
Comparison of Microsoft Outlook (Microsoft 365) and Google Workspace 

 

1. Introduction 

The purpose of this document is to provide a clear and structured comparison between Microsoft 

Outlook (as part of Microsoft 365) and Google Workspace, in order to support decision-

making on which platform is better suited for our organization. Both platforms are widely used 

productivity suites that provide email, calendar, document collaboration, and communication 

tools. However, their strengths differ depending on organizational size, workflow complexity, 

security requirements, and integration needs. 

This document evaluates both platforms across key operational areas and concludes with a 

recommendation based on typical enterprise and professional use cases. 

2. Overview of the Two Platforms 

Microsoft Outlook / Microsoft 365 
Microsoft Outlook is part of the Microsoft 365 ecosystem, which includes Exchange (email), 

Teams, OneDrive, SharePoint, and Office applications such as Word, Excel, and PowerPoint. It 

is widely adopted by medium to large enterprises, government organizations, and regulated 

industries. 

Google Workspace Microsoft 365 

30 GB to 5 TB of storage available, 
depending on plan. Files only 
accessible online. 

1 TB of storage available, more with 
custom plans. Files can be used locally 
or via the cloud. 

Better collaboration capability. 
Multiple users can work on the same 
document at the same time, and all 
updates are shown to all collaborators 
in real time. Allows viewing, editing, 
comments, and suggestions. 

Collaboration capability is fully 
functional, but it’s somewhat more 
challenging to use than Google’s 
version. Allows viewing and editing. 



Customizable, secure email that is 
user-friendly and works well with 
third-party applications. Also supports 
offline access for Docs, Sheets, and 
Slides with proper setup through the 
Chrome browser. 

More sophisticated email options for 
better organization and management. 
Offline functionality and significantly 
higher daily email limit. 

Data loss prevention, AI-powered 
security. 

Advanced threat detection and data 
loss prevention, end-to-end 
encryption. 

Available applications allow users to 
create documents, spreadsheets, and 
slides. Booking and calendar 
applications are included.  

Available applications allow users to 
create documents, spreadsheets, and 
slides. Booking and calendar 
applications are included. Publisher is 
also available for creating marketing 
materials. Access database software is 
included.  

Basic support is available.  Microsoft has support and a large 
partner network of companies that 
further help with user support.  

Pricing 

Both platforms offer a variety of packages for customers to choose from based on the size and 

storage needs of the business. Depending on the number of users in your organization and the 

amount of storage your company needs, pricing for each platform will vary. Microsoft 365 fees 

range from $6 to $22 depending on the plan; Google Workspace fees range from $7 to $22 for 

typical plans, but Google Workspace also has an enterprise pricing option that is quoted directly 

to the customer.  

Here’s the pricing breakdown: 

 Google Workspace Microsoft 365 

Business Starter/Business 
Basic 

$7 monthly with 30 Gb $6 monthly with 1 TB 

Business 
Standard/Business 
Standard 

$14 monthly with 2 TB 12.5 monthly with 1 TB 

Business Plus/Business 
Premium 

$22 monthly with 5 TB $22 monthly 

 



Google Workspace 
Google Workspace includes Gmail, Google Calendar, Google Drive, Google Docs, Sheets, and 

Meet. It is known for its simplicity, browser-based operation, and strong real-time collaboration 

features. It is popular among startups, educational institutions, and small to medium-sized teams. 

3. Email and Communication Capabilities 

Outlook Strengths 

 Advanced email organization tools such as rules, categories, flags, and focused inbox 

 Better handling of large mailboxes and long-term email storage 

 Support for shared mailboxes, delegated access, and complex permission settings 

 Strong integration with Exchange for enterprise email management 

Google Workspace Strengths 

 Simple and clean user interface 

 Fast search functionality within Gmail 

 Easy setup and minimal configuration requirements 

Assessment 
For organizations with heavy email usage, shared mailboxes, or structured workflows, Outlook 

provides more control and flexibility. Google Workspace is easier to use but less powerful for 

advanced email management. 

4. Calendar and Scheduling 

Outlook Advantages 

 Advanced scheduling assistant to view availability across teams 

 Better handling of recurring meetings, time zones, and resource booking 

 Integrated meeting creation with Microsoft Teams 

 Support for meeting policies and organizational calendars 

Google Workspace Advantages 

 Simple and intuitive calendar interface 

 Easy sharing of calendars 

 Quick integration with Google Meet 

Assessment 
Outlook is better suited for organizations with frequent meetings, shared resources, and cross-

department scheduling needs. 

5. Document Creation and Collaboration 



Google Workspace Strengths 

 Real-time collaboration is simple and seamless 

 No local software installation required 

 Automatic saving and version history 

 Ideal for quick, collaborative editing 

Microsoft 365 Strengths 

 More advanced document formatting and functionality 

 Industry-standard applications (Word, Excel, PowerPoint) 

 Strong version control and document governance via SharePoint 

 Offline editing with full functionality 

Assessment 
Google Workspace is better for lightweight collaboration, while Microsoft 365 is superior for 

professional documents, complex spreadsheets, and formal presentations. 

6. Integration and Ecosystem 

Microsoft 365 

 Deep integration with Windows operating systems 

 Seamless connection between Outlook, Teams, SharePoint, and OneDrive 

 Strong compatibility with third-party enterprise systems (ERP, CRM) 

 Centralized user and identity management via Azure Active Directory 

Google Workspace 

 Browser-based and platform-independent 

 Good integration with cloud-based tools 

 Less native support for advanced enterprise systems 

Assessment 
Organizations already using Microsoft tools benefit significantly from Outlook and Microsoft 

365 due to tighter integration and unified workflows. 

7. Offline Access and Reliability 

Outlook 

 Full offline access using desktop applications 

 Emails, calendars, and files are available without internet 

 Ideal for staff who travel or work in low-connectivity environments 

Google Workspace 



 Limited offline functionality 

 Heavily dependent on internet connectivity 

Assessment 
Outlook is clearly superior for offline productivity and business continuity. 

8. Security, Compliance, and Administration 

Microsoft 365 

 Advanced security tools such as Data Loss Prevention (DLP), email encryption, and 

threat protection 

 Strong compliance features for audits, legal holds, and eDiscovery 

 Suitable for regulated industries (finance, healthcare, government) 

Google Workspace 

 Strong baseline security 

 Simpler administrative controls 

 Fewer advanced compliance tools compared to Microsoft 

Assessment 
For organizations with strict security, compliance, or regulatory requirements, Microsoft 365 

provides a more mature and comprehensive solution. 

9. Cost and Scalability 

Google Workspace 

 Generally lower initial cost 

 Easier onboarding for small teams 

 Minimal IT overhead 

https://workspace.google.com/#pricing 

Microsoft 365 

 Slightly higher cost 

 More value for organizations that need advanced features 

 Scales well for large and complex organizations 

https://www.microsoft.com/en-us/microsoft-365/outlook/outlook-business-email-plans 

Assessment 
Google Workspace is cost-effective for small teams, while Microsoft 365 provides better long-

term value for growing or large organizations. 

https://workspace.google.com/%23pricing
https://www.microsoft.com/en-us/microsoft-365/outlook/outlook-business-email-plans


10. Final Recommendation 

Based on the comparison above: 

 Microsoft Outlook (Microsoft 365) is better suited for: 

o Medium to large organizations 

o Enterprise and professional environments 

o Teams requiring advanced email management, security, compliance, and offline 

access 

o Organizations already using Microsoft tools 

 Google Workspace is better suited for: 

o Small teams or startups 

o Organizations prioritizing simplicity and real-time collaboration 

o Fully cloud-based, low-complexity environments 

Overall Recommendation: 
If the organization values enterprise-grade email, structured workflows, security, 

compliance, and professional document handling, Microsoft Outlook (Microsoft 365) is the 

better choice. While Google Workspace offers simplicity and collaboration, Outlook provides 

stronger long-term scalability and control for organizational needs. 

 


