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Getting Started

In the next few pages, we’ll guide you through migrating all your files and folders from
Syncplicity to OneDrive.

Before we start, a few ProTips:
1. Block off some time.

Although each step takes only moments, the initial syncs can take a while depending on
how much data you have.

2. Check with your office mates.

This migration needs plenty of internet bandwidth. If everyone in the office does this at
once, you'll notice.

3. Consider what needs to be migrated.
This is a good opportunity to do some spring cleaning (in the fall). However, keep
departmental records retention and historical documentation needs in mind. If you
need it, keep it. OneDrive has plenty of space.

4. Plan your migration.
Before migrating your data, you should review the data that you have stored in
Syncplicity and take note of what you own and with whom the data is shared. Where
and how you migrate your data will depend largely on how the data needs to be shared
with others. Each person is only responsible for the folders they own.

5. Migrate other files and folders where it makes sense.
Although this guide is primarily focused on moving away from Syncplicity, take the
opportunity to get all your files & folders moved to OneDrive so they are backed up. Get
all your stuff in your Desktop, Documents, and Pictures folders.

6. Lastly, do this migration by December 1%, 2021.

The TAMUS Syncplicity contract ends 12/31/2021. If you do not migrate by December,
IR will NOT be able to retrieve your files come January 1%, 2022.

Use the check boxes throughout this guide to track your progress. Z
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Step 1: Activate OneDrive

First, things first, let’s get signed into OneDrive. This is where we will store your individual
employee files and folders.

1. Onyour PC, hit the Windows button and search for OneDrive.

All Apps Documents Settings Photos More «

Best match
OneDrive
-
Settings )
OneDrive
@ Automatic file downloads privacy N App
settings
Open %
L0 Run as administrator
! Open file location
13 Pin to Start
- Ppin to taskbar
£ onedrive|

If your OneDrive icon does not look exactly like the one pictured above (yellow folder,
blue cloud icon), please call the IR Help Desk.

2. Click Open.

If you are already signed into OneDrive and your OneDrive folder opened immediately,
left click the OneDrive systems tray icon, tap Settings, tap Backup, then Manage backup
and make sure your folders are syncing. Then skip to Step 2: Sync Departmental Share.

3. Putinyour agency e-mail address and hit Sign in.

Email address

‘ [your e-mail]@tfs.tamu.edJ

‘ Create account ‘
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4. Signin using your Texas A&M Forest Service login and DUO.

5. Click Next to confirm your OneDrive folder.

6. Make sure your Desktop, Documents, and Pictures folders are checked and hit

Continue.

@ Microsoft OneDrive X

Back up your folders

Selected folders will sync in OneDrive. New and existing files will be added to OneDrive,
backed up, and available on your other devices even if you lose this PC. Learn more.

m® .© O

Desktop Documents Pictures
8 KB 0 KB 1KB

Space left in OneDrive after selection: 5,120 GB

Note: This can take a few minutes depending on how much data you have in these
folders.

7. Click Next through a short “Get to know your OneDrive” session.

8. When asked to set up the mobile app, click Later.

9. Finally, click Open my OneDrive folder.

Back Open my OneDrive folder |

Check to make sure your OneDrive is activated by opening File Explorer. In the left navigation,
you should see a small blue cloud icon with “OneDrive — Texas A&M Forest Service” beside it.

At this point, all your Desktop, Documents, and Pictures folders are quietly syncing up in the
background. Take a break and when ready, move on to Step 2: Sync Department Share.
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Step 2: Sync Department Share

Next, let’s get your Department share activated. This is where we will save department level
files, folders, office and project files.

1. Onevyour PC, go to https://office.com

2. Signin.

3. Click on SharePoint in the left menu.

* SharePoint

&
&

4. Inthe search box at the top, search for “Share - [Your Department Name]”.

Ex. Share - East Texas Operations.

5. Click Sites.

€~ Share - Purchasing

All Files Sites Peo

Share - Purchasing

Sp
https://texasforestservice.sharepoint.com/sites/Share-Purchasing

Share - Purchasing MNewest Documents Modified By Me...

6. Then click the link for Share - [Your Department Name]

7. Click Documents in the left navigation.
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https://office.com/

Ht

Libraries

Lists

Recent

Documents

Tasks @ Documents

Site contents

8. Click Not Following in the top-right corner of the webpage (Will change to Follow).

37 Not following = Share

9. Click Sync in the middle of the page. If asked if you want to open this in OneDrive, click

Open.

1 Upload ~ H3 Editin grid view £a Sync 51 Ad

Documents

Check to make sure you now have your Departmental share by opening File Explorer. In the left
navigation, you should see a small building icon with “Texas A&M Forest Service” beside it.

i Texas A&M Forest Service

Now that OneDrive is all set up, it’'s time to get your files migrated from Syncplicity. Take a
break, then move on to Step 3: Migrate from Syncplicity
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Step 3: Migrate from Syncplicity to

OneDrive

This part is a little more involved, so move through it slowly to make sure you don’t miss

anything. Let’s get you migrated.

3.1 Download your Syncplicity files to your computer

Let’s make sure we don’t miss any of your files that may be stored in the “cloud” only.

Cloud.

Manage folders

Browse to My Syncplicity

Open Syncplicity

Show recently downloaded files

Add folders from Syncplicity cloud %

Get help
Send feedback
Send log file

Pause

Settings

Quit

@ 50°F suny A B P

If Add folders from Syncplicity Cloud is greyed out, skip to Step 3.2.

1. Right-Click the Syncplicity Icon in your Taskbar and click Add folders from Syncplicity
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2. Thisis a list of folders in Syncplicity that are NOT on your computer. Check the ones

here that A) You need to keep and B) are owned by you.

W syncplicity - Add Folders - X
Select folders to add to this device

(@ Select all

Will be added to ChUsers\cbryan\Syncplicity’-525 success stories (Linda Moon)

Source documents 86 ME - Owned by John Wegenhoft

O Will be added to TA\Source documents {John Wegenhoft)

Success to Significance 124 ME - Owned by Aldyth Lewis
Will be added to Ch\Users\cbryan\Syncplicity’\Success to Significance {Aldyth Lewis)

Support Staff Meeting 2019 53 ME - Owned by lohn Wegenhoft
O Will be added to TA\Support Staff Meeting 2012 (John Wegenhoft)

%]
(]
(]
(3]
[ S/ncplicity Reports 765 - Ouncd by Cosey Byer Change location
(]
(]
(]
()

Will be added to Ci\Users\chryan\Syncplicity’Syncplicity Reports

TFS -- - Owned by Andy Ghinaudo
Will be added to ChUsers\cbryan\Syncpliciy\TFS {Andy Ghinauda)

TFS Music on hold 825 KB - Owned by Adam Laughlin
Will be added to ChUsers\cbryan'Syncpliciy\TFS Music on hold (Adam Laughlin}

TFS_2018InfoSecPlan_and_WISPP -- - Owned by Andy Ghinaudo
O Will be added to TATFS_2018InfoSecPlan_and_WISPP (Andy Ghinauda)

TFS-HD-Links 62 KB - Owned by Andy Dormire
© Will be added to TATFS-HD-Links {Andy Darmire)

c\ :8 KB required / 85.69 GB will remain

Add to this device Keep in cloud only

O SyncDrive folder Learn more

Do not select folders owned by others to avoid duplication. Owners are responsible for
their own folders.

3. Click Add to this device to begin the download and sync process.

Note: As your folders download, they will no longer show up on the Select Folders to add to this
device screen.

The bottom of the window will show you how much space will be used by your selected folders
on your computer.

Depending on how much data is in each folder, it may take hours, overnight, or perhaps a day
for your Syncplicity Data to sync to your computer. We recommend you leave your PC turned
on overnight or for several hours. If you need to shut down, the syncing process should
continue the next time you restart and connect to the Internet.

Once all of your cloud folders have synced to your PC, take a break, then move on to Step 3.2
Make a list of all Syncplicity folders and files you are sharing.
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3.2 Make a list of all Syncplicity folders and files you are sharing

SN

Up to date
104.03 GB Used

1. Left-Click the Syncplicity icon in the taskbar and select Manage.

Online Syncplicity  Settings

2. Atthe top, select All locations, Shared only, and Owned by me.

¥ Syncplicity - Manage Folders - O x
Folder locations Sharing Ownership
| All locations '| | Shared only '| | Owned by me 'l | Filter by text Q |

moved things to OneDrive.

3. Thisis the list of folders that are shared by you. Make a list of these.

4. For each folder select Manage Participants and note the e-mail address(es) of who it is
shared with. Write this list down so you can share these folders again once you have

"'3_“:: city — Manage Folders - O X
Folder locations Sharing Ownership
All locations '| | Shared only '| | Owned by me Q |

| Syncplicity — Participants of "Metworking”

Manage Participants

Casey Bryan
cbryan@tfs.tamu.edu

Andy Dormire
andy.dormire@tfs.tamu.edu

Justin Dudao
Jdudo@tfstamu.edu

Krista Mattert
kmattert@tfs.tamu.edu

I Arld narticinante I

Editor

Editor

Editor

Networking
Owner
Casey Bryan

[ype: SyncDrive

e from this devi

nage participants

More options 'I

Now that we have everything downloaded and you have taken note of folders you will need to
re-share afterwards, let’'s move on to the next part, 3.3 Migrate to OneDrive.
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3.3 Migrate to OneDrive

You need to be signed into OneDrive for this one so if you are not, go back to Step 1: Activate
OneDrive.

1. Open file Explorer and click on Syncplicity in the left menu.

« * A a0 » Syncplicity »

Marme

i Cuick access —
% am
g Creative Cloud Fi & Ca
2 Ex
& OneDrive - M Fon ., =
& Hy
A Syncplicity o MNe
% Fo

i Texas ABM Forest Service B
= SA
3 This PC % Se
L sr

Metwork

— & Zo

2. Open another file explorer window and click on OneDrive — Texas A&M Forest Service.

ProTip: Use [Windows] + [e] to open another file explorer window.

<« “~ 4 @ 5 Onelrive - Texas A&M Forest Service »
Mame
# Quick access
B Desktop
& Creative Cloud Files %| Documents
# OneDrive - Texas A&M Forest Service Favorites
Microsoft Teams Chat Files
4+ Syncplicity Microsoft Tearns Data
Musi
g Texas A&M Forest Service HEIe
i=| Pictures
E This PC Recordings
Videos

cF Metwork

Another ProTip: Put each folder on a separate monitor if you have dual screens or
“snap” each window to the left and right so you can see your folders side-by-side.
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| [ =1 Manage - | [ = | OneDrive - Texas A&M Forest Service — m} X

Home Share View Drive Tools 0 Home Share View o

.
=i - N e =l - 1 -
Pin to Quick Copy Paste New lJ Properties Select Pinto Quick Copy Paste MNew  Properties Select
access L] folder < @ access L] M T £ M
Clipboard Organize New Open Clipboard Organize Open
« “ A s Syncplicity v O Search Syncplicity « “ 4~ @ » OneDrive - Tex... v O Search OneDriv
MName " Name
3+ Quick access 3+ Quick access
@ Casey [ Desktop
& Creative Cloud Files <& Exchange Migration & Creative Cloud Files [ Documents
% Hype (Linda Moon) Favorites
@ OneDrive - Texas A&M Fon s N i » @ OneDrive - Texas AGM Fore:
em Networking Microsoft Teams Chat Files
A0 Syncplicity (& Poster Designs 2 Syncplicity Microsoft Teams Data
= SAZoo Map Files (Jeffrey McFall) Music
[z Texas A&M Forest Service 8 Security Control Standards [y Texas A&M Forest Service = Pictures
[ This PC & Smokey and Staff Photos [ This PC Recordings
% Zoom Backgrounds Videos
¥ Network L8 ARiM Suctemn IT Gavarnance Faldars (Mark Stane) ¥ ¥ Network
< 3 < >

27 iterns = 9 items -

3. For each folder in Syncplicity, right click the folder that you want to migrate and choose

copy.

4. Now, let’s decide the best place for the folder to go:

Option 1: If the folder is just for you, double click into of the common OneDrive folders
and then right-click and choose paste. |.E. Documents, Desktop, or Pictures.

&« “ 4 @ 5 OneDrive - Tex... v O Search OneDrin
Mame
7 Quick access
B Desktop
g Creative Cloud Files 5| Documents
» @ OneDrive - Texas A&M Fore! Favorites
Microsoft Teams Chat Files
a0 Syncplicity Microsoft Teams Data
Musi
i Texas AB&M Forest Service —
= Pictures
3 This PC Recordings
Videos
oF Metwork
< >

3 items =
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Option 2: If the folder is for your department, office, or program, double-click into your
Departmental Share folder and paste in the appropriate sub folder.

Not sure which departmental folder to put it in? Get with your department head.

« v A v Texas ABM For... v | 0 Search Texas A&M Forest...

Mame Status

i Quick access
Onelrive - Testi cuments (s

g Creative Cloud Files Information Resources - IR Documents =

# OneDrive - Texas A
4 Syncplicity
fy Texas A8M Forest Service

= This PC

¥ Metwork
£ >

2 itermns 1 itemn selected [=

Rinse and repeat steps 3 & 4 until you have gone through all of your Syncplicity folders.

This part will take a really, long, time. Go make some coffee, leave your computer running
overnight or spend time out in the field. Some users may need to plan on several days for
OneDrive to get fully synced up.

A double arrow means things are still syncing. A green check mark or blue cloud icon means it’s

done.
OneMote Motebooks =
Cutlook Files (P
Projects @A

You can also click on the OneDrive app in your system tray and see if there are any active file
syncs occurring.

If there are active syncs, simply leave your system on overnight to complete the sync. Contact
the IR Help Desk with any questions or concerns.

Once everything has finished syncing, go on to the next step, 3.4 Re-sharing your content.
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3.4 Re-sharing your content

Once your files have finished syncing to OneDrive, you can re-share your files to match the
sharing permissions you had in Syncplicity. Grab your notes we made in step 3.2 Make a list of
all Syncplicity folders and files you are sharing.

Note: Files and folders you moved into your Department Share do not need to be shared again.
Everyone in your department already has access.

1. Open File Explorer and go to OneDrive — Texas A&M Forest Service in the left menu.

« v o @ 5 OneDrive - Tex... w | 0 Search OneDriv
Mame
#F Quick access
B Desktop
g Creative Cloud 5| Documents
& Onelrive - Texas A8M Fore: Favorites
Microsoft Teams Chat Files
a0 Syncplicity Microsoft Teams Data
Musi
i Texas AB&M Forest Service HEte
= | Pictures
H This PC Recordings
Videos
oF Metwork
< >

9 itemns =

2. Gointo Documents, Pictures, or Desktop, then right-click on the sub-folder you want to

re-share from your list.

3. Click on Share.

3 Quick access ©Aa
e Creative Cloud Files @A

# OneDrive - Texas A8 & Share PlE
Yiew online I} @ A

+ Syneplicity Always keep on this device @ a

fy Texas A&M Forest Ser Eree up space o a

ProTip: Do NOT share your entire Documents, Pictures, or Desktop folders.
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4. Click People in Texas A&M Forest Service with the link.

If you are sharing inside the agency, leave this setting alone. If you need to share with

people outside the agency (or a mix) choose “Specific people”.

Link settings

Projects

Who would you like this link to work for?

Learn more

Anyone with the link

People in Texas A&M Forest

Service with the link

People with existing access

Specific people

5. Click Apply.

6. Enter the e-mail address for each person you want to share with.

7. Then decide if you want them to have read only or edit access.

#% Share "Projects”

Send link

Projects

link can view >

@ Smith, Will

Add another

Message...

Pecple in Texas AB!IM Forest Service with the

x
25\9 v
f Can edit @

Make any char Can view

.2;? Can view

Cannot make changes

@ Link settings

*
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8. Click Send.

% Share "Projects" by

Send link

Projects

People in Texas ABIM Forest Service with the
link can view >

@ Smith, Will <

Add another R

I'm sharing this folder with you! (Optoinal - Custom
message for folks on the receing end.)

ProTip: If you want to craft your own e-mail, hit copy instead to get the share link.

9. Rinse and repeat steps 2 — 6 for each folder you want to re-share.
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Step 4: Sign out of Syncplicity

After you have verified that your Syncplicity content has fully synced to OneDrive you can
delete the Syncplicity folders from your computer to free up space.

Note: This step is optional. If you are not comfortable performing the steps below, contact the
IR Help Desk for assistance. We highly recommend not deleting files if you are unsure if they
have fully synced. Do NOT click “Delete everywhere”.

1. Open File Explorer and click on Syncplicity in the left menu.

&« v A Lao » Syncplicity

=

#F CQuick access

J’*

g Creative Clou A

4

& OneDriv A8 Forest Service “
]

2 Syncplicity -
4

i Texas AB&M Forest Service {:"
[

3 This PC =

2. Right-click each Syncplicity folder and select Remove -> Remove from this device.

[ ] AN ToAD AR C
b A viewin Syncplicity online 8/4/2021 T:42 AM -
5 c
— B Share folder )
- e . 5
o 5. Manage Participants :
® (3 Make available online only r
i =
Remove 2 Remove from this device I}
Send to > e b

Note: Some folders may not have the Remove option.

3. Rinse and repeat step 2 for each folder you have in Syncplicity. Allow some time for this

to complete, at least an hour or so.
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4. Left-click on the Syncplicity icon in the task bar and choose Settings.

= O 0 = &

Manage Recent Online Syncplicity | Settings

Up to date
104,03 GB Used

5. Under the Account tab, click Unlink this device. This will sign you out of Syncplicity.

“V Syncplicity - Settings X
R & a O
Account Advanced Storage Support
~User

Email: cbryan@tfs.tamu.edu
Computer name: TFS-26585

~ Motifications
Files downloaded
Sync errors
App Tab (in Office apps)

~Shared subfolders

Display shared subfolders at the root level of Syncplicity (T:)

~Unlink This Device

This will erase you
continue to be acc
this device will be r

ofile from this device. All your files will
our online account. Files downloaded to
the location they were stored.

You are now migrated from Syncplicity to OneDrive.

#OneAgeneyOneDrive
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