Using Google Takeout to backup documents and emails

Step 1:

Open Chrome Browser and sign into your SCHOOL ACCOUNT

Step 2:

Go to https://takeout.google.com/

Google Account

¢ Google Takeout

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

YOUR EXPORTS

Make sure you are logged /
into your SCHOOL Account

Step 3:

Select the data you want to include. Then scroll to bottom and click Next Step

CREATE A NEW EXPORT

1 Select data to include

Products

ru Android Device Configuration Service
identifiers. More info

B HTML format

Arts & Culture
Favorites and galleries you've created on Google Arts & Culture

B Multiple formats

Android device attributes, performance data, software versions, and account

lasks
Data for your open and completed tasks. More info

B JSON format

Voice
Deselect all

current linked numbers. More info

B Muiltiple formats
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

Your saved Google Voice call history, messages and voicemails as well as



https://takeout.google.com/

Step 4:
Choose Delivery Method, Frequency, File Type & Size. Then click Create Export

Delivery Methods: € Google Takeout

Send Download link via email 2 Choose file type, frequency & destination

Add to Drive . 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.

Add to Dropbox

Add to OneDrive

Frequency

Add to Box @® Exoortonce

1 export

o Export every 2 months for 1 year

6 exports

File type & size
.zip -

Zip files can be opened on almost any computer.

2GB -

Exports larger than this size will be split into multiple files

Create export

Step 35:

Finally you should see a notification similar to this and receive an email about
your archive request.

Export progress

Google is creating a copy of files from 49 products
@ This process can take a long time (possibly hours or days) to complete. You'll receive an
email when your export is done.

€ Cancel export + Create another export




