Open ‘My Computer’ for a list of shared drives (H, R, S, X, V, etc.)
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& My Metwork Places
& My Documents
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Double click and open “shared on ‘yorkadmin’ (Z:)” The “Z” drive.

There is a folder called ‘Employees’ double click and open.

IL_JLEF T _HMILH,
I DISTANCE LEARNING

ICIFACULTY
D) FINANCIAL AID OFC

[ T S

FilE FoIder IR TER-HE
File Folder 10)3/2006 2:4
File Folder 12/18/2005 1:
File Folder 41172009 11:
File Folder 1/15/2009 3.2
File Faolder 41172009 2:1
File Faolder 4182009 9:41
il Falda., Pl e T T Pl o T N

There is a program entitled ‘Google Email Uploader Setup’. Double click to run.

Open File - Security Warning

Do you want to run this file?
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Click on the ‘Run’ button...
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Always ask before opening this file

While files from the Intermet can be useful, this file type can
potentially harm your computer, Only run zoftware from publishers
wou trust, Wwhat's the nisk?
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Upload email and contacts

Before getting started, he sure to close all
email programs, including:

= Microsoft Qutlook
= Outlook Express
= Thunderhird

El E This icon should appear on your desktop—double click.

& Google Email Uploader

Sign in

Sign in toyour Google Accountto upload
your email and contacts.

Sign in with your

Gouogle Account

Lcannat gign into my account

Enter your Email address: username@york.edu

And the password you created when you started
your account.

Then click Sign In

Click ‘Retry’ (for accessing Outlook)



& Google Email Uploader

Select mailboxes

Mext, selectthe folders you want to upload:

[+ Microzaft Outlook [1225]
[+ ] Outlook Express [1]

Add a Microsoft Outlook mailkbox

You can click the ‘“+’ on the left
side of the Microsoft Outlook.

It will open your folders and
Inbox and you can select the
folders/emails you would like to
migrate to your account.

Then click next and it will show
you how long the migration will
take.



