Directions for 6™ grade students and students leaving BPS that want to keep their Google Docs.
Do this prior to end of this school year.

1. Sign into Classlink Launchpad. Make sure to use
the Sign in with SAML option.

On the next screen, you will have to sign in with your
Brevard Public Schools ID & Password.

Brevard Public Schools

For more information, please refer to this video about
logging into Launchpad: https://youtu.be/D-

Hi2AbYn3Y

2. Choose the Google Apps Domain for which you
wish to archive documents. S g

Elementary: Google Apps - Learn
Secondary: Google Apps - Share

Performance Google Apps -
Matters

The example screenshot to the right shows the
Share icon.

3. Once you are logged into your Google Drive, you | Search for Takeout and Click on it as shown.
will need to open a NEW TAB in your chrome
browser.

google takeout

In the new tab, type and search for Google Takeout. Al Apps  Videos  News

About 9,980,000 results ({

Google Takeout
https://www.google.com/settings/takeout ¥ Google
A description for this result is not available because of this site'

Three tabs!

o BPS - My Apps X | N My Drive - Goc X G Download you X

You will have three tabs: BPS - My Apps, My Drive,
and Google Takeout.

&« S5 C 0O @ https://takeout.google.com ——



https://youtu.be/D-Hj2AbYn3Y
https://youtu.be/D-Hj2AbYn3Y

4. You will see a list of Google products associated
with your account. By default, all products are
checked.

A. Choose the services you want to archive and
download.

You can uncheck or check at will.

B. Click the Next button.

NOTE:
You can even make multiple archives if you wish to
break this up into chunks.

Personal Google accounts only come with 15GB of
free storage. Please pay attention to file size.

Blogger All blogs

EI Calendar

All calendars

‘ Drive Allfiles
PDF and 3 other formats

v Fit All data types

i’ Google Photos All photo albums
Choose the services you
want to archive and
G.'Gunglﬁ Circles vCard format Crzrzml
[ L] All pages
Google+ Pages
Ed q g HTML format
oy Google+ Stream HTML format

Q Hangouts

o)l Keep
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I voutube
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Click the NEXT
button.

5. Now choose the File type and Delivery Method.

.ZIP is the recommended default.

Leaving the Delivery Method at the default of Send
download link via email will also give you the option
to download once the archiving process has
completed.

You can choose from several different delivery
methods. To see what the options are for each
method, just select from the dropdown list and read
the information below it until you find the option best
for you.

Delivery method

Send download link via email

, Add to Drive el e

H al devi

1 Add to Dropbox nive.
Add to OneDrive

NOTE: Archives are only viewable/downloadable for
a limited time, so make sure to complete the process
in a timely manner.

Your account, your data. _
Co @
Export a copy. - 3 @
Create an archive with your data from Google products a= b
Manage archives E‘
‘_i
Choose File Type and Delivery
Method, then click the Create
Archive button.
fou want to download it or save it in the cloud
File type Delivery method
zip ~ Send download link via email ~
Zip files can be opened on almost any computer. After we finish creating your archive, we'll email a link
Archives larger than 2GB will be split into multiple .zip 50 you can download it to your personal device. You
files. will have one week to retrieve your archive.

Almost there...
We're preparing your archive.
It may take some time to complete your archive. Don't worry, we'll email you when it's ready.

Archive Created on Available until Details

My Maps

! g 4, Download
less than 1 MB May 12,2016 =y Downloa

May 19, 2016

Create another archive




