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Backing Up Your Data to OneDrive 

Your subscription to Office 365 includes OneDrive cloud storage. If you back up your documents, notes, photos, and 

videos to OneDrive and experience a laptop failure, your files are automatically available from your phone or any 

computer with an Internet connection. 

Here’s how to get started! Using a browser, log into your email and click on the “waffle”  in the upper left corner. 

Click the OneDrive icon then click the Upload button to copy your files and folders to the cloud. 

You may also click and drag files and folders to your OneDrive account. 
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Backing Up Your Data to Google Drive 

Your subscription to Google for Education includes Google Drive cloud storage. If you back up your documents, notes, 

photos, and videos to Google Drive and experience a laptop failure, your files are automatically available from your 

phone or any computer with an Internet connection. 

Here’s how to get started! Using a browser, explore to drive.google.com. Sign in using your Chaminade email. Your 

password will be the same on you use to login to your laptop. 

Click the New button  in the upper left corner and choose File upload or Folder upload. 

You may also click and drag files and folders to your 
Google Drive account. 
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Google Takeout Service 
If you are leaving Chaminade, you can export the contents of your Google Drive to view on your device, to save on an  

external hard drive, or to transfer to a personal Google account. Please note that after you graduate or leave Chaminade, 

Google accounts are kept active for only a short time.  Use this process soon after your departure to ensure you still have 

access to your content.  This process should be completed on a non-mobile device.   

Preparing to Copy & Transfer 
Get Organized 
Prior to exporting your files, take time to organize your folders and remove files you do not want to save.  Once you are 

ready to save files using Google Takeout, your files will be downloaded maintaining the same folder structure/organization 

as they have in your school account.  If you have a large number of files, it will take some time for Google Takeout to copy 

the contents of your entire Google Drive.  

Transferrable Content 

What WILL be exported: 

• Files in Folders in Google Drive that are OWNED by you

• Shared files that have been “Added to Drive”

What will NOT be included: 

• “Shared with Me” files that have NOT been “Added to Drive”

Using Google Takeout 

1. Sign in to your school google account and go to takeout.google.com

2. Select the data you want to include in the export.  You will most likely want to include Google Drive files,

YouTube videos, and Google Photos.  You can choose as many or as few items as you like.

3. Click  Next Step

4. Leave the options set to the defaults: “Send download link via email,” Export Once, and .zip file.

5. Click Create Export

Note: This may take some time, depending on how many files you have to export.  

Retrieving your Data 
1. Look for an email from Google with the subject “Your Google data archive is ready.”

2. While logged in to your Chaminade Google account, click “Download Archive.”

3. A .zip file will begin to download.  This file may be quite large, so it might take some time to download.

4. Once the file has downloaded, look for it in your Downloads folder.  Right click on the file to Extract the

folders within.  At this point, you can choose to view the files offline, to save the files somewhere safe (such as an external

hard drive), or to upload the files to your personal Google account.

Using Google Takeout  
To Export Your Google Content 
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