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Work Area 9  ICT SKILLS

3.19 USE ELECTRONIC DATABASE SKILLS TO ACCOMPLISH 

SYNCHRONISATION BETWEEN DEVICES

• LO82: Demonstrate ability to use synchronization between devices 
(e.g. mobile device and outlook)
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Work Area Code: 9

Work area title: ICT Skills

Unit Code: 3.19

Unit Title: USING ELECTRONIC DATABASE SKILLS TO ACCOMPLISH SYNCHRONISATION 
BETWEEN DEVICES

Learning Outcomes Nos: LO82

Learning Outcomes titles: • Demonstrate ability to use synchronization  between devices (e.g. mobile 
device and outlook).

Recommended Duration: 2 hours

Trainer:
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Overview: Start at the beginning

 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
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What synchronization is

•When you synchronize a 

device such as a phone or an 

ipod, 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

• 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
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The advantages of synchronization

• No more data loss

• Updated data in all 

synchronized devices

• Retrieving data to new devices
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Synchronize common devices

Devices that can synchronize

• Desktop PC

• Laptops

• Smart phones

• Tablets

• Social Media (LinkedIn, 

Twitter, Facebook)
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Steps of synchronization

Internet

server

• Create an account to a Provider

(Microsoft, Google, Apple etc.)

• Set this account to all devices for 

synchronizing

• Configure applications to have access on 

the Provider’s internet server 

• Synchronize data through Provider’s 

internet server
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Creating an account
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Creating an account
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Calendar, Contacts, Messages

• Microsoft Outlook 

(Android)

• Apple iTunes 

(Apple iPhone or iPod)
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Files, Folders

• Google Drive

• Microsoft OneDrive

• iCloud

(Apple iPhone or iPod)
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Files, Folders
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Files, Folders
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Files, Folders
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Photos, Videos

• Google Photos

• Microsoft Photos

• iCloud

(Apple iPhone or iPod)
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Photos, Videos
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Photos, Videos
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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 Gmail to work with Outlook
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• Configuring the Outook Gmail 
settings 
– Start Outlook: from the main Outlook 

window, go to Tools -> Email 
Accounts

Configure Outlook to work with Gmail
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• Configuring the Outook Gmail settings 

– On the Outlook popup window, select to 
"Add a new e-mail account" and click on 
Next.

Configure Outlook to work with Gmail
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• Configuring the Outook Gmail 
settings 

– On the server type step, 
select POP3 or IMAP 
(depending on your needs) 
for the Outlook email 
account type, then click on 
Next. 

– There is no need to select 
the IMAP type, because the 
Gmail web based account 
will anyway keep a copy of all 
emails, just like an IMAP 
account would do.

Configure Outlook to work with Gmail
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• Configuring the Outook Gmail 
settings 

Specify your Outlook Gmail settings, 
such as your Gmail username and 
password, and Outlook Gmail display 
name.

On the User Information section, enter 
your Name (it can be anything, but 
remember this is going to be the 
name/text that people will see when you 
will send them an email via your Outlook 
Gmail account) and your Gmail email 
address.

Configure Outlook to work with Gmail
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• Configuring the Outook Gmail 
settings 

On the Server Information section, enter 
the Google Gmail servers:

POP Gmail servers for Outlook:
- Incoming mail server: pop.gmail.com
- Outgoing mail server: smtp.gmail.com.

IMAP Gmail server for Outlook:
- Incoming mail server: imap.gmail.com
- Outgoing mail server: smtp.gmail.com.

Configure Outlook to work with Gmail
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• Configuring the Outook Gmail 
settings 

Click on the "More Settings" button and 
go to the "Advanced" window tab.

If you use Gmail as a POP Outlook 
account:
- On the "Incoming server (POP3)" field, 
enter 995 and mark the box "This server 
requires an encrypted connection 
(SSL)";
- On the "Outgoing server (SMTP)" field, 
enter 465 and mark the box "This server 
requires an encrypted connection (SSL)".

Configure Outlook to work with Gmail
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• Configuring the Outook Gmail 
settings 

If you use Gmail as an IMAP Outlook 
account:
- On the "Incoming server (IMAP)" field, 
enter 993 and mark the box "This server 
requires an encrypted connection 
(SSL)";
- On the "Outgoing server (SMTP)" field, 
enter 587 and mark the box "This server 
requires an encrypted connection 
(TLS)".

Configure Outlook to work with Gmail
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• Configuring the Outook Gmail 
settings 

For both POP and IMAP, you also have to 
enable the option "My outgoing mail 
server requires authentication" from the 
Outgoing Server tab.
You can also change the server timeouts 
period: this defines the time interval for 
which Outlook will wait to establish a 
Gmail connection, before triggering a 
connection error. 
The "Delivery" options are not important 
for an Outlook Gmail account: no matter 
what you would change here, Gmail will 
always keep a copy of each email on the 
Gmail server.

Configure Outlook to work with Gmail
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Import contacts from Gmail

• Sign in to Gmail 

• Click Gmail > Contacts

• Click More > Export

• In Outlook, click File > Open & 
Export

• Click Import/Export

• Click Import from another 
program or file

• Click Next

• Follow the steps in the wizard

Configure Outlook to work with Gmail
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Export a Google calendar

• Click the drop-down menu next 
to the relevant calendar in the 
My Calendars section on the left 

• Choose Calendar Settings.

• Scroll down and click Export this 
calendar

• It downloads as a zip, so copy the 
.ics file out

Sync Google and Outlook Calendars
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Import a Google calendar into 
Outlook

• Go to File

• Open and export

• Import and export

• Select the option to import an 
iCalendar (.ics) file 

Sync Google and Outlook Calendars
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Sync your devices

EUPA_LO_82_M01
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• Review Question 1

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

• Review Question 2

– All Contacts are on gmail. How 
can they be transfered to an 
android mobile?
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• 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
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