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If you are a student who is graduating grade 12 or leaving the OCDSB, you can use

Google Takeout to export your files to save them. (Alternatively, students in Grades

7-12 can instead transfer files (Gmail and Drive) to a personal Google account by

following these instructions.)

Exporting your Content
1. Sign in to your OCDSB Google Account.

2. Click your profile photo at the top right of the screen (#1 below).

3. Select Manage your Google Account (#2 below).
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4. Select Privacy & Personalization.
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5. Scroll down till you see Data from apps and services you use.

6. Select Download your data. This brings you to the Google Takeout page.
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7. In Google Takeout, you may choose to export all of your data from your Google

Account which is the default option (#1 below), OR

You can choose what to export by selecting the Deselect all button (#2 below)

and then selecting the content you wish to export.

For students who had previously uploaded content to YouTube, you can select

the option to export your old video files (#3 below).
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8. Once you’ve selected your content to export, click Next Step at the bottom of

the screen.

9. Select your desired Destination (#1), Frequency (#2), File type & size (#3 and

#4). When you’ve made your choices, select Create Export (#5). If you’re not

sure what to select, leave the default options that are selected for you.
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10. Depending on the amount of data you're exporting, it may take up to a full day

to complete as indicated in the “Export Progress” screen.

11. When exporting is finished, your content will be available to download from

either the Google Takeout screen as shown below.
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OR by opening the email message from Google Takeout and clicking the

Download your files button.

12. Once downloaded, you can then choose what to do with your content. For

example, you can upload the Google Drive files to a personal Google account.
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