Google Takeout Scribe -
Instructions

1 Navigate to https://takeout.google.com/

@ Make sure that you are signed in to your school issued Google Account.

2  You should see Google Takeout at the top of your screen

:count

< @ogle Takeout

Your account, your data.
Export a copy of content in your Google Accc
or use it with a service outside of Google.

CREATE A NEW EXPORT

1 Select data to include

Products
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3 Find Section 1 that reads "Select Data to Include"

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

CREATE A NEW EXPORT

1 ict data to include

Products

#~  Access Log Activity
Collection of account activity logs

A\ Nuetn the gize nf eontent found in the Acress | an Activitv nir

4 Click "Deselect all" This will allow you to go through the section and select the
appropriate items to export. For this, we are only exporting Google Drive material.

z2out

ato include 48 of 49 selected
De! all

3 Activity

»f account activity logs D

the size of content found in the Access Log Activity product, exports
«e longer to process.
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5 Scroll down the section and find the header named "Drive".

< Google Takeout

1 Select data to include

TESTaI G STUUIT S arma ProeCTs:

[

Pres you own that have been stored in your My Drive and Computers.
info

Fit
Your Google Fit data, including your workouts, sleep data, and daily m
like steps and distance.

6 Make sure to click the checkbox next to the Drive header.

wt

o include 0 of 49 selected

S aImu Proects:

that have been stored in your My Drive and Computers. More

‘it data, including your workouts, sleep data, and daily metrics 0O
distance.
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7  Scroll to the bottom of section 1 and find the blue "Next step" button.

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

2 Choose file type, frequency & destination

Export progress

8  Click "Next step"

1d YouTube Music
search history, videos, comments and other content you've created D
+and YouTube Music More info

: type, frequency & destination
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Under "Choose File Type, Frequency, and Destination", you will select how you
want your data to be exported.

unt
< Google Takeout

v Select data to include

2 joose file type, frequency & destination

Delivery method

Send download link via email

When your files are ready, you'll get an email with a download link. You
download your files.

Frequency

Under Delivery Method, click Send Download Link via email. Other cloud based
1 : . :
options are available but may not work due to data restraints.

v Select data to include 1o

2 Choose file type, frequency & destination

Delivery method
Send do | link via email
Add to Drive an email with a download link. You'll have or
Add to Dropbox
Add to OneDrive
Add to Box

1 export
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11  Under Frequency, Click the "Export once" field.

Delivery method

Send download link via email

When your files are ready, you'll get an email with a download link. Y
download your files.

Frequency

) Export once

1 export

(O Export every 2 months for 1 year

6 exports

File type & size

Zip -

12  Under File Type and Size, choose "Zip" as your type.

(® Exportonce

1 export

(O Export every 2 months for 1 year

6 exports

File type & size

Zip files can be opened on almost any computer.

2GB

Exports larger than this size will be split into multiple files.
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13 Make sure that you choose 2GB as your export size. This will allow most programs
to open your export.

(® Exportonce

1 export

(O Export every 2 months for 1 year

6 exports

File type & size

.Zip

1GB be opened on almost any computer.

3

4.8 2r than this size will be split into multiple files.
10 GB

50 GB

14  Click "Create export"

exports

& size

an be opened on almost any computer.

rger than this size will be split into multiple files.

gress
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Once you have created your export, Google will begin copying your files. Once it is
15 d . AR . ; ,
one, you will get a notification via email that your files are ready to download.
Download your files and save them on a back up media for future reference.

Export progress

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

9 C: kport + Create another export

About
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