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Unit Details

WAO9: ICT SKILLS

3.17 Use electronic database skills to accomplish
synchronisation between devices

LO3.55 Demonstrate ability to use synchronization between devices




Route Map

Synchronize
synchronization [ common
' devices

Steps of
synchronization

Configure Gmail Sync Google
to work with and Outlook
Outlook Calendars
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v" In this course, you’ll learn how to synchronize
common devices.

v" You’ll find out how to synchronize Calendar,
Contacts, Files, Folders, Pictures, Videos etc and
solve the most frequent problems when
synchronizing
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What synchronization is

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.
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| Problems from lack of synchronization '© €U =

/ | | Data loss
‘ e When our data is located in a single
hardware drive, if this drive is damaged,
\ f - | 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 '© €U ==
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No more data loss
Updated data in all synchronized
devices

Retrieving data to new devices



Devices that can synchronize

Desktop PC

Laptops

Smartphones

Tablets/ipads

Social Media (LinkedIn, Twitter,

K Facebook)

/
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Steps of synchronization

K Create an account to )

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 /
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Creating an account

Google

Create your Google Account

First marme Last name

Minnie Mouse

Usernane

RockTheDotZE @omail.com

You can use letters, numbers & periods

Use my current email address instead

Pazswond Coanfirm 1 |
Use 8 or more characters with a mix of letters, numbers & One account. All of Google
symbols working far you.

English {United States) « Help Privacy Terms
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[z Outlook

Microsoft account What's this?

Email or phone

Password

Keep me signed in

Can't access your account?

Sign in with a single-use code

Don't have a Microsoft account| Sign up now f Bow
=

Microsoft
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* Microsoft Outlook (Android)

\

* Apple iTunes (Apple iPhone or iPad)

-

/

Bz Outlook

" iTunes
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Files, Folders |

8 Google Drive D L

Google Drive .
* Microsoft OneDrive

OneDrive

\° iCloud (Apple iPhone or iPad) Y

iCloud
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Files, Folders ‘

« C ] https//www.google.com/drive T @ R b 4 [1)/

LGoogle Drive Individusls Teams  Enterprise  Download Go to Drive Try Drive for your team

Safely store your files Py » 50
and access them from e (S
any device o

Choose folders on your computer 10 sync with Google Drive or backup to

Google Photos, and access all of your content directly from your PC or Mac

Download Drive for desktop
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Files, Folders

@ () https//www.microsoft.com/er

Download Al Microsoft p

=- Microsoft | Microsoft 365 OnmeDrve Business Plans and pricing Features Resources

Download OneDrive

If you have Windows 11, OneDrive is already installed on your PC
If you're using another version of Windows, install OneDrive to get

started.

Start OneDrive Download A SIRSRS . 808
p." ﬁ.-l -
| 4

- & 8 3 R——
. - - S@wm WSO

Get the OneDrive mobile app :
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H' Microsoft  Windows Apps  Software

A
iCloud

M et Cyvamma

At .

Files, Folders

//apps.microsoft.com/store/detal/icloud/9PKT(

iCloud

\pple

wkkks 4 Productviny
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Games & Entertainment

Developers

Get in Store app

Free

Details

Available in 39 language

Published by

Apple Inc
2172019

contact informaton
Terms

Privacy policy

Developer and IT

App badge

v @ | @
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Photos, Videos

/. \ Google
Google Photos & Photos

e Microsoft Photos

e iCloud (Apple iPhone or iPod)

- /

iCloud
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Photos, Videos

« 51 https./Yohotos.google.com/apps

Zoogle Photographs

Back up your
memories

Download Google Drive for desktop

Use Google Drive to automatically back up from your
computer to Google Photos

Dowmioad

Windows 10 +

= MORBILE DEWICES

Get the Google Photos mobile app

Back up and view your photos on Android and 105

devices,

* Google Play




Carification {or

Photos, Videos

« & 5]  httpsy//apps.microsoft.com/stare/detail/microsoft-photos/9WZDNCRFIBH4 A G w = @ W@ 8

mers  Signin -

=. Microsoft Windows Apps  Software Games & Erzertainment + Al Microsodt

Microsoft Photos
f Microsoll Courpuaration Free

hhkddo 200 Photo!

Details

Avastlabile i 6% larguagas

Published by

Contact informalion

Terms

Privacy policy

Developer and IT

App badge

s Not Rated
Description m

2 mor2 with vour photos and videos. | ne newly redesigned and ~2eng neered
1. View, organize, and share photos from your PC. OneDrive, iCloud
{41 ll,\l‘. neser Deen better in Microsol! Phatos fon "\'ll‘llll:‘.\‘..

Microsoft Fhotos is a rich media experience that empowers you to
Photas app s intuitive, elegant, and seamlessly woven ato the
all frey fast, heautul gallery. Viewdng [
'.lz.irr_; our viewer, you will be digwn nlo #n irnmersive wRIwing and ed ting exparience,

Photos and other dew




Configure Gmail to work with Outlook ‘e eu

I Configuring Gmail settings
o “ * Log into your Gmail account

- i e + Click the gear icon at the
ol i top right, then choose Settings
® Dot e o e ) * Click Forwarding
°°°°‘“°' and POP/IMAP to bring up the

POP and IMAP settings
* Click Enable IMAP

!Zlick Save Changes /

Whenimarkar ge in IMAP as

& Auto-Expunge oo - imeedacaly update taa serear [default)
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Configure Outlook to work with Gmail '© eU =
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Configuring the Outook Gmail settings
1. Start Outlook: From the main

~

Outlook window, go to File -> Add account

Account

€/ cherylparsons
U) Mifl.’lHE]FtFIfhd"[JE

4+ Add Account

Accc

@
.ﬁ' Chang
Account A

Settings -
9 hi
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Configuring the Outook Gmail settings
2. Enter your email address and click Connect.

-

~

_/
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Q% Outlook

cherylparsons2019@gmail.com

Advanced options «
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Configure Outlook to work with Gmail '© eU =

Configuring
the Outook Gmail settings 3. Outlook will

launch a Gmail window that asks for your
password. Enter the password and select Sign

in -
@
@

cherylparsons2019@gmail.com

Google

Sign in with your Google Account

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 Password
detected. This is expected behavior. “

Forgot password?

Sign in with a different account

One Google Account for everything Google
GMEREOL # €

Was this an unexpected prompt? Let us know,




Configure Outlook to work with Gmail ‘e eu

¢

onfiguring 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. /

Y

- Go gle

2-Step Verification

Enter a verification code

A text message with a verification code
was just sent to (see) see-se 28

G-
[V Don't ask again on this computer

Was this an unexpected prompt? Let us know,




Configure Outlook to work with Gmail ‘e eu

/Configuring the Outook Gmail settings

appears. Click Allow.
N

~

5. The Google account permissions window

/

X

GO gle cherylparsons2019@gmail.com ~

Microsoft apps & services would like to:

Read, compose, send, and permanently delete all
your email from Gmail

s See your personal info, including any personal info
' you've made publicly available

By chicking Allow, you allow this app and Google to use your information in
accordance with their respeclive privacy policies. You can change this and other
Account Permissions at any time

Deny | Allow
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Configuring the Outook Gmail settings
6. Once Outlook finishes adding your Gmail
account, you can add another email account

or select Done.

N

/

@4 oOutlook

Account successfully added

IMAP
cherylparsons2019@gmail.com

Add another ermail address

‘ damienfortney@gmail.com I-

Advanced options w

5et up Outlook Mabile on miy phone, too

ariification 1or

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



/Iﬁport contacts from Gmail \

STEP 1: Export Gmail contacts

o Signin 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.

ariication {or

Export contacis

Which contacts do you want 1o export?

Make sure you choose a contact

group or All Contacts.

& Owthcspl OS5 formmeat (Bor importing inlo Cutieok of andtfse appdcaton |
vCard fonmeal (for emporting nio Apple Address Book or anotfer apphcaton)

m Canc L mong

o When prompted, choose Save As, and
Qrowse to a location to save the file. /




Configure Outlook to work with Gmail’@ eu ==

Import contacts from Gmail

HOME SEND / RECEIVE FOLDER VIEW

STEP 2: Import Gmail contacts to Outlook

. ."_. _,.' Ignore x . y i - | :':_'Muenn:j
! |
a8 % Clean Up - « « -3 ':-IM'
2 0 1 3 O r 2 0 1 6 New New Delete Reply Reply Forward
&g Junik = ; Efy More -
Email tems~ %® All i More

M Delete Respc nid

o Choose File > Open & Export > Import/Export.

o Choose Import from another program or file > Next.
o Choose Comma Separated Values > Next.
O

Select destination folder:

In the Import a File box, browse to choose the .csv 59 mobo
. . FE] calendar
file you saved your Gmail contacts to. %
. g = | TT59-2T4D-4082 -AZER-DTFIE
o Choose how you want Outlook to handle duplicate O ACRCA-FAD-o10 83156000
I | L Lontacts
contacts > Next . i ot s s
o Inthe Select a destination folder box, scroll to the ; o Deleed e

i Drafts

top if needed and select the Contacts folder > Next. | Wb
o Choose Finish.
Outlook imports your contacts to Outlook.
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4 mport contacts from Gmail N w

oy ¢y B
€€ "I
Feply Reply Fonward ' — .

’ All B~ [ Tearn Email *  HHoneNote ™ Follow Up -

STEP 3: View your contacts in Outlook ov—

o In Outlook, select Address Book, choose the name of ) Address Book: AN Address List
File Edit Toolks

your mailbox, and choose Contacts. cewn: @ vame onty O aore conmnt Acdeess Boos
Q You'll see your list of contacts in the Address Book. / G0 [Offine Gobal Address L - lakob Bonmacn [

lakob-f onmicrasaoft.com
Global Address List u

Al Addeess Lists
Al Contacts

i Exchange 16 w.., 0 Move - =1 Unread/ Read

'—:.;'. To Mﬂn.\gfr - | Fules - H. C.rn_-gmizc'

Al Distribufsen Lists
Al Roeoms

Al Users

Public Folders

File Edit Tools
Search: (® MName only () More columns  Address Book
Go Contacts - Jakob@onmicrosol v | Advance
| Name Display Name E-mail Address
| Anita Jorgensen anita@contoso.com anita@contoso.com
:. Anne-Mette Olesen Anne-tMette@contoso.com Anne-Mette@contoso.com
& Kemal Celik Kemal@contoso.com Kemal@contoso.com

& Shiori Inoue shieri@contoso.com shiori@contoso.com




Sync Google and Outlook Calendars

@xport all your Google calendars \

e Go to calendar.google.com while being Q@ & wvon- o @
connected to your gmail account. F:'

* Click the gear icon, located toward the top- o R | - e | T -
right side of the calendar, and select 8 more ——
"Settings." o | P .

k Click "Import & export" in the left sidebar. / i T sl Sl |
- : @
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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.

General

Add caendas

Exgiat

Cearification 1or
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ﬁ(port a single Google calendar \

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

e Locate the desired calendar from the left
sidebar.
e (Click the three dots located next to the

desired calendar, and select "Settings and
ksharing." /

ariification 1or

My calendars A
22
Devgn Belting Display this only
Contacts
Reminders
Tasks ‘ ‘ . . ‘
0000920

Other calendars - 000000
I_—_] 3L Roommate Search D . . . @
+

(] Holidays in United Stats



http://calendar.google.com/

/Export a single Google calendar

Click "Export calendar.”
The events for that calendar will then
download onto an ICS file on your

\ computer.

~

& Settings

Settings for my calendars

Genenai notdications

Remove calendar

0 2
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Sync your devices
E-EUPA LO_3.55 M 001

34
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Question 1 : Question 2

All  Contacts are on gmail. How can they

How could Documents between a Windows PC, _ _
be transferred to an Android mobile?

an iPad and an Android mobile phone
be synchronized?




Module Key points

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

ey
el AL - -
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