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Student and Faculty Guide 
How to use Google Takeout Services to transfer data to a 

personal account upon graduation or departure. 
 

This guide is designed to show users how to access Google Drive and other data using 
Google’s Takeout Service.  Takout allows graduating students or departing users to transfer files 

and content from their Diman Google account to a personal account.  Users should already 
have a personal Google account created prior to attempting the takeout process. 
 



1.​ Browse to takeout.google.com and enter your Diman Regional Google account 
credentials and click next:

 
 

 
2.​ Enter your dimanregional.org account password   
3.​ The Takeout screen will ask which data/products to include in your request.  These 

options may differ depending on what was accessible/enabled on your Google Account.  
Most users will want to make sure “Drive” and “Mail” are selected:

http://takeout.google.com
http://dimanregional.org




 
4.​ Once you have checked off all applicable services you wish to TakeOut, click the “Next 

Step” button.  This will have you select an export option and frequency.  You can choose 
to have the files sent via a download link in email or transferred directly to a personal 
Google Drive, Box account or other cloud storage:

 



5.​ For frequency users will want to select “Export Once”, select the file type (typically .zip) 
and file size limit, then create export.  Progress can be monitored from here.

 
6.​ An email/download link will be received when your export is ready. 

 
 
 

 
 

 


