
Seniors - Shortly after graduation, your Google/Collab accounts will be deactivated, so
if there is anything that you would like to keep, this document will walk you through
the easiest way to make that happen!

If transferring to your personal @gmail.com account:
1. Navigate to Collab and open your ISD 196 Google Drive
2. To select all your files select Command A (on Mac) Ctrl A (on PC), then click the

“Share” icon.

3. Add your personal email address, and click “Send”

4. You’ll see this message pop up; go ahead and click, “Share anyway”

5. To locate your files log into your personal Gmail, navigate to your Drive, click
“Shared with me”
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If downloading to your personal computer:
1. On YOUR computer, navigate to Collab and access your 196 Google Drive
2. Open up a new browser window, and go to www.google.com/takeout/
3. Follow the wizard, selecting the files you wish to export into an archive.

4. Select the method of delivery:

District 196 Updated: 04/20/2022
Technology Support Page: 2 of 5

http://www.google.com/takeout/


5. When your files are ready you will get an email with a download link. Save that
file to your local computer. You will be able to open your documents,
presentations, and spreadsheets with Microsoft Office or any other comparable
productivity suite (Open Office, iWork, etc.)

If using your iPad and Google Takeout (Personal Gmail Required)

1. Open the Chrome app on your ipad. Sign into your Collab (Google). Open up a
new browser window go to takeout.google.com/transfer.

2. Enter the email address of the destination Google account – this is where your
files will be copied and saved to.

3. Click “Send Code” and a code will be sent to your personal account. NOTE: This
code is only active for 24 hours.
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4. Go to your personal email & copy the verification code to paste into the Takeout
Menu. From your school account, return to takeout.google.com/transfer and
paste in the verification code, then choose “Verify”.

5. Choose the content you want to copy. You will have the option to copy Google
Drive contents as well as email messages. Gmail contacts and to-do lists will not
be transferred. Click “Start Transfer” to initiate. This process can take up to a
week, but you will receive an email notification in your personal Gmail account
once it’s complete.
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Gmail:
● All copied messages will be labeled with your school account name and the date

you started the copy process.
● Contacts and tasks will NOT transfer

Google Drive:
● All content will be copied into a folder labeled with your school account name

and the date you initiated the copy process.
● You will become the owner of ALL the copied files.( This does NOT change

ownership of the original files in your school account that may be shared)
● Not all shared files copy over - only those that you have “Added to Drive”
● Comments are copied but revision history is not
● Permission on copied files will be set to “private”, but you can change the

sharing settings if you choose.
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