Take Your Google Data With
You - for Teachers and Staft

Google Data

After you leave, your ISB account will be deactivated. Your content will be deleted. We cannot
help you recover your data once you have departed from ISB.

Before you begin, please become familiar with these guidelines on removing sensitive

information.

There are two ways to export your data; please read the Option's intro and choose what works for

you.

Option 1 - Copy to new drive

If you would like to 'move' your data from your ISB Google Drive to a personal Google Drive, the
process outlined below is recommended. But first... please make sure that you have enough
space on your personal drive. Your personal drive is limited to 15GB by default.

In your ISB Google Drive:

1. Create a folder where you will place all the files you would like to keep.
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2. Move the files and folders that you want to keep into the new folder.Share the folder you

created with your personal account.
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3. Share the folder you created with your personal account.

‘ L Drive Q, Searchin Drive = ® ©
+ My Drive ~ e & W i
New
Name 1 Owner Last modified File size
Priority
- My Drive B Exhibit me Jan 24,2019 me =
» I Classroom B Google me Sep 12,2018 me =
» B Exhibit > Openwith >
» [ Google Photos B prange
2+ Share ‘— Share with others Get shareable link (&
» ipranges -
. ] G2 Getshareable link
» Mac " People
- [ #%  Add shorteut to Drive ©)
» My Dat
e 3 Moveto * = personalemail@gmail.com x Add more people -
» printing -
- Bm printing Y7 Addto Starred
» BB Screencastify Make a copy of all the files.
B Screen 4. Rename
» [ shared with all
@ Change color >
» Technology oo
& BB shaed O searchwithin My Data
Work:
»- B, Workspéce Notify people v
o B Techne @ View details
o=  Storage
&, Download
7.2 6B used I Works m Cancel Advanced
M Admin console M@ -sady. [l Remove



https://docs.isb.be/uploads/images/gallery/2020-05/move-to-folder_b.JPG
https://docs.isb.be/uploads/images/gallery/2020-05/move-to-folder_b.JPG
https://docs.isb.be/uploads/images/gallery/2020-05/share-with-personal.JPG

4. Transfer the ownership of your newly shared folder to your personal account (right-click
the newly created folder and select Share one more time, expand the Editor submenu,
and select Transfer ownership.)
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Option 2 - Download your Data:

You can choose to download an archive of your files as well. This process is easier than the copy
method, but Google Apps documents (docs, sheets, slides...) will be converted to Microsoft-
compatible files (Word, Excel, PowerPoint...).

1. In your ISB Google Drive, right-click on a file or folder that you would like to download.

2. Select “Download” from the list of options.

3. Save the downloaded archive to an external hard drive or a personal cloud storage service
(a personal Google Drive, Dropbox, etc.).
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