
Google Takeout Instructions for 12th-grade Students 
 
Google Takeout lets you make a copy of your data! You get to pick 
which apps you want to copy your information from, and we'll email 
you a link to download it. This is just a Copy of your data.  
Steps:  

 
1)​ First, log in to your RUSD Google account 

 
2)​ Go to https://takeout.google.com/  

 
3)​ You’ll be shown the section Select data to include, which will show all 

products where you can download your data. Click on the Deselect All to 
uncheck all products and ONLY select Google Mail and Drive. If all 
are checked off, then the export will be too large and will NOT work.  
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https://drive.google.com/file/d/1VAsvP3RPX2eBrgTmXpoo2v12C-P50Lkg/view?usp=sharing
https://takeout.google.com/


4)​ Once you have selected the required apps, click the Next Step button 

 



5)​ Next, you’ll choose the Delivery method, which will be to send the 
download link via email 

 



6)​ The Frequency will be set to Export Once, File Type will be .zip, and File 
Size can be set to 10GB. Setting the size to 50 GB will download your data 
as one file if it's up to 50 GB. If a smaller size is selected and the archive is 
larger than that size, it will split it into multiple files. 

 
7)​ Click the Create Export button 

 
8)​ The Export progress window will open, which may take some time to 

create your Google archive. But it’s typically created the same day you 
make the request 
 

9)​ You may receive an email from Google notifying you that an archive of 
Google data has been requested and asking to verify that you made that 
request. Select the button stating that you did make the request, and you’ll 
see a screen that says “You’re all set.” 

 
10)​ When the archive is complete, you’ll receive an email with the link to 

your files. Select Download Archive, which will download like any other 
file. 

 
 
 
 
 


