
Google Takeout: Copying Files from your SDUHSD 
Account to your Personal Gmail Account 
 

 

 
About Google Takeout 
Leaving SDUHSD? You can copy all the data from your SDUHSD Drive to a personal Google account.  
Please note: Google Takeout will only allow you to save files that are in your “My Drive” and are owned 
by you. Google Takeout will not save files in your “Shared with Me” folder. 

Get Ready for Takeout Copy & Transfer 
If you have a large amount of files, it may take some time for Google Takeout to copy your entire Drive. Before 
you begin the process described below, make sure the folders in your Drive are organized how you like them. 
Google Takeout will copy your files as they currently exist in your Google Drive. If there are any files in your 
“shared with me” that you are hoping to download, you will need to “make a copy” of those documents so you 
have your own copy of the document that is living in your My Drive. ​You will need a personal Google/Gmail 
account with enough space to host all our SDUHSD files to complete this process. 

Copy & Transfer your Files 

Log in and Access Takeout 
Sign in to your SDUHSD Google account and navigate to ​takeout.google.com/transfer​. 

Start the Copy Process 
1. Enter the email address of the destination Google 

Account where you want to copy your content, and 
select ​Get Code​. 

2. On your Google Account, check your Gmail inbox for a 
confirmation email from Google. In the email, select ​Get 
Confirmation Code​. A new tab will open with a code. 
Note: The Confirmation Code only works for 24 hours. 

3. On your school account, go back to the "Transfer your 
content" page. Enter the code, then choose ​Verify​. 

4. Choose the content you'd like to copy (you can copy 
items in your Drive and emails from Gmail), then select 
Start Transfer​. 

 

Details About the Copy Process 
1. The copy process usually happens within a few hours, but it can take up to a week. 
2. Copied files might appear in batches on your Google Account during the copy process. 
3. When your files are finished copying, you'll get an email at your Gmail address. 

https://takeout.google.com/transfer


See your Copied Files 
To see the files you've copied, sign in to Gmail or Google Drive with your Google Account. 

Gmail​: Copied content will have a label with your school account name and the date you started the 
copy process. 
Drive​: Copied content will be in a folder labeled with your school account name and the date you 
started the copy process. 

What Changes on Copied Files 
There are a few important changes that happen on files copied from Google Drive: 

● You automatically become the file owner of all copied files. (The owners of the original files remain the 
same.) 

● Copied files aren't shared with others. (You can always choose to share them.) 
● Comments are copied, but revision history isn't. 

 
 
 
 
 
 


