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Configuring Google Workspace
Email in Outlook

Utilize the Google Workspace Sync Tool to configure your
Google Email
If your email provider is Google and you have a Google Workspace company email, you will

need to use the Google Workspace Sync tool that has been pre-installed in your hosting
environment.

1. Start by searching for Google Workspace in the start menu
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2. Select Set Up a Google Workspace Sync user from the results
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3. You will be prompted to sign into your email account

Please sign-in to G Suite Sync

Sign in with your Google Account.
Email address:

[~ Remember me

Continue Cancel
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4. Confirm your email and enter your password when prompted
e If you do not know your email password, you will need to have it reset by your
email management company

~

& sign inwith Google

Signin
to continue to
G Suite Sync for Microsoft Outlook®

[ Enter your email

Forgot email?

To continue, Google will share your name, email address,
language preference, and profile picture with G Suite Sync
for Microsoft Outlook®. Before using this app, you can
review G Suite Sync for Microsoft Outlook®'s

privacy policy and terms of service.

5. After logging in, you will be prompted to allow Outlook access to you G Suite account.
Keep all settings as default and select Allow at the bottom of the page

® Create, edit, organize, and delete all your tasks @

Make sure you trust G Suite Sync for Microsoft
Qutlook?®

You may be sharing sensitive info with this site or app.
Learn about how G Suite Sync for Microsoft Outlook® will
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

6. Leave the boxes unchecked and select Create Profile
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o Set Up G Suite S5ync for Microsoft Qutlook® *

Create a G Suite profile in Microsoft Outlook®

[ import data from an existing profie

From a PST File...
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

[Jsend crash reports and usage statistics to Google
Help make G Suite Sync better by automatically sending usage statistics and crash reports to Google.

Learn more

Show advanced settings Create profile

7. You may be prompted to sign into your G Suite email online again and allow access.
Follow all prompts and, once completed, your G Suite emails will start syncing in
Outlook.
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