é % g @ j( % ’ Icr)ffrrlacren:;tionTechnology
HONG KONG BAPTIST UNIVERSITY & % R

Gmail to Outlook Migration Guide (Mas0S)

Part 1 - Download the export files by Google Takeout

Google
Signin

Use your Google Account

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

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)

Forgot email?

% Forgot Password

Password

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

English (Unted Kingdom) +

Log on Google Takeout
(https:/ /takeout.google.com) with your Gmail
account email address. Then click ‘Next’.

E V
« Google Takeout
Your account, your data. 3 _ Q Location History
Export a copy of content in your Google Account to back it up Your locations and settings from Location History. [m]
or use it with a service outside of Google.
B
CREATE A NEW EXPORT
1 Select data toinclude 45 of 46 selected .
Mail
Messages and attachments in your Gmail account in MBOX format. User
Products settings from your Gmail account in JSON format. More info
Deselect o
% B Multiple formats = All Mail data included
£ Access Log Activity
o Collection of account activity logs D
S e Q vors
‘may take longer 1o process. Your preferences and personal places in Maps D
. ]

Click ‘Deselect all’. Select the ‘Checkbox’ of Mail and click ‘All Mail

data included’.

e Tasks

Data for your open and completed tasks. Mare info [m]
Dratts
]
Mail content options INBOX/Chat mbox
- e Lab . - Important Voice
Froose specilie b onyour et L Vour saved Google Voice call history, messages and voicemalls as well as [
Inbox current linked numbers. More info
nclude all messages in Mall
9

Muted

Archived Opened

n YouTube and YouTube Music
Watch and search history, videos, comments and other content you've created [
[[] categary Farums on YouTube and YouTube Music More info

[[] categary Persanal 5

==

Select ‘Include all messages in Mail’ then click
‘0K’.

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

Click ‘Next step’.
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Part 1 - Download the export files by Google Takeout

2 Choase file type, frequency & destination

Delivary methad

Serd duwria link v omail

« 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.

size (From 1GB to 50GB) of a single file to be
downloaded. Then click ‘Create export’.
Note: lesser the size, more the files downloaded

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

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  Greatedon Available until Details
Mail
March 21,2022 March 28, 2022 * Download v
a7ma ;

Croate naw export

eve > Downloads =] 20 0 O~ Q
Narn P Date Added
 AiDrop > I Others 2022t "
@ Recents ‘.;Wﬁ
; X
N Honiizasone Open With >
(=) Desktop
Move to Bin
[ Documents.
@ Downloads e
Rename
Locatiens Duplicate
& (Cloud Drive Make Allas

Quick Look “takeout-20220715T0856462-001.2ip"

Copy

Share >
L o000

Tags...

Quick Actions. >

email. Open that email and select ‘Download’. You

9 When your export is done, you will receive an
may receive more than 1 file to be downloaded.

eve > Downloads =2 /-0 & 6~ Q
[ . Ot Adéed
v O 77 T
© fucents > 12 Others Foid 4012023 a1 533 P
S telsbons T takeout-20220715T0856462-001 20 B 2P rctvn a7 P
£ Dosktop.
[ Documents
® Downioady
iloud Drive

will be found. Remember the location of Takeout
folders for importing progress in Part 2.

(e.g. Downloads\takeout-2022051210927502Z-
001\Takeout\Mail\)

1 1 After extracting the zipped files, Takeout folders

Last updated: 22 July 2022

10

Right-click the takeout file, select "Open" to
extract every takeout file.
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Gmail to Outlook Migration Guide (Mas0S)
Part 2 - Import the export file to Outlook via Thunderbird

) Morilla Thunderbird Setup =

Please download Thu I‘Idel‘bird . Welcome to the Mozilla

Thunderbird Setup Wizard

This wizard will quide you through the installation of Mozilla
Thunderbird.

imended that you close all other applications

For Windows:
Please click: Thunderbird Setup 91.11.0.exe eSS
For Mac 0S:

Please click: Thunderbird 91.11.0.dmg

Cancel

1 2 Please download the Thunderbird. 1 Click the downloaded Thunderbird.exe/dmg file and
click ‘Next’.

&) Morilla Thunderbird Setup &) Meozilla Thunderbird Setup

Setup Type Summary
Choose setup options Ready to start installing Thunderbird

Choose the type of setup you prefer, then dick Hext.
‘Thunderbird will be installed to the following location:

O standard C:\Program Files\Mazilla Thunderbird

Thunderbird will be installed with the most common aptions. EEE Thandorbird 35 my dofult rad ppbcation
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 mail
14 15 application’ then click ‘Install’.

B LocalFolders (D Account settings X | @ Accountseup x
) Mozilla 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 o]
[¥ Launch Mozilfa Thunderbird now — -
Email address - L.
S "\ g
£B000004@ife hkbu.edu.hk @ €y ) ‘/ ¥
Yy
Password ur > {
seesese s = I \ﬁ;'_,}“ A '\.Jb
'_"/J \ >

Remember password

Configure manualty

Thunderbird address and password in the Account Setup tab,

1 Click 'Finish’ to the installation and launch 17 After launching the Thunderbird, enter name, email
then click ‘Continue’.
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Part 2 - Import the export file to Outlook via Thunderbird

© o © o

Awsisble carfigurat

0 nap
Kee yeu fokders and exnails synced omyvaur server

& weoming
D op gl com S5LATLS.

@ Outgaing
I s il com SSLTLS

& tmermarme.
28000004 He o bk

PoP3
Keep your fokders and amails on your eomputer

m,u_[} et (N

After showing " Configuration found in Mozilla ISP
database", click ‘Configure manually’.

INCOMING SERVER

Protocol:

IMAP M

Hostname:

\ Port:

l outlook office365.com

993

Connection security: SSL/TLS v
Authentication method: OAuth2 ~
Usermame: | 83000004@lifehkbu.eduhk

Input below info in INCOMING SERVER.

Protocol IMAP

Hostname outlook.office365.com
Port 993

Connection security SSL/TLS
Authentication method OAuth2

Username email address

s
™
Tt L = Hostname: smtp.office365.com
Port: 587 S
Connection security: STARTTLS v
Authentication method: OAuth2 v

88000004 @life.hkbu.edu.hk

swams > Username:
P ——
- Advanced config

Re-test I

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

Cancel

Re-test

wore fourd by probing the.

autlaskoffice305 com
o [
ssms
hunk2

BAOOODDle kbasecs hk

smip.office365.com
sar [&

STARTTLS

OAuthz
BAOO0O0AGE e Hikbet ks ik

Jrane—

2 Hostname smtp.office365.com
Port 587 or 464
Connection security STARTTLS
Authentication method OAuth2

Username

email address

21

After showing the green text box “The following
settings were found by probing the given server”,
then click ‘Done’.

B Microsoft

88000004 @life hkbu.edu.hk

Permissions requested
Thunderbird
won werbird net

This application is not published by Microsoft
or your organization.

This app would like to:

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

Last updated: 22 July 2022

Click ‘Accept’.
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Part 2 - Import the export file to Outlook via Thunderbird

B3 ool Folders (D ccoumseings

X[ @ accounesenm x

+ Account successfully created

You can now use this account with Thunderbird.
You can improve th

<P figuri 9

E2 testing BH000004Dlife hkbu sd bk

B Accountsettings. @ End-to-end encryption

# nddasignawre ¥ Dewnload dictionaries

linked services

10 get the most out of yoi

@8 Connect to a CardDAY address book
@ Connect to an LDAP address book

8 Connectta a remote calendar

%

prro- e Ay
| System Integration x

Use Thunderbird as the default client for:
() e-mait

[] Newsgroups

.| [ Feeds
yies -

ba | Calendar

\ays perform this check when starting Thunderbird
| St

Click ‘Finish’.

Uncheck ‘Always perform this check when starting
Thunderbird’. Then select ‘Skip integration’.

U ﬂ-ﬂ
+ nNew

B Arachments »
Comespondents
Gmadl Team it X b @ »
Gmai Team Q s N
Gmad Team & pint o
‘Academic Regity - Undisgradste studies Section B S N
Google B Empty Trash

‘Acadermic Regisiry - Undergraduate Studies Section
Academic Registry - Undergraduate Studies Section
WPDI Programme Survey System

& Add-ons and Themes
@) Account settings

WPOI Programme Survey System & Preferences
USA Disney Intemship Programmes file >
WPDI Programme Survey System View >
NI B S St o N
Message >
Tools >
@ el >
O i

% Addomstansger X |

e —

¥ Recommendatians Personalize Your Thunderbird o

& Extensions Extensions and themes are like apps for your browser, and they let you protect passwords,
download videos, find deals, block annoying ads, change how your browser looks, and much

»7 Themes more. These small software programs are often developed by a third party. Here's a selection

recommends for

security, and functionality.

Addon Compatibility Check for T8 91
byopto

Add to Thunderbird

Thunderbird Conversations
by Jonathan Protzenko

Add to Thunderbird

Click the ‘Menu button’, select ‘Add-ons and
Themes'.

Type “ImportExportTools NG” in the search bar and
press ‘Enter’.

| —— X | 8 impon= search = adban. X

i - US andec b e mgont

g Add-ons

EXTENSIONS THEMES COLLECTIONS MORE—

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

Search Results for "import”

cATEGORY levamsa | bt s | o e | st | bore
Al add ons

£ importexportToals NG o
" falders {NextGen) Thunderbird

WORKS WITH

Ay Thundsrbied
Al Systerms

TAG
Al Tags

126 meniching results

ur own.

Add Tools NG? Thi
Wa permissionto:

Have full, unrestricted access to Thunderbird, and your
computer
Lear more

Lo
L]

ImportExportTools NG was added

Find “ImportExportTools NG" and click ‘+ Add to

Thunderbird’.

Last updated: 22 July 2022

Press ‘Add’ and ‘OK!’.

Page 5 of 7


https://ito.hkbu.edu.hk/usbe/

é % g g j( % ’ Icr)wfgncrensgtionTechnology
HONG KONG BAPTIST UNIVERSITY & % R

Gmail to Outlook Migration Guide (Mas0S)

Part 2 - Import the export file to Outlook via Thunderbird

B tocaiFaiders | ¢ Add-ons Manager X | % impon= searchzAdd-an: X
=) v #wie Qo @ g v
Fokders

~ 2 8200000581, Mucduhk
9 box 427)
v fomal

[ Local Folders

Set Up Another Account
O Email

Expor i the foiders
Export

Search and expert kriticn preferences,

Import mbox fle [

Copy folder path on disk
Open directory where i the foder file:

AboutMozillaThe  Ogtions
Help

Files mbox import x

@ Calendar Diorha e ngrt Wy N Feeds

) Import directly one or more mbox files

m:w: one or more mbox files, with its/their subdirectory
gram iect ust the mbox file, the directoty with the same name
| “sbd” will be. impor if it exists.
oo i com () Select a directory where searching the mbox files to import
) Select a i i impo

|| Open filepicker in profiles'directory

d oK [: Cancel
If you like Thunc

n source, freefor 7
want it to stay secure and become even better. A donation will donation. The best way for you to ensure Thunderbird rem
¢ for infrastructure, and continue to improve.

Return to Inbox tab and Right-click on ‘Local
Folders’, then select ‘ImportExportTools NG’ and

Select ‘import one or more mbox files, with
3 1 its/their subdirectory’, then press ‘0K’.
click ‘Import mbox file’.

3 Al mail Including Spam and T ‘ B B = o X
o '.“u < me W B 8 a C Get Messages | v # Write  [JChat {&) AddressBook  © Tag v W QuickFitter | O Search «Ctrle i =
A AR = Othars @ wrchive_biowser Mt Folders e bk [ e @ Subject Date -]
Lol W CEO = s serieas B =
0 xh 1 takmout-202..8482-001.tip =] @life.hkbu.edu.hk
é rama > [ Inbox °
> [ Trash .
"
O aun® ~ £ Local Folders .
[E] Templates
- = °
. Allmail inciuding Spam and & Archives
num b 1 Trash °
o - ettt [£] outbox °
Allmail | Spam and Trash.mbox (18823)
aex a B ncluding Spa °
°
° v

Go to the takeout downloaded in Part 1, select the After importing all the message from the mbox
3 2 ‘takeout folder > Takeout > Mail > the mbox file’ 3 3 files. Now, you can move emails to Outlook inbox.
(Chat.mbox is just an example, you can import any
or multiple mbox file in one time)

Folders
Mew Folder >
v .oa@lifehkbu.edu.hk
> B2 Inbox ImportExportTools NG >
> [ Tash Get Messages Name:
v 3 Local Folders Open in New Tab From Gmail
Templates Open in New Window
= Archives Search Messages...
> T Trash Subscribe... Create as a subfolder of:
-
Mew Folder... .
£ All mail Including Spam and Trasl — O [y EdInbox on = p@life.hkbu.edu.hk W
Mark All Folders Read
Settings
Create Folder Cancel

To create a new folder under your HKBU account by Create a new folder name as "From Gmail”
right clicking the BU mailbox > New folder.
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B3 Al mail Including Spam and Tr
D At e | m@ - o x
) Get Messages | v #Write  CJChat [&] Address P ot Mumagms [~ #uiee Cichat (B Aok | ©Tog v ok e 5
Foders e Uk B e Sue Comupendents !
.a ey . Emew - - nzz0son vzrom
Folders e pp= . S— T
© bem v - = s 255
v &2 1 @life.hkbu.edu.hk A= . Fl. S A - nzz o0 3317w
- . r———
~ (3 Inbox Hees . e | m o= e -
> B e . - 022000 3470
£ From Gmail D e 5 e o -
> [ Trash . R SR e -
. P
~ [ Local Folders e - sy
. - — - 2022030 4P
Templates 5 Lo - ] = =
= Archives . - - 81 2022-00-08 502 P8
202203 00 5267w
> [i] Trash m'e [ — [EE——
Outbax ‘0 mmm—— s mmew
. 2022030k €7 P
B .Ilnﬂlnci-i-jSpana-l'ImslunlnxUmﬂ)I . B o-om o s cms - nz2.on cauem
. e
- mu S anwmem
— s o mnswmere
- - Seeed 1000 | Toust en

Select the folder ”All mail Including Spam and Select a maximum of 1,000 emails each time when
Trash.mbox". 3 7 doing the transfer.

A Selecting over 1,000 emails, the transfer process
will cause problems.

[ 3 et nchtio Spam s 5| 8B o x
Panoneges [v £ wee ot Wadestonk | O Togv. F oick e B = O nName Date modified Type
Folders. - b o Corresg e N
. CHLOES — = < I Takeout 21/3/2022 6:44 pm File folder
S . 2630127
@ . e :
- 022 6
3 From Gmak & TR Date created: 21/3/2022 6:45 pm
A e somseiree . [ o e Size: 10.8 MB
0 et et . 220308353 Folders: Mail
8 e o 4 H : s amm Files: archive_browser
B - 2 = o0 30w
69 Outten Aecive. B O et 5 TT 20000008, 435 .
£ A s inchuding Spam and Trash b (18821) B el X | 20220068, 436 T
o T T — gy 202203 08 4367
£ Lol fokien > B e [ ] [y | 22430 430
—= e 222308 s
. e s
i s sarm
prpe—
mom L 20020308 3040
W - zas o352
>
)4 = 202000, 601 0
w2030 saur
s = prp———
e wrerm
zasm st
- ‘mﬁm Totat 18633

Right click the selected message, select and click Delete all zipped files, folders relevant to Gmail
Move To > your HKBU mail address > Inbox > New folder 3 9 migration and Thunderbird if all email migrated

(e.g. From Gmail). successfully.

Repeat steps 36 to 38 until the source folder under
Local Folders is empty. If you don’t have enough
time to complete all batches at once, you may close
the Thunderbird and computer and continue again at
your convenience.
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