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Queensland, Australia Migrate Data from Dropbox to OneDrive on a
Windows device

Introduction

Dropbox Business is a file sharing, storage and collaboration tool for enterprise level businesses. It is not the preferred product
for Griffith and access is being retired where possible. New users should use preferred options such as SharePoint Online,
OneDrive for Business, Microsoft Teams or a Research Storage Service (depending on requirements for use).

This guide will show you how to migrate your data from an existing Dropbox Business account to OneDrive on a Windows device.
Please note these instructions are for Windows 10. Windows 7 may differ slightly. See step 3.5 to check which system you are
operating in. Support for Windows 7 ceased on 14 January 2020. It is recommended you move to Windows 10 immediately.

Step 1: Check if Dropbox and OneDrive apps are installed

o Check if Dropbox and OneDrive apps are installed by 0 5
selecting the Start button (apps are listed S O
alphabetically). [

NB OneNote 2016

a Dropbox

OF Outlook 2016

9 If applications are not installed, proceed to Step 2:
Install Dropbox. If applications are installed,
proceed to Step 4: Migrate Data from Dropbox to
OneDrive.
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Step 2: Install Dropbox

° Please follow the |nstruct|0ns prowded by Dropbox at

€@ Once installed, you will be prompted to sign in using your ® Bpppphcy
Griffith credentials. Select Get your link code and ensure

to copy the code. z‘

€©) \When prompted How should your files sync, uncheck
Let me admin manage this setting.

G Sign in with Google
From the dropdown, select how to sync files:
e The online-only option minimises the storage o P | email@grifith.edu.au |
space used on your computer (recommended).

e Local will download files to your hard drive.

e —
o > Get your link code
Select Continue.

L] Sl Up Dropbox

Dropbox should now be successfully installed on your zz
computer. Open your Dropbox folder and allow time for
the folders to sync.

How should your files sync?

n_a-. my admin manage this setting

Laocal

Local

e | nnu.n,.o@ I
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https://help.dropbox.com/installs-integrations/desktop/download-dropbox

Step 3: Install OneDrive

Please follow instructions provided by Microsoft at https://www.office.com/ to install OneDrive on your Mac.

o Select Install Office Apps and follow the installation

(2]

instructions.

Once installed, open the Microsoft OneDrive Desktop.

Good morning

for use.

open.

o] - d g ry
Note: Follow the next steps if you receive the prompt o o
Which library do you want to sync? If you do not - 1 a & 4
receive the prompt, your OneDrive for Business is ready
.
If you need to Paste your library URL here, you will AvERCh NOFAY/CO YOU VNG iy pCy
need to copy it from OneDrive online. To get to the web 9 =
version of OneDrive online, type www.office.com in your l prm—e o —
web browser. You may be prompted to log in via Griffith’s N
Single Sign On if you are not already signed in. This will e
open the Microsoft suite of tools. Select OneDrive to
Copy the OneDrive URL from your browser and paste it
into the App as the Library to sync. —p .
Check the Windows operating system at the bottom right Good morning
hand side of your screen, underneath the Griffith logo
under Image Version.
Apps el e a
g |- [~} <3 @
Q a '} [ 2 a =

o

x (] Microson offce vome _ x @) wai
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https://www.office.com/
http://www.office.com/

Step 4: Migrate data from Dropbox to OneDrive

(2]

©

To migrate data, you need to sync Dropbox to a specified
location (e.g. your local drive) and then sync to OneDrive.

Right click the Dropbox icon (located on the bottom right

Notifications

Making

Show m

Your team is using Smart Sync

Recent Files 0 9

files online-only saves hard drive space,

e Dismiss

1.1% of 660,480,0GB used

Up to date
Pause syncing

of your menu bar). Select the Settings cog, then
Preferences.

You will now need to choose which Dropbox folders you
want to migrate to OneDrive via the DropboxSync.

Please note that any personal-to-you documents (do not
relate to Griffith business) should be moved to your
personal account.

On the Sync tab, deselect Let my admin manage this
setting. Select Selective sync... to choose what folders
to sync.

These folders will sync to the Dropbox folder location

_VI Preferences... I

specified (C drive is the default).

Only the folders you select will be synced. You can choose
to Select all or tick to select individual folders, then

Update.

You will be prompted to Update Select Sync

Settings. Select OK.

The foldersffiles you selected to sync will now appear
in your computer location as specified in step 2.5.

You can now drag these files and folders from
this desktop location to your OneDrive.

Help center
Bxt Dropbox
_ ee——
32 Dropbox Preferences X
h P -
L 2AE @ F % |6
Account Import Bandwidth Proxies Notifications Sync
Smart Sync

Set the way new files are synced at the top-evel of your Dropbox folder, Local fies are
synced to your hard drive. Online-only fies save hard drive space and are ready when

need them.
;I [[] Let my admin manage this satting I o

Start as:

Selective sync

Selact which folders you want to see on this computer. Any folders you unselect won't
be shown on this computer, bu!ymcmsﬂa:czsslhemmd’opboxm

Onine-only

Select which folders sync to this computer:

Dropbox folder location

Choose where your Dropbox (Griffith University) is located on your computer. All your
Dropbox fies will be saved in this folder.

"[==19

'

P> |G lser

\shunber\Dropbox (Griffith University)

l Move...

& Hep

]

Cancel Apply

O
%)

33 Selective Sync X

Only selected folders will sppear on this computer,
agl=E=20 |

43 Dropbox (Griffith University)

| Project emails

& Read Only After Delete
8 Suspended Account Test
||, Troubleshooting

:E“’""! Cancel

33 Upda

te Selective Sync settings?

Unselected folders will be removed from this computer's Dropbox. They will still

be available on the web and other devices.

X
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o
You may be prompted to move folders from your o 2
Dropbox account and all devices to OneDrive. Select € How To e Shae y colindr AP
8" Microsofht scheduled improvements and
Move out of Dropbox. 3 00ket
B Desktop
s B st Otk
& Downlosds 8 Screen Shot 2018-08-20 at 2.56.10 PM.png
ey 5 Shor i el i rgen . r
@ If the transfer was successful, you will see a message iz e
on the OneDrive icon in the top right menu bar. & lec DR €) o e }
— « STORE N GO (D) 't ask me this sgain |
e 2 oo O\sstadptind [
You can now see your folders and files in your S e e
OneDirive. TR NGO D)
. P OneDrive for Business - Up to date
Ensure you delete any unwanted files and folders R 2 el
from your Dropbox Business account so it can be
closed. = | OneDrive for Business - o
« T & « Users » » OneDrive for Business v o Se OneDrive for 8 €
@ 1 This PC ::;‘""'"“ BRORAM
30 Otject; Microsoft Teams Chat Files
B Dashtop Notebooks
% Documents Templates
& Downloads Test personal folder
N Moie

OneDrive will notify you of any issues including if your
transfer was not successful.

& OneDrive needs your attention
Select the OneDrive icon in the bottom left menu bar, ——— Griffith University

€ ou will be prompted with reasons the transfer failed. IS . JONE CRENA

o Go into your OneDrive folder and edit the problem files. ™|

J problems with your OneDrive — GATlith University
9 Test 3 <Troubleshoot>.docx o
Test 2 Troubleshoot??.docx Q
Test 1 “Troubleshoot”.docx Q
O [a) M OneDrive - Griffith University
E 0 kol vidvl @
o © Downloads
#i Test 3 Troubleshoot.docx .
{3 Searching “INS750 214439.. @ Test 2 Troubleshoot??.docx ﬂ

For more information contact:

Digital Solutions | Corporate Services L“”J Grlfﬁth

Ph (07) 3735 5555 (Brishane) | (07) 5552 5555 (Gold Coast)
Email

griffith.edu.au/digital-solutions
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