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BIS Help Guides

Taking your data with you when leaving BIS

Learn how to safely make copies of the data stored in your Google Apps for Education account.
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INTRODUCTION

Learn how to safely make a copy of the data stored in your Google Apps for Education account.
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Step 1 — Visit Google Account page

@8o0e Cinmin  Cmnnin Ansnn A

s oo | o el g Visit hitps://accounts.google.com
Google o Use your BIS information to login.
One account. All of Google. This is very important. Please
Sign in with your Google Account contact the IT Helpdesk if you have

forgotten your login details
@
@ Click 'Sign In'

f.nevers@bis-school.com

---------------

Stay signea in Neea neipr

Create an account

One Google Account for everything Google
BEMeD 2> B

Step 2 — Visit Google Takeout

‘@00 oo ool Dol doss

: 5
[ -:__.__ B https & .gle.m;'se(tmgrakeu[ — — | _:__;__-_-. - __!_,... . Visit

P— - _EI https://www.google.com/takeout

< Download your data oS Bcosente pandcss b Bly-echool com, ' . CI|Ck On the Icon next to y0ur name,
e on the top left of your screen
Your account, your data. It
Download a copy.
= —— — Ensure you are logged in to your
|

BIS account

Select data to include

Choose the Google products to include in your archive and configure the settings for each product.
This archive will only be accessible to you. Leam mare

Product Details Select none
& v

[=] eiogger All blogs v
Q Bookmarks v
s _—
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Step 3 — Select the data you wish to take with you

eoo . Data tools - Download your data Cal
- =10 (2] | + B hupsa wew.google.com/serings takeou:

e Using the switches, select the data
you wish to take with you

< Download your data

q Groups

& If unsure, leave all of the switched

© e on (green)
B 7 o Click 'Next'
;‘:z& Maps (your places) %

[i Messenger v

e
@ Profile

3 voutube OPML (RSS) format -

B <

< <
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Step 4 — Create archive to download

8006 ) Data tools - Download your data

B s e e 01 g Click on 'Create archive'

@ Itis recommended that you keep the

default options offered in the drop

Your account, your data. c .
Download a copy. ia & down bOXGS
Create an archive with your data from Google products.

— .

o =

«/ 17 products selected

Customize download format

Chaose your archive’s file type and whether you want to download it or save it ta Drive,

File type Delivery method

zip *v Send download link via email ~
Zip files can be opened on almest any computer. After we finish creating your archive, we'll email a link
Archives larger than 2GB will be split into multiple 2ip =0 you can download it 1o your persanal device. You
files. will have one week to retrieve your archive.

e

Google  Terms & Privacy  Help
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Step 5 — Download your data

eoe Data tools - Download your data. =

ﬂ hitps @ www.google.com/settings /takeout

e When the archive is created (the
process may take a while), please
click on 'Download'

LD - (i) Please note that you can leave the
o :‘Cs page when the archive is being
o created, you will receive an email
Alsstiiee with a link to the archive when it is
It may take some time before it is ready to download. Don't worry, we'll email you when it's Created .
ready.
Archive Created on Available umtil Details . .
O - P /N Please note that the download link is
only valid for 7 days.
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