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~ Cautions when using task conversion tool~

Task conversion tool is compatible with only Japanese and English.
If you keep a to-do list in other languages, you cannot transfer it.

Also, Items that can be imported are title, memo, and deadline.



~Setup Guide~

If you are using ToDo List in Gmail, download it to a file at first.

1. Loginto Gmail, and click the username icon in the upper-right corner of the window@
Next, click "Google Account“@

Development

for Pt
APU 85

Mail -

COMPOSE

Inbox (11)

Starred
Sent Mail
Drafts

More

] More ~
Google Download Your Data
Google
Google Download Your Data
Google Download Your Data

Google

2 . Click "Personal info & privacy"
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3. Click "CREATE ARCHIVE" appeared on the bottom of the screen.
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You are in control of the content in your Google Account, even if you stop using Google products or decide to delete your account altogether
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4. Click "SELECT NONE"

< Download your data

Your account, your data.

Export a copy. c u

Create an archive with your data from Google products.
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Select data to include

Choose the Google products to include in your archive and configure the settings for each product.
This archive will only be accessible to you. Learn more
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5. Click "Tasks" and enable it
6. Click "NEXT" on the bottom of the screen
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7 . Click "CREATE ARCHIVE"

< Download your data (2]

+ 1 product selected

Customize archive format

Cheose your archive's file type and whether you want to downlead it or save it in the cloud.

File type
Zip -

Zip files can be opened on almast any computer.

Archive size (max)
2GB ~

Archives larger than this size will be split into multiple files

Delivery method
Send download link via email

After we finish creating your archive, we'll email a link so you can download it to your personal device. You will
have one week to retrieve your archive.
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8. The following screen will be displayed for a while

< Download your data

Almost there...
We're preparing your archive
It may take some time to complete your archive. Don't worry, we'll email you when it's ready.

Archive Created on Available until Details

An archive of your Tasks data is currently being prepared CANCEL

o

0% complete - Data collected: less than 1 MB

CREATE ANOTHER ARCHIVE ~ MAMNAGE ARCHIVES

9. After "DOWNLOAD" is displayed, click it

< Download your data: downloads

If you have decided to take your data elsewhere, please research the data export policies of your
destination. Otherwise, if you ever want to leave the service, you may have to leave important stuff like
your photos behind.

Do not download your archives on public computers or upload them where others can see them

Once you download your data, if you'd like to explore cther options to manage your account, including
account deletion, please visit myaccount.google.com

Archive Created on Available until Details

Tasks

August 5, 2018 August 12,2018 - 4 DOWNLOAD
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1 O. After Login authentication screen is displayed, enter your password, and click "NEXT"
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1 1. Right-click on the downloaded file, and click "Extract All..."
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1 2. Select the extraction destination folder on an as-needed basis, and click "Extract"
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~ToDo list=>Conversion processing to task Guide ~

Use the conversion program to convert data from Gmail's Todo list to 0365 task

1. Open the page by clicking a link(https://www.apu.ac.jp/ct/conv.html), and click "Choose File"
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2. Select the file (ToDo list .json) extracted in Setup Guide, step12
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4. Click on TOffice365 Task / Office3654% X% | (1), and download CSV file

S Downloaded file will be deleted automatically in the case of lapse of 2 minutes from UPLOAD

If you cannot download it, please click @ to start over again
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2 If the extension of the downloaded file becomes ".txt",
you need to convert it to ".csv" in the following steps 4-1 to 4-5
If the CSV file was downloaded , go to step 5.

4 — 1. Rightclick on the ['Office365 Task / Office365% X% |
Click "Save target as..."
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4 — 2 . Choose where to save a file, and click "Save" without changing file name
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4 — 3. Right-click on a saved file
Click "Rename"
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4 — 5. After following message appear, click "Yes"

Rename

I If you change a file name extension, the file might become unusable,

Are you sure you want to change it?
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~To Do list =Conversion processing to task~

Using the conversion program, convert data from Gmail's Todo list to 0365 task.

1. Open "Outlook" and click File on the menu bar
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2. Click "Import/Export"

Save as Adobe

PDF

Save Attachments

Print

Office

Account

Feedback

Support

Options

Exit

Open Calendar

Open a calendar file in Outlook (.ics, wes).

Open Outlook Data File
Open an Outlook data file (pst).

| Open Outlook

| DataFile |
— | |mport/Export
€ | Import or export files and settings.
Import/Export |
| Other User's Folder
| h o Open a folder shared by another user.
| OtherUser's |

Folder




3. Select "Import from another program or file", and click "Next"

Import and Export Wizard

Choose an action to perform:

Export R55 Feeds to an OPML file
Export to a file
Import a WCARD file [wcf)

wrt from another program or file
o = e :

L)) L] i d
Import R55 Feeds from the Common Feed List

Description

Import data from other files, such as Cutlook
data files [.P5T) and text files.

4 . Select "Comma Separated Values", and click "Next"

Import a File

Select file type to import from:

ymma Separated Values
JUE Lrdild e

5. Click "Browse..."

Import a File

File to import:

| | Browse ..

COptions

{:} Replace duplicates with items imported
@glluw duplicates to be created

{:}Qu not import duplicate items




6. Select the CSV file created in "To Do list = "Conversion processing to task",
and click "OK"

Browse *
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7 . Click "Next" after confirming the selected file content

Import a File
File to import:
Chdsersy . \Downloadsinewhol M
Cptions
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8. Select "Tasks" in the import-destination folder, and click "Next"

Import a File

Select destination folder:

-{&=] Personhetadata ~
-{_J Quick Step Settings

-{_ Sent ltems

- Social Activity Motifications

ues

[+ Roaot
Elﬁ Eapu.acjp
=53 [Gmail]

{1 Drafts

{1 Sent Mail
I B

9. Click "Finish"

Import a File

The following actions will be perfformed:

Import "output.csv” into folder: Tasks |M.ap Custom Fields ... |

|Change Destination |

This may take a few minutes and cannot be canceled.
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10. Work will be completed after confirming that the import is completed successfully
on the screen of the Outlook task
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