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Saving Your Google Content - For Students

Translate this Document

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 insfructions.)

Exporting your Content

1. Signin 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).

i= @® Active ¥ @ €E3 it

HE
[ Managed by ocdsb.ca
Ext
[Ext ad
Ext &
[Ex 7 2
(Ext Hi, CHARLES!
[Ext ( Manage your Google Account |
[Ext
(Ext 4+ Add account [> signout
X
[Ext ) ) )
Privacy Policy * Terms of Service

[E}ltE!rl"lul DTS | ML OVILY SOTITEr Y Tur v warr

Ottawa-Carleton District School Board
Saving your Google Content - for Students
B&LT/TAS Team/BLTTUT/Created June 2018/Updated February 2024 1



https://docs-google-com.translate.goog/document/d/e/2PACX-1vRUWfZRiYyUH8lOjdDVkN9QO0QRE94CB3fhSFVU-HMigIBrqM-bA7cGhuJVzW9_A2gZwNN9T1aL3Tcb/pub?_x_tr_sl=auto&_x_tr_tl=en&_x_tr_hl=en&_x_tr_pto=wapp
https://docs.google.com/document/d/1oa-f3xGMoU8GqVqhcEC7znf_lN7TEOIPiyonsF4y2s4/edit#
https://drive.google.com/drive/u/0/folders/0B9qPOdm3owh7NlNxbFB2SW9xaGM?resourcekey=0-mmmN_5Z5iMyVefRShS08qw

. B
B . ‘.

4. Select Privacy & Personalization.

Google Account Q

@ Home

Personal info

® Data & privacy
E] Security
= People & sharing

F Payments & subscriptions

Welcome, CHARLES OCDSB

Manage your info, privacy, and security to make Google work better for you. Learn more

Transfer your content

@ About . Transfer your email and Google Drive
m@ files to another Google Account

Privacy &
personalization

See the data in your Google
Account and choose what ac-
tivity is saved to personalize
your Google experience

Manage your data & privacy
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Start transfer

Your account is
protected

The Security Checkup
checked your account and
found no recommended
actions

See details
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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.

Google Account Q, Search Google Accou

Your content and preferences related to the Google services Qa8

@ Home you use and third-party apps with access to your account =Y ®
Z5] Personalinfo
C® Data & privacy Apps and services
|2| Security . .

Content saved from Google services A summary of your services and data >
2 People & sharing

[ cCalendar B Google Play D YouTube +1

9 Payments & subscriptions

Third-party apps with account access You gave these apps access to some data >

About
3 wevideo

Download or delete your data

@& Download your data Make a copy of your data to back it up

[i] Delete a Google service Remove a service you no longer use >

Looking for something else?

Q, Search Google Account >
(@) See help options >
[ send feedback >

Privacy Terms Help  About
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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).

Google Account @

< Google Takeout

Your account, your data.
Export a copy of content in your Google Account to back it up
or use it with a service outside of Google.

CREATE A NEW EXPORT

1 Select data to include 54 of 55 selected

Products Deselect all

= Access Log Activity
Collection of account activity logs D

u YouTube and YouTube Music
Watch and search history, videos, comments and other content you've created
on YouTube and YouTube Music More info

B Multiple formats = All YouTube data included
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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.

2 Choose file type, frequency & destination

Destination
Transfer to:

Send download link via email

When your files are ready, you'll get an email with a download link. You'll have one week to
download your files. Learn more about how to locate, access, and share your data.

Frequency
@ Export once
1 export w
O Export every 2 months for 1 year
6 exports

File type & size

File type:
.zip

Zip files can be opened on almost any computer.

File size:
2GB

Exports larger than this size will be split into multiple files.

Ottawa-Carleton District School Board
Saving your Google Content - for Students
B&LT/TAS Team/BLTTUT/Created June 2018/Updated February 2024 5


https://drive.google.com/drive/u/0/folders/0B9qPOdm3owh7NlNxbFB2SW9xaGM?resourcekey=0-mmmN_5Z5iMyVefRShS08qw

4
= = M

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.

Export progress

Google is creating a copy of data from 3 products
This process can take a long time (possibly hours or days) to complete. You'll receive an

email when your export is done.
Created: January 19, 2024, 1:16PM

€ Cancel export + Create another export

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

either the Google Takeout screen as shown below.

< Manage your exports

Before you copy your data to another service, check that company’s data export policies.
Make sure you can take your important stuff, like your photos or contacts, with you if you
ever want to leave that service.

Avoid downloading your exports onto public computers or saving them where others can
see them.

Visit your Google Account to explore other ways to manage your data, including deleting
your Account.

Export Created on Available until Details
2 products

June 3, 2022 June 10, 2022 * Download A
1.4 MB
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OR by opening the email message from Google Takeout and clicking the

Download your files button.

Q, Search in mail T ® Active v (D &3 i
<« >
Your Google data is ready to download nbex x a O
. Google Takeout <noreply@google.coms 1:16PM (2 minutes ago) P “ . m
. tome =
[
Google
Your account, your data. =

We've finished creating a copy of the Google data you requested on January 19, 2024. You
can download your files until January 26, 2024

Your download will contain data from:

« Chrome
« Classroom
= [Drive
Manage exports
Download your files ,
| |
H Bl BNE H B
Privacy Policy | Terms of Service Go gle

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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