
 
 

How to Use Google Takeout to Transfer Your Data 
 

🧭 Step 1: Go to Google Takeout 

Open your browser and visit: 

🔗 https://takeout.google.com 

You’ll land on the Google Takeout homepage. 

 

📦 Step 2: Choose What to Include 

By default, all services are selected. To transfer only specific data (e.g., Gmail or Drive): 

1.​ Click “Deselect all”​
 

2.​ Scroll through the list and check the boxes for what you want to export. 

 

⚙️ Step 3: Customize File Format & Delivery Method 

After selecting data: 

1.​ Click “Next step”​
 

2.​ Choose:​
 

○​ Delivery method (email, Drive, Dropbox, etc.)​
 

○​ Export frequency (once or every 2 months for a year)​
 

○​ File type & size (.zip or .tgz, split into parts) 

 

https://takeout.google.com/


🚀 Step 4: Create Export 

Click “Create export”. Google will start processing your data. 

●​ This may take a few minutes to several hours (or longer) depending on how much 
data you have. 

 

📥 Step 5: Download the Exported Data 

When the export is complete, you’ll receive an email. Open it and click “Download your 
files”. 

●​ You’ll be taken back to Takeout to download the archive. 

 

🔄 Optional: Transfer to Another Google Account 

If you're switching to a personal Google account (like after graduating or changing jobs), 
you can directly transfer data between Google accounts. 

Go to: 

🔗 https://takeout.google.com/transfer 

Enter your destination account and follow the steps to move Drive and Gmail data.​
 

 

https://takeout.google.com/transfer
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