Quick Links on Google Apps

Information about ACC Google Apps and Mail can be found here at
http://www.austincc.edu/ITdocs/google/index.php .

1. Transitioning to Google Apps Mail from Microsoft Outlook
Since many are Microsoft Outlook users, here is a link that will help you transition to Google
Mail,
http://www.google.com/support/a/users/bin/static.py?page=guide.cs&guide=253088&topic=25
309 and
http://deployment.googleapps.com/Home/resources-user-adoption/quick-
reference/Life After Outlook gmail.pdf?attredirects=0

2. Interactive Videos
Here is a link to some interactive videos tutorials demonstrating Google Mail features,
http://www.google.com/support/a/users/bin/answer.py?hl=en&answer=161932

3. Tips and Quick References:
http://deployment.googleapps.com/Home/resources-user-adoption/quick-reference



http://www.austincc.edu/ITdocs/google/index.php
http://www.google.com/support/a/users/bin/static.py?page=guide.cs&guide=25308&topic=25309
http://www.google.com/support/a/users/bin/static.py?page=guide.cs&guide=25308&topic=25309
http://deployment.googleapps.com/Home/resources-user-adoption/quick-reference/Life_After_Outlook_gmail.pdf?attredirects=0
http://deployment.googleapps.com/Home/resources-user-adoption/quick-reference/Life_After_Outlook_gmail.pdf?attredirects=0
http://www.google.com/support/a/users/bin/answer.py?hl=en&answer=161932
http://deployment.googleapps.com/Home/resources-user-adoption/quick-reference
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How to Export the Calendar Events from Calcium

1. Loginto Calcium
2. Under section “This Calendar” click on “Settings”
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IMPORTANT: If your Calcium calendar also includes other calendars, you will need to perform this

step, otherwise skip to step 7.

3. On the Calendar Administration section, click on the link “Include other Calendars”

Display Settings
General Settings
Title, Header, Footer

Event Edit Form
Custom Fields
Templates

Colors
Fonts
Css

Categories
Time Periods

Include other Calendars
Add-Ins

Security

Email Settings
Email Subscriptions
Auditing

Import Events

Export Events
Delete Events

Calendar Administration

for Calendar: I huimim=l

Customize how your calendar appears
Specify calendar's language. options, and description
Specify the title, header, footer, and background image

Specify defaults and options for creating new events
Define your own custom data fields for events [Disabled in this version]
Define custom output templates [Disabled in this version]

Change colors
Change fonts
Specify external or inline styles

Specify event categories
Define pre-set time periods

Dynamically include events from other calendars
Include events from external calendars - e.g. iCalendar from Apple's iCal, or Google calendar
Enable/Disable/Configure RSS Feed

Specify who can view. edit, or administer the calendar

Settings for mail sent from this calendar

Manage email subscriptions

Specify which operations to keep a record of, and how to do it

Create new events from an ASCII file

Export event data to ASCIT
Remove all events in a specified date range

Return to the Calendar Home




4. Uncheck the calendars you are including.
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[ trichar2 Tim Richardson
["] tsmoore Teresa Moore
[ vies Vic Smith

] VicSchedul Vic's Schedu

Video Production Planning
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[ vwillial

See Available Colors

DL Video Support Services
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Vacation 2
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Meeting =
Out_Of_Office "
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Birthday
Meeting

Out_Of Office
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Meeting
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Birthday -~
Meeting |2
Out_Of Office
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Birthday -
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Meeting
Birthday -
Meeting |z
Out_Of_Office
Vacation 2
Birthday
Meeting
Out_Of_Office
Vacation X

]
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* If one or more categories are selected for a calendar, only events in those categories will be included. If no categories are selected. all events from that calendar will be inclhuded. Select the special entry

"<- - - ->" to get events with no category.
* To make all events from a particular calendar appear similar, select the "Override Settings" checkbox and specify the colors and border preference.
* If "Identifying Text" is specified. it will appear above each event included from the calendar. HTML is allowed here.

I




5. Scroll to the very bottom and click on the “Save” button.
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If one or more categories are selected for a calendar, only events in those categories will be included. If no categories are selected, all events from that calendar will be inchided. Select the special entry

To make all events from a particular calendar appear similar. select the "Override Settings" checkbox and specify the colors and border preference.
If "Identifying Text" is specified, it will appear above each event inclided from the calendar. HTML is allowed here.

m

6. It will refresh the page, scroll once again and click the “Done” button and it will bring you back

to the Calendar Administration page.



7. On the Calendar Administration section, click on the link “Export Events”
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Display Settings
General Settings
Title, Header, Footer

Event Edit Form
Custom Fields
Templates

Colors
Fonts
CSS

Categories
Time Periods

Inchide other Calendars
Add-Ins
RSS Feed

Security

Email Settings
Email Subscriptions
Auditing

Import Events
Export Events

Calendar Administration
for Calendar: i “hunmim=l

Customize how your calendar appears
Specify calendar's language. options, and description
Specify the title, header. footer. and background image

Specify defaults and options for creating new events
Define your own custom data fields for events [Disabled in this version]
Define custom output templates [Disabled in this version]

Change colors
Change fonts
Specify external or inline styles

Specify event categories
Define pre-set time periods

Dynamically inchide events from other calendars
Include events from external calendars - e.g. iCalendar from Apple's iCal. or Google calendar
Enable/Disable/Configure RSS Feed

Specify who can view, edit, or administer the calendar

Settings for mail sent from this calendar

Manage email subscriptions

Specify which operations to keep a record of, and how to do it

Create new events from an ASCII file

Export event data to ASCIT
Remove all events in a specified date range

Return to the Calendar

Home
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8. Select the dates you wish to import. You will need to input the start date in the “From” section
and the ending date in to “To” section.

9. Leave “Field Separator” as is with the selection of “Comma”.

10. In the “Format section”, select with the drop down menu “MS Outlook- USA”

11. Click “Download Events” button.

>

(€ Calcium - Export Event Data f v B v [ @& v Pagev Safetyv Toolsv @~

Calendar Administration

for Calendar: =1 FavTadal
Export Event Data

Data for Events between the specified dates will be exported.

December E] 1 E‘ 2009E] Date Selector

Calcium - USA
-{Calcium - USA
Calcium - European
vCalendar
- |vCalendar-file
Birthday iCalendar

Meeting iCalendar - file

Out Of_Ofice

[MS Outlook - European

Only export even

ResetDates

+ Each occurrence of a Repeating Event will be exported as a separate line of data. (Except for vCalendar format.)
« If you have a desktop application that supports iCalendar. you can "Subscribe" to this calendar




12. Click on “Save”
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@ Calcium - Export Event Data

%2 v~ B) -~ ) @ v Pagev Safety~ Tools~ i@~ -

Calendar Administration

for Calendar: Ilasnan=i
Export Event Data

Data for Events t the sp d dates will be exp d

From: December [=] 1 [+]. 2009[~] Date Selector
To: May [=131[=]. 2011 [=] Date Setector
Field Separator: Comma Ej (Separators in the actual
Format: Calcium - USA [+] What does this mean?)

Only export events which are in any of these categories:

Birthday
Meeting
Out_Of_Office
Vacation

0% of Calcium,pl from www.austincc.edu Completed

= =2

Getting File Information
Events.calcium from www.austincc.edu

__|Close this dialog box when download completes

Notes:

« Each occurrence of a Repeating Event will be exported as a so
« If you have a desktop application that supports iCalendar, youj

E

File Download

[

| ngmtomeﬁsﬂe.wﬁﬂammﬁnelom
t?

Name: Events.calcium
Type: Unknown File Type
From: www.austincc.edu

- (=

While files from the intemet can be useful, some files can potentially
ham your computer. ¥ you do not trust the source, do not find 3
program to open this file or save this file. What's the risi?

@l

13. Select the desktop and name the file you wish to save and click on the “Save” button. In this

example the file is saved “Events.csv”’

Save As

@Qvl. Desktop »

Organize v

-

| Recent Places

m

4 Libraries
E} Documents
J’ Music
[&=] Pictures

1% Computer
&, Local Disk (C)

E Videos =i

New folder
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Save as type:

ile name:  Events|

v
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4 Hide Folders

@ Cancel |
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How to import Calendar Events to ACC Google Calendar

1. Logintoyour ACC Google Mail account with your username and password.

@ Austin Community College

<A

»n

3 v B v = @ v Pagev Safetyv Tooksv @~

Welcome to Austin Community College

Less spam, plenty of space and access from anywhere.

Sign in to your account at
Austin Community College

Welcome to your email for Austin Community College, powered by Google, where email is more intuitive, efficient and useful
Username: |

" 5 o Keep unwanted messages out of your inbox with Google's powerful spam blocking technology
austincc.edu

Password: * Keep any message you might need down the road. and then find it fast with Google search

[*] Stay signed in
Sign in

Can't access your account?

« Send mail, read new messages and search your archives instantly from your phone

New! One-stop information sharing with Google Sites
Building a site is as simple as editing a document, and you don't need anyone’s help to get started.
Check out these example sites: Company intranet, Team project, Employee profile, Cl:

©2010 Google Privacy Policy - Terms of Service

Powered by Google
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2. Right above the “ACC” logo, click on the “Calendar” link.

College Mail - Inbox - tthoma...

&~ v [ dm v Pagev Safetyv Toolsv @~

uments Sites more v

= = = @austincc.edu | Settings | Help | Sign out

‘Show search options

7 Search Mail Search the Web Crastaz fitar
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Done L W \ @ Internet | Protected Mode: OFf G v ®100% v

} @ Austin Community College Mail - Inbox - tthoma...

|

Calendar

Documents Sites more v

»<ACC

Compose Mail

Priority Inbox

Starred ¥
Sent Mail
Drafts

Archive = Report spam

Select: All, None, Read,
[ | I =

Page |2
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3. At the bottom under the section of “Other Calendars” click on the “Add” link and select “Import
calendar”.

@ Austin Community College - Calendar

i v B v @ v Pagev Safey~ Tooksv @<

Y<ACC

Create event = Quick add

December 2010
S M T WTF 8
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L e L
Tasks
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Search my calendars | Shew search options
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= = m |@austince.edu | Offline | & | Settings v | Help | Sign out

L) Print - Refresh

Thu 1272
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!
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Other calendars -

Add a coworker's calendar

“m Il.l..ldl -
la -l'-_ = =
T g B Bl n |
&P ik

JIIII |

L -F [ ] [ I |
Browse Interesting Calendars

Add a friend’s calendar
Add b

Import calendar

~A00

4. Click on “Browse” button to locate the CSV calendar file you wish to import.

Import calendar X

D

File: l Q Browse...

Choose the file that contains your events. Google Calendar can import
eventinformation in iCal or CSV (MS Outlook) format.Learn more

Calendar: m m oom = mm v
Choose the calendar where these events should be saved.

[ Import ][ Cancel ]
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5. Navigate to the location of the file, in this case the “Desktop” and select the CSV file, for this
example it is called “Events.csv”. Highlight to select it.
6. Click “Open” to import the calendar.

@ Choose File to Upload. e
@@ B Desktop » v | 43 [l| Search Desktop 2l
Organize 34 New folder g; o2 Eﬂ 0

¢ Favorites - Libraries @D Google Chrome
@:Ep ) Tom Thomas
8 Downloads 1% Computer
2l Recent Places € Network
Adobe Reader9
4 Libraries @ HP USB Disk Sterage Format Tool
Documents (@9 ImgBurn
@' Music @l Innovative Millennium
[ Pictures Bk IrfanView
B videos (& SeaTools for Windows
|, win98bootfiles
/% Computer clearcache - Shortcut
&, Local Disk (C:) %) contacts.CSV
(% tthomasl (\\irthbc) ‘28] contactsl.csv
) DVD Shrink 3.2
“! Network | [:] Events.calcium |

s ————| Type: CALCIUM File
File name: Events.calcium | 5ize: 285 KB %)

Date modified:; : ““[E!m: .
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7. Click on the “Import” button to import the calendar

Import calendar

File:  |cUsers m = » '\Desktop\Events.calcium EBrowse...
Choose the file that contains your events. Google Calendar can import
event information in iCal or 3V (MS Qutlook) format.Learn more

Calendar: g "R ElILE T

g calendar where these events should be saved.
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Exporting Contacts from Microsoft Outlook 2007

ow to Export your contacts from Microsoft Outlook 2007

1.

In Microsoft Outlook, go to the “File” menu and select “Import and Export”

Q

(_File JEdit View Go Tools Actions Help

New 4 Y &Y Search addr]
Open »
Close All Items
Bl SaveAs..
Save Attachments »
Folder »

Data File Management...

Import and Export...

rc

Page Setup >
Print Preview
Ctrl+P

i

Print...

Exit

LG Search Folders

2. Select “Export to a file” and click “Next”.

Import and Export Wizard -

- -

Choose an action to perform:

Import an iCalendar (.ics) or vCalendar file (.vcs)
Import from another program or file

Import Internet Mail Account Settings

Import Internet Mail and Addresses

Import RSS Feeds from an OPML file

Import RSS Feeds from the Common Feed List

Description
Export Outlook information to a file for use in other
programs.

Page |1



Exporting Contacts from Microsoft Outlook 2007

3. Select “Comma Separate Values (Windows)” and click “Next”

Export to a File »e

Create a file of type:

Personal Folder File (.pst)
Tab Separated Values (DOS)
Tab Separated Values (Windows)

[«m[«m]

4. Click on your “Contacts” Folder and select “Next”

Export to a File »e

—

Select folder to export from:

--{:2 Inbox
----- @ Journal

{3 Junk E-mail

~{_l RSS Feeds
--{=] Sent Items

m

Page |2



Exporting Contacts from Microsoft Outlook 2007
Page |3

5. Click on the “Browse” button to select the location to save the file.

Export to a File - »e —
Save exported file as:
|
[ < Back ]i Next > ] [ Cancel ]
A — ——— e ———

6. Select the “Desktop” and name the file under the “File name:” section and click “OK".

[ Browse

e — -

@mop »

v I 5 | ] S:ear:h Desk‘kf ] p el |

Organize v New folder

By @

IL; Microsoft Office O

B Desktop
8 Downloads

4 Libraries
@ Documents
J' Music
[&=] Pictures
Videos

‘P-. [ B

- -,
I.l-

._I-I' =«

‘4 Hide Folders

o ———
File name: contacts )
€s

(Windows) (*.CSV)

———

Tools|
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7. Click “Next”
Export to a File »e S—
Save exported file as:
B ‘ C:\Users» ms » Deskhop\contads.CEl [Bgowse ]

7

8. Click “Finish”

Export to a File »e

The following actions will be performed:

E Export "Contacts” from folder: Contacts

This may take a few minutes and cannot be canceled.
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The export will begin and the Import/Export Dialog box will close automatically.

~
Import and Export Progress

L &

Importing Contacts from contacts.CSV into 'Contacts’
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How to import your contacts in ACC Google Mail

1. Logintoyour ACC Google Mail account with your username and password.

% v B v = @ v Pagev Safetyv Toolsv (@

(&)

@ Austin Community College
[
7 ( A

Sign in to your account at
Austin Community College

Welcome to Austin Community College

Less spam, plenty of space and access from anywhere.

Welcome to your email for Austin Community College, powered by Google, where email is more intuitive, efficient and useful

Usemname:
l o Keep unwanted messages out of your inbox with Google's powerful spam blocking technology

@austincc.edu

* Keep any message you might need down the road. and then find it fast with Google search

Password:
« Send mail, read new messages and search your archives instantly from your phone

[*] Stay signed in

New! One-stop information sharing with Google Sites
Building a site is as simple as editing a document, and you don't need anyone’s help to get started.

Check out these example sites: Company intranet, Team project, Employee profile, Cl:

Can't access your account?

©2010 Google Privacy Policy - Terms of Service Powered by Coug[c
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2. On the left side of the page, click on the “Contacts” link.

’@AustinCommunityCc"egeMail-Inbm(-tthoma.,.‘ \ %3 v B v ) @ v Pagev Safetyv Toolsv @~
Mail Calendar Documents Sites more v = m = @austincc.edu | Settings | Help | Sign out *
7‘(ACC Search Mail | | Search the wep | Shevisearch options
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Archive | Reportspam | Delete D} Movetow | Labelsw More actions v | Refresh 1-350f35
Priority Inbox Select: All, None, Read, Unread, Starred, Unstarred
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B LR Y] " Bl n s 2™ u 1 s ol™ me Cmpaes® o Dec3
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-
. ™ L TR o mAmGE LIRS 1T T PR T ST ARt G " aa® " Dec 3
. o
R L d = B Bt TR RERET T ST R TR e TRt MRk Dec 3
ams e " msEEs EE B . mess w mmow am umw e mw ams w == - =m - Nan 2 Y.
Done € Intemet | Protected Mode: Off da v ®10% v
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Compose Mail

Priority Inbox

Starred ¥
Sent Mail
Drafts

CLST
Follow up
IRT

IT

Misc
NetServ
News Feed

Priority
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3. Click on the “Browse” button to locate the CSV file.

i Q Austin Community College Mail - Contacts - tth...

L v [ deh v Pagev Safetyv Toolsv @~

Search, add, or invite

7<ACC

Compose Mail

Priority Inbox
Inbox
Starred ¥
Sent Mail
Drafts

CLST
Follow up

News Feed
Priority
Tracklt

5 morev

Tasks

Chat

L L
PRl t
| I L Y
Sl
LTI -

L T

. al

. Sl

1 oaad
LR RS
L

Options ¥ Add contact

Mail Calendar Documents Sites more ¥

Search Mail | | Search the wep | Shovsearch options

Create a filter

= @austincc.edu | Settings | Help | Sign out  #|

My Contacts

Bk
r

e
d & ann

\ Search contacts H Search ‘

20

Import

We support importing CSV files from Outlook, Outlook Express, Yahoo! Mail, Hotmail,
importing vCard from apps like Apple Address Book.

Please select a CSV or vCard file to upload:

[T] Also add these imported co

Learn more

acts to: New group... =

Eudora and some other apps. We also support

Import | Export | Print

11

1

Moo nee

& 1000
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4. Highlight to select the file, and click “Open”
@& Choose File to Upload
@vv|- Desktop » v | ¥4 l | Search Desktop p e ‘
Organize v New folder 32 0 @
i Favorites [ Libraries || Events.calcium
Bl Desktop A Tom Thomas {#p Google Chrome
4 Downloads 1% Computer
= Recent Places € Network
@ Adobe Reader 9
4 Libraries @HP USB Disk Storage Format Tool
5] Documents = [agImgBum
o Music {7l Innovative Millennium
|| Pictures &k IrfanView
B Videos (& SeaTools for Windows

18 Computer
&, Local Disk (C)
L tthomasl (\irtht

-

. win98bootfiles

k54) contacts.CSV |

< File name: contacts.CSV

D ~ [AnFiles ¢ v

Con I o
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With the file selected, click on the “Import” button.

Fts || Search | Import | Export | Print

Import =

We support importing CSV files from Outlook, Outlook Express, Yahoo! Mail, Hotmail, Eudora and some other apps. We also support
importing vCard from apps like Apple Address Book.

Please select a CSV or vCard file to upload:

C:\Users'tthomas1\Deskt

[T] Also add these imported contacts ta: New group... -

( Learn more

m

NOTE: Please note that this procedure will work with importing CSV files from Eudora,
Thunderbird and other email clients. Please refer to their documentation on how to export
contacts/addresses to CSV.
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