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WA9: ICT SKILLS

3.17 Use electronic database skills to accomplish 
synchronisation between devices

LO3.55 Demonstrate ability to use synchronization between devices
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Overview

✓ In this course, you’ll learn how to synchronize 
common devices.

✓ You’ll find out how to synchronize Calendar, 
Contacts, Files, Folders, Pictures, Videos etc and 
solve the most frequent problems when 
synchronizing​



• When you synchronize a device such as a 
smartphone or an ipad, you’re 
synchronizing the data on the device with 
your computer.

• The same data exists in both places.

• ​The syncing process results in both the 
device and the computer being updated 
with the most up-to-date files.

What synchronization is​



Problems from lack of synchronization​

• Data loss​
• When our data is located in a single 

hardware drive, if this drive is damaged, 
we won’t be able to retrieve the data​

• No data “on the go”​
• Retrieving data to new devices only through 

the use of hardware​



The advantages of synchronization​

• No more data loss

• Updated data in all synchronized 

devices

• Retrieving data to new devices



Synchronize common devices​

Devices that can synchronize​
• Desktop PC
• Laptops
• Smartphones
• Tablets/ipads
• Social Media (LinkedIn, Twitter, 

Facebook)​



Steps of synchronization​

• Create an account to a 
Provider (Microsoft, Google, Apple 
etc.)

• Set this account to all devices 
for synchronizing

• Configure applications to have 
access to the Provider’s internet 
server

• Synchronize data through 
Provider’s internet server

Internet

server



Creating an account​



Creating an account​



Calendar, Contacts, Messages​

• Microsoft Outlook (Android)​

• Apple iTunes ​(Apple iPhone or iPad)



Files, Folders​

• Google Drive​

• Microsoft OneDrive​

• iCloud​ (Apple iPhone or iPad)​



Files, Folders​



Files, Folders​



Files, Folders​



Photos, Videos​

• Google Photos​

• Microsoft Photos​

• iCloud (Apple iPhone or iPod)​



Photos, Videos​



Photos, Videos​



Configure Gmail to work with Outlook​

Configuring Gmail settings
• Log into your Gmail account​
• Click the gear icon at the 

top right, then choose Settings​
• Click Forwarding 

and POP/IMAP to bring up the 
POP and IMAP settings​

• Click Enable IMAP​
• Click Save Changes​



Configure Outlook to work with Gmail​

Configuring the Outook Gmail settings
1. Start Outlook: From the main 

Outlook window, go to File -> Add account



Configure Outlook to work with Gmail​

Configuring the Outook Gmail settings
2. Enter your email address and click Connect.



Configure Outlook to work with Gmail​

Configuring 
the Outook Gmail settings 3. Outlook will 
launch a Gmail window that asks for your 
password. Enter the password and select Sign 
in

NOTE: Once you connect your Gmail account to Outlook, 
you may receive a warning message in your Gmail inbox 
telling you that a new logon from Internet Explorer was 
detected. This is expected behavior.



Configure Outlook to work with Gmail​

Configuring the Outook Gmail settings
4. If you have previously enabled 2-factor 
authentication for Gmail, you'll be prompted to 
enter the code sent to your mobile device. If you 
haven't enabled 2-factor authentication, skip to 
step 6.



Configure Outlook to work with Gmail​

Configuring the Outook Gmail settings
5. The Google account permissions window 
appears. Click Allow.



Configure Outlook to work with Gmail​

Configuring the Outook Gmail settings
6. Once Outlook finishes adding your Gmail 
account, you can add another email account 
or select Done.

Source: https://support.microsoft.com/



Configure Outlook to work with Gmail​
Import contacts from Gmail

STEP 1: Export Gmail contacts
o Sign in to Gmail
o Choose Gmail >Contacts
o Select More >Export.
o Choose the contact group you want to 

export.
o Choose the export format Outlook CSV 

(for importing into Outlook or another 
application).

o Choose Export.
o When prompted, choose Save As, and 

browse to a location to save the file.



Configure Outlook to work with Gmail 

Import contacts from Gmail

STEP 2: Import Gmail contacts to Outlook 
2013 or 2016
o Choose File > Open & Export > Import/Export.
o Choose Import from another program or file > Next.
o Choose Comma Separated Values > Next.
o In the Import a File box, browse to choose the .csv 

file you saved your Gmail contacts to.
o Choose how you want Outlook to handle duplicate 

contacts > Next .
o In the Select a destination folder box, scroll to the 

top if needed and select the Contacts folder > Next.
o Choose Finish.
Outlook imports your contacts to Outlook.



Configure Outlook to work with Gmail 

Import contacts from Gmail

STEP 3: View your contacts in Outlook
o In Outlook, select Address Book, choose the name of 

your mailbox, and choose Contacts.
o You'll see your list of contacts in the Address Book.



Sync Google and Outlook Calendars​
Export all your Google calendars
• Go to calendar.google.com while being 

connected to your gmail account.
• Click the gear icon, located toward the top-

right side of the calendar, and select 
"Settings."

• Click "Import & export" in the left sidebar.



Sync Google and Outlook Calendars​

Export all your Google calendars
• Select "Export" under the export section.
• Your calendars will then download into a ZIP 

drive which you can open on your computer.



Sync Google and Outlook Calendars​
Export a single Google calendar
• Go 

to calendar.google.com while being conn
ected to your gmail account

• Locate the desired calendar from the left 
sidebar.

• Click the three dots located next to the 
desired calendar, and select "Settings and 
sharing."

http://calendar.google.com/


Sync Google and Outlook Calendars​
Export a single Google calendar
• Click "Export calendar."
• The events for that calendar will then 

download onto an ICS file on your 
computer.



Methodological Tool I

34

Sync your devices​

E-EUPA_LO_3.55_M_001



Revision Questions

Question 1

How could Documents between a Windows PC, 
an iPad and an Android mobile phone 
be synchronized?

Question 2

All Contacts are on gmail. How can they 
be transferred to an Android mobile?



Synchronization 
between electronic devices
• Create an internet account
• Sync Contacts / E-Mail
• Sync Documents / Photos
Outlook Synchronization
• Configure Outlook
• Import/Export Contacts
• Import/Export Calendar

Module Key points



WELL DONE!

You have completed Unit 3.17 
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