to leave that service.

Avold downloading your exports onto public computers or saving them where athers can
see them

Visit your Goagle Account to explore other ways to manage your data, including deleting
your Account.

Export Created on Available until Details.

Miail
March 21,2022 March 28, 2022

* Download v
a7me %
Croate new export

Customer Success - General # Today {1}
[ o1 21 takeout20220321T1038142-001 2170
Open
Last week (12)
¥ Downloads L Open in new window
» Thi * rliee this manth (28)
This PC Earler this menth (28 @ shae with Siype
Microsaft Frantiine Worker . # Last month (18)
S Extract Al
an
) Pin o Star
¥ ocuments
qc £ scan with Microsoft Defender...
H
o 1 Share
Screenshots Open with
[ Microsoft Give access 1o
Microsoft Frontline Worker Jun RESI08 Previous wertions
& OneDrive - SOS Graup Limited Sendto
W Geskiop cut
& Documents oy
Microsaft Teams Chat Files
otebook Create shortcut
otetioaks
Delete
& Pictures. _l
Rename
25items 1 item selected 3172 MR
Properte:

9

When your export is done, you will receive

an email. Open that email and select
‘Download’. You may receive more than 1
file to be downloaded.

O nName Date modified Type
[ Takeaut 21/3/2022 6:44 pm File folder
Date created: 21/3/2022 645 pm
Size: 10.8 MB
Folders: Mail

Files: archive_browser

11

Last upda

After extracting the zipped files, Takeout
folders will be found. Remember the
location of Takeout folders for importing
progress in Part 2.

(e.g. Downloads\takeout-20220512T092750Z-
001\Takeout\Mail\)

ted: 12 May 2022

Go to Download folder and extract every

takeout file and save it to your favorite

1 O location.
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. ) Mozilla Thunderbird Setup -

Please download Thunderbird: ; ,
Welcome to the Mozilla

Thunderbird Setup Wizard

This wizard will guide you through the installation of Mozilla
underbird,

For Windows: q
Please click: Thunderbird Setup 91.11.0.exe :

nded that you dlose all other applicatons
g Setup. This vall make it possible to update
system fikes without having to reboot your
‘.

Click Next to continue.

For Mac OS:
Please click: Thunderbird 91.11.0.dmg

1 2 Please download Thunderbird

Click the downloaded Thunderbird file and
1 3 click ‘Next’.

&) Morilla Thunderbird Setup

Setup Type
Choose setup options

Choose the type of setup you prefer, then dick Hext.

O standard
Thunderbird will b installed with the mast common aptions.

L) Mozilla Thunderbird Setup

Summary
Ready to start installing Thunderbird

‘Thunderbird vall be Installed to the follawing location:

C:\Program Files\Mazilla Thunderbird

D) Custom
‘You may choose individual options to be instaled. Recommended far experienced
users.

Click Install to continue.

Select the Standard setup and click ‘Next'. Uncheck ‘Use Thunderbird as my default
1 4 1 5 mail application’ then click ‘Install’.

[ Local Folders (D Account settings X | @ Accoun sewp x

%) Morzilla Thunderbird Setup -
Completing the Mozilla Set Up Your Existing Email Address
Thunderbird Setup Wizard

To use your current email address fill in your credentials.

Thunderbird will automatically search for a working and recommended server configuration.
Mozl Thunderbird has been installed on your computer.
Click Finish to close this wizard. Your full name
testing (0]
[¥ Launch Mozilta Thunderbird now — -
Email address - L.
88000004 life.hkbu.edu.hk 0] >~/ 7\ /‘4
£B000004@ ife hkbu.ecu. [ T 5 ¥
& |
- 4
Password r > {
sesscees ﬁl ) t"\ b
7 N
C_/ =]

Remember password

Click ‘Finish’ to the installation and launch After launching the Thunderbird, enter
Thunderbird name, email address and password in the
Account Setup tab, then click ‘Continue’.
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Kee yeu fokders and exnails synced omyvaur server Setup docementation

& weoming
D op gl com S5LATLS.
®

Outgeing
I s il com SSLTLS
& tmermarme.
28000004 He o bk

PoP3
Keep your fokders and amails on your eomputer

After showing "Configuration found in
1 8Mozi|la ISP database", click ‘Configure

manually’.

Protocol: IMAP e
Hostname: l outlook office365.com

Port: 993

SSL/TLS =

Connection security:

Authentication method: OAuth2 ~

| 83000004@lfehkbueduhk

Username:

19

Input below info in INCOMING SERVER.

Protocol IMAP

Hostname outlook.office365.com
Port 993

Connection security SSL/TLS
Authentication method OAuth2

Username email address

p—
o >, 2 Hostname: smtp.office365.com
Port: 587 S
Connection security: STARTTLS v
Authentication method: OAuth2 v

Username: 88000004 @life.hkbu.edu.hk

Re-test I

Cancel

Advanced config

Input below info in OUTGOING SERVER.
If finish all entries, click 'Re-test’.

s wore fosne by prabing the:

Hotrame: aulaskoffce 365 com
o o [
Commctonseasty | SSLTIS

Authostication methoct | OAeah2

[ E00000AIe hidsecshk
[

- smip.office355 com

P sa7 [

[— oty STARTILS

Auherteation metbect OMth2

uuuuu rame: BAOO0004@ e hkbuedu ik

Jratep—

s o

After showing the green text box "The
2 0 Hostname smip.office365.com 2 1 following settings were found by probing
Port 587 or 464 the given server”, then click 'Done”.
Connection security STARTTLS
Authentication method OAuth2
Username email address

B Microsoft
88000004 @life hkbu.edu.hk

Permissions requested
Thunderbird

voww thunderbird net

L L]
HONG KNG BAPTIST LNVERSITY

This application is not published by Microsoft
or your organization.

This app would like to:

rice and privacy
theic

statement. The publisher has not provided finks to
- You can charge

For security reasons you will be prompted Click ‘Accept’.
to confirm your identity via 2FA. Follow the
on-screen instructions to proceed.

22
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B3 Lol Folders D Accountsettings %[ @ accounesenn x

+ Account successfully created

You can now use this account with Thunderbird.
You can improve the exp: figuri s

T A ek

2 testing BH000004DIs kb adu bk pre-
| System Integration x

# Accountsatings =0 End-to-end encryption
ey e mmn T e Use Thunderbird as the default client for:
# ndd asignatre % Download dictionaries. TR T .
. () e-mait
o B Simendmmeee [ | Newsgroups

Connect your linked services

sl
expe

¥ Feeds

ces to get the most aut of your Thunderbird

fies

ba | Calendar

@ Connect to a CardDAV address book
B Connert 0 an LDAP akdress book \ays perform this check when starting Thunderbird

8 Connectto a remote calendar ‘
| Set as Default | | Skip Integration

%

Click ‘Finish'". Uncheck ‘Always perform this check when
starting Thunderbird'. Then select 'Skip
integration”.

- a
o8 b T

B swachrments »

Comresponents
" y g .

el Team . LU 2 Recommendations  Personalize Your Thunderbird s
G eam Qe )
Gmadl Team Prink oulep B 3
Acadarmic Regity - Undergraduste snidies Secion & v & Extensions Extensions and themes are like apps for your browser, and they let you protect passwords,

£ sove ts > download videos, find deals, block annoying ads, change how your browser looks, and much
Google B Empty Trash 7 Themes more. These small software programs are often developed by a third party. Here's a selection
Academic sty - Undergraduate Studies Section recommends for security, and functionality.
Acadimic Regity - Undergraduae Shudies Secion - Add-onsand Themes
WPDI Programma Survay Syem ) pesout setings '.- Addon Compatibility Check for T8 91 TS
WPDI Programme Survey System ¥ Preferences by
USA Disney Inermsbia Proggammes e >
WP Programme survey System View B disp
B B S o ) detail

Message. > hhkhk
Tools >
@ heip s
© it - ik Seaid Add to Thunderbird

Click the ‘Menu button’, select ‘Add-ons Type "ImportExportTools NG" in the search
and Themes'. bar and press ‘Enter’.

| —— X | # impon:sewch=add.an X -
- =] X

USSR T < * 2]

Add Tools NG? Thi ill b

Wa permissionto:

‘ Add-O ns — Have full, unrestricted access to Thunderbird, and your

computer
EXTENSIONS THEMES COLLECTIONS MORE— Lear more

‘Walcome to Thunderbird Add-ons. Add extra features and styles to make Thunderbird your awn, x

Search Results for "import”
ur awn.

catesomy ek | it s | o v | et | M
A adons

#@® B - o x
X3 importExportTools NG e
% adds ol essay

g and folders (NexiGenl Thunderbird k KB ImportExportTools NG was added
L3

WORKS WITH
Ay Thundsrbied
Al Systerms HEW 780

TAG
Al Tags

126 meniching results

Find "ImportExportTools NG" and click "+ Press ‘Add’ and 'OK!".
Add to Thunderbird'.
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B tocalFelders (@ AddomMags X | impon= sewch:Addan X

=) v #wie Qo @

foders -

~ 2 8200000581, Mucduhk
9 box 427)

v sl

[ Local Folders

Settngs

About Mozilla The

T

Files mbox import x

) Calend: N Feed:
B Colendar |t N Feeds

) Import directly one or more mbox files

m:ooﬂ ‘one or more mbox fles, with its/their subdirectory
‘gram Jlect just the mbox file, the directory with the same name
ion *sbd” will be. imported, ifit exists.
ail messages, add : )
oo et ) selecta directory where searching the mbox fles o import
() Select a dir i impor

|| Open filepicker in profiles'directory

d oK [: | cancel
If you like Thunc

n source, freefor ¥
want it to stay secure and become even better. A donation will donation. The best way for you ta ensure Thunderbird rem
¢ for infrastructure, and continue to improve.

Return to Inbox tab and Right-click on

3 O’Local Folders', then select
'ImportExportTools NG’ and click ‘Import
mbox file'.

31

Select 'Import one or more mbox files, with
its/their subdirectory’, then press 'OK'.

4 « takeout-20220321T103914Z-001 > Takeout > Mail

~

:enshots ~ O Name

ssoft || Chatmbox

rosoft Frontline Worker Jur

Wivia - COC Crain |imitad

[ Chatmbox 2 Add-ons Manager >
CPGet Messages | v # Write C)Chat [@)AddressBock O

Folders e | &y ‘ [ Unread gy Starred  §
~ (3 88000004@li...kbu.eduhk |y 5 B = @ Ssubject
£ Chat.mbox (9)
[%) Drafts
~ B3 (Gmailf
[ Drafes
% Sent Mail (3)
© Al Mail (427)
& Spam
[ Trash
9 Important (37)
[ Starred
[ Local Folders.
1] Trash
5] Outbox
[ Chat.mbox (9)

e e 0 0 0 0 0 0 o

Go to the takeout downloaded in Part 1,
3 2 select the ‘takeout folder > Takeout > Mail
> the mbox file’
(Chat.mbox is just an example, you can
import any or multiple mbox file in one

time)

33

After importing all the message from the
mbox files, drag the ‘'mbox folder’ to the
Inbox (or any folder) under hkbu.edu.hk

[ Chatmbox 4 Add-ons Manager X | % import: Search :Add-on: X
PGet Messages v # Wite  CJchat [)addressBook T Too v | W Quick Filter |

Folders & RAuUnead fyStared [@contact ©Tags [ Atachment
~ (R 88000004@%i. kbueduhk §y w @ w @  Subject
~ [ Inbox (427) °
£ Chat.mbox (9)
@ Drats
~ B (Gmail]
[ prafts
G sentMail 3)
B All Mail (430)
& Spam
[ Trash
T Important (37)
[ Starred
[ Local Folders
T Trash
Qutbox
B9 Chat.mbox (9)

O Name Date modified Type

[ Takeout 21/3/2022 6:44 pm File folder

Date created: 21/3/2022 6:45 pm
Size: 10.6 MB

Folders: Mail

Files: archive_browser

The previous emails and folders now are
3 4 copied to Outlook Inbox.

Cross check if all emails are migrated

successfully.

Last updated: 12 May 2022

Delete all zipped files and folders relevant
3 5to Gmail migration if all email migrated

successfully.
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