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BIS Help Guides

Preparing your Google Account for transfer
when leaving BIS

As a teacher, ownership of data in your Google Apps for Education account will be transferred to
your HOD. It is therefore important that you delete any and all files whose ownership you do not
want transferred (e.g. personal files, etc.).
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INTRODUCTION

As a teacher, ownership of data in your Google Apps for Education account will be transferred to
your HOD. It is therefore important that you delete any and all files whose ownership you do not

want transferred (e.g. personal files, etc.).

Here is how to do it
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Step 1 — Visit Google Account page
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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
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Step 2 — Visit Google Drive
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Step 3 — Delete files and folders you do not wish transferred
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Step 4 — Completely delete your files
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