Google Drive

* How to Move Google Drive Content to Your Personal Account
* How to Scan Documents for Google Drive with Android
How to Scan Documents on your iPhone or iPad

How to Sign a Document on your iPhone or iPad



How to Move Google Drive
Content to Your Personal
Account

This article will show how to move the contents of your school account to your personal
account.

Note: Your personal account must be a Google account. If not, you will need to create one to
move the contents.

1. Go to "takeout.google.com".

C G takeout.google.com| ——
HioApps M| g Google Takeout - takeout.google.com
Q,  takeout.google.com - Google Search
Q. takeout.google.com log
G  Google Takeout - takeout.google.com/7pli=1
O Switch to this tab
G Google Takeout - takeout.google.com/accounts/SetO5ID?authuser=08&continue=https%

@ takeout.google.com/transfer

Q, Search Google or type a URL

2. Click "Deselect All".
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< Google Takeout

Your account, your data.
Export a copy of content in your Google Account to back it up
or use it with a service outside of Google.

CREATE A NEW EXPORT

1 Select data to include 45 of 44 selected

Products

Deselect all

™  Access Log Activity
Collection of account activity logs D

Due to the size of content found in the Access Log Activity product, exports
may take longer to process.

3. Scroll down to find "Drive" and click the checkbox.

Note: If there are other things you want to transfer over, check those boxes as well.

¢ Google Takeout
1 Select data to include 0 of 46 selected
Drive

Files you own that have been stored in your My Drive and Computers. More D
info

e


https://ccskb.calschools.org/uploads/images/gallery/2021-12/image-1639672100858.png
https://ccskb.calschools.org/uploads/images/gallery/2021-12/image-1639672146494.png

4. Scroll to the bottom and click "Next Step".

< Google Takeout

1 Select data to include 1 of 46 selected

current linked numbers. More info

n YouTube and YouTube Music
Watch and search history, videos, comments and other content you've created D
on YouTube and YouTube Music More info

5. Make sure the "Export Once" is selected.
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< Google Takeout

CREATE A NEW EXPORT

v Select data to include 1 of 44 selected

2 Choose file type, frequency & destination

Delivery method

Send download link via email -

When your files are ready, you'll get an email with a download link. You'll have one week to
download your files.

Frequency
(® Exportonce /
1 export

(O Export every 2 months for 1 year

6 exports

6. Make sure the "File Type" is set to ".zip".
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Delivery method

Send download link via email

When your files are ready, you'll get an email with a download link. You'll have one week to
download your files.

Frequency

(® Exportonce

1 export

(O Export every 2 months for 1 year

6 exports

File type & size
Zip v -

Zip files can be opened on almost any computer.

2GB -

Exports larger than this size will be split into multiple files.

Create export

7. Click "Create Export".
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ize

e opened on almost any computer.

than this size will be split into multiple files.

Create export

8. A screen with the export process will appear.
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< Google Takeout

Your account, your data.
Export a copy of content in your Google Account to back it up
or use it with a service outside of Google.

CREATE A NEW EXPORT
v Select data to include 1 of 46 selected

v Choose file type, frequency & destination

EXpOrt progress "

Google is creating a copy of files from Drive
@ This process can take a long time (possibly hours or days) to complete. You'll receive an
email when your export is done.

€ Cancel export + Create another export

9. When the export is done, you will receive an email. Click "Download your files"

Note: This may take quite awhile to get if you have a lot of files in your drive.
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Google Takeout <noreply@google.com>
fome =

Google

Your account, y¢

We've finished creating a copy of the Google data you re
download your files until December 23, 2021.

Your download will contain data from:

e Drive

Manage expor

Download your f

10. Find the file in "Downloads". It will be a zipped file.
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l Downloads

File Home Share View
« v 4 ‘ » Thin. » Do 3 N £ Search Downloads
Mame Date rr1|:u:|i1:iva|:|v
w 3 Cuick access
I Desktop + Y Today (1)
; Downloads * i takeout-20211216T163251Z-001 (1) 12/16/2021 3:15 PM
Docurments + » Last week (4)
=] Pictures # > Earlier this month (8)
KE logos
J - Last month (33)
MFL
Personal - Earlier this year (301}
Perzonal

11. To unzip it, right click and select "Extract All".

~ Today (1)
; takeout_zﬂz'l TAETARITIEAT Ak F1% 17 M5 YT Ty 5 FI
Open 1
+ Last week (4)

+ Earlier this mi € Share with Skype

Open in new window

- Last month (2

- Earlier this ye

12. Click "Extract".

Extract All...

Ha Scan with Windows Defender...
|5 Share

Pin to Start

Opoen with...

Type

Compressed
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Select a Destination and Extract Files

Files will be extracted to this folder

| C:h Usershhiceb Downloads'takeout-20211216T1632512-001 (1) Browse...

Show extracted files when complete

\
Cancel

13. The file will open in a new folder window location. You will see the file is now unzipped.

| = | takeout-20211216T163251Z-001
Home Share View
4 «“ [Do.. » takeo.. v | 2 Search takeout-20211216T163251Z-001 (1)
Mame Date modified Type
7 Quick access
Takeout 12/16/2021 3:24 PM File folder

B Desktop -+

‘ Downloads -

Documents -

[&| Pictures -

KB logos

14. Go to your personal account Google Drive. Click "New".
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L Drive

I— MNew
~

Priority
k @ My Drive

] Shared drives

2 Shared with me

@ Recent
'f}( Starred
]E[ Trash

15. Select "File Upload".

[+ Folder

File upload

Folder upload

B Google Docs >

Google Sheets >

[] Google Slides >

B Google Forms >
More >

16. Select the unzipped file from your computer, it will most likely be in your Downloads.
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« v * s This PC s Downloads » w &

Organize - Mew folder
" Marne Date modified Type
7 Quick access
I Desktop ~ Today (2)
¢ takeout-20211216T163251Z-001 (1) 12/16/2021 3:15 PM Compressed
; Downloads - z P
: takeout-20211216T163251Z-001 (1) 12/16/2021 3:24 PM File folder
D t * I
occuments
17. Double click "Takeout".
Mame Date modified Type
Takeout 12/16/2021 3:24 PM File folder
18. Double click "Drive".
Mame Date modified Type Size

| Drive 2/16/2021 3:24 PM File folder
archive_browser 12/168/2027 3:24 PM Chrome HTML Do...

19. Click "Organize" then "Select All".
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Paste
Undao
Redo

Select all

0| &

Layout -]

Change folder and search options

Delete
Rename

Remowve properties

=
o _

Mame

Class
Classroom
Google Docs User Preferences
Screencastify
& 111111111
€ Annual Technology Procedures
'E' Attendance
@ Consolidate Contacts
@ Copy of CCS District Signature Block(1)
@ Copy of CC5 District Signature Block

» ThisPC » Downloads

Organize = Mew folder
Cut

Copy

ifals
Cre
11
Tal
stte
Lor
Lo
Lo

Lo

@ Copy of Clever Trainer Teacher PD-- live ...
Copy of Teacher Email Ternplate - About ...
@ Copy of Technology District Signature EL..
@ Copy of Techneology District Signature Bl...

@ Elementary Gradebook
Elementary Grading Video - Dec 2021

@ Elementary Standards-Based Grading - D...

@ Graduation Plans Update 21-22

20. All of the files will be selected. Now, click "Open".

Date modified

12/16/2021 3:24 PM
12/16/2021 3:24 PM
12/16/2021 3:24 PM
12/16/2021 3:24 PM
12/16/2021 3:24 PM
12/16/2021 3:24 PM
12/16/2021 3:24 PM
12/16/2021 3:24 PM
12/16/2021 3:24 PM
12/16/2021 3:24 PM
12/16/2021 3:24 PM
12/16/2021 3:24 PM
12/16/2021 3:24 PM
12/16/2021 3:24 PM
12/16/2021 3:24 PM
12/16/2021 3:24 PM
12/16/2021 3:24 PM
12/16/2021 3:24 PM

Type

File folder
File folder
File folder
File folder
MP4 File

Chrome HTML Do...
Chrome HTML Do...

MP4 File
PMG File
PMG File

Microsoft PowerP...
Microsoft Word D...

PMG File
PMG File

Microsoft PowerP...
Microsoft Word D...
Microsoft PowerP...

Microsoft PowerP...

1111111" "Annual Technelogy Procedures” "Attendance” "Consclidate Contacts" "Copy of CCE

21. An upload status bar will appear in the bottom right.

—v

Size

37,368 KB
1KB
1KB

5,195 KB
22 KB
22 KB

48,058 KB

129 KB
22 KB
22 KB
3,114 KB
9 KB
3,693 KB
7,682 KB

All Files

Open

Cancel
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39 uploads complete

[ 111711117 T.mp4 Version 2

B  Annual Technology Procedur... Version 2

Q 0 ¢

B Aattendancehtml Version 2
B consolidate Contactsmp4  Version 2 0

M copy of CCS District Signature Block(1... 0

22. Once complete, you will see all of the files in your drive.
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How to Scan Documents for
Google Drive with Android

This article will show how to scan documents with Google Drive.

Scan a Document

1. Open the Google Drive app L

2. In the bottom right click "Add" o

. Click "Scan" m

w

I

. Take a photo of the document you want to scan.

* Adjust scan area: Click "Crop"tlr

* Take photo again: Click "Re-scan current page" C
® Scan another: Click "Add" +
5. Type in your own title
v

6. To save the document to your drive, click "Save"

Add a scanning shortcut to your Home Screen

To set up a shortcut to scan documents:
1. Open your Android phone widgets.

2. Find the "Drive scan" widget.

3. Touch and hold the widget.

4. Drag it onto your home screen. You may be asked to select an account.
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5. Choose which folder you want to save the documents to. You can create a new folder by clicking

"New Folder"

6. Click "Select". You will now see your folder name in the widget.
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How to Scan Documents on
your iPhone or iPad

This article will show how to scan documents on your iPhone or iPad.

1. Open "Notes".

2. Select a note or create a new one.

3. Click the "Camera" button

(|
4. Click "Scan Documents" &—J

5. Place your document in the view of the camera.

6. If you are in Al@ode, it will automatically can. If you would like to manually capture, click the

"Shutter" button
the page, then click "Keep Scan".

or one of the Volume buttons. Then drag the corners to adjust the scan to fit
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Trisha Dean Lesson Contract
Musician & Teacher

Student Name:
Parort/Gusechan Nam:
Fhono Numbar.
Ermail Address:

This isan : . stustant (F
applicablel, _______the student, and . the teacher.

» Trisha Dean wil be teaching tihe snudens) Cinstouenent) o rave of $407
+ Lassoms are bosked in sets of &, at 1 before
s lesson
+ Paymant should ba mada in tha form of cash or & chock mads ut 10 Trisha Daan
« Lossons. or students wil incur a

Teachor Expoctations:
+ Toachor will v o0 i ancl hawt 81l macerals .. shéat mutic)

+ Taachor will croate lasscn plans in 6 weok incramans, to help ack student’s progras
+ Toachor willbe avalable 1o parent/guardian should any concerns arse

Student Expectations:
= Sdent will arriwe 2 time

-« Stont will coma prepared with instrumant $6d tupplomontal matedials

+ Student will follow teachor's guidance and lesson plans, incuding at homa prastice

Parent/Guardian Expactations:
- decide upon fox all parties
= Pacaenguardian wil o svailabla in e33 of 5 omorgancy, o0 SROUIK bRy SONCHAS E0ME UP

By signing this ' terims and conditions of
this contract. | hava  copy of thiz information for futura raferance.

Teacher Signature:

Student Signaturs:

Parent Signature: _

Drag near corners to adjust.

7. Click "Save" or add more documents.


https://ccskb.calschools.org/uploads/images/gallery/2023-01/image-1673631286878.png

How to Sign a Document on
your iPhone or iPad

This article will show how to sign a document on your iPhone or iPad.

1. Open Notes.

2. Select the document in the note.

3. Click the "Share" button

4. Click "Markup" @

x%
5. Click the "Add" button + , then click "Signature" and add a saved sighature or create a

new signature.
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Trisha Dean
Musician & Teacher

Student Name:
Parent/Guardian Name.
Phone Number

Email Address:

This is an agreement between _ the parent or legal guardian of the student (f
applicable), ___ theswdent and ______ theteacher.

« Trishs Daan will be teaching _ (the student), (instrument) at a rate of $60/
heur

» Lessons are booked in sets of 6, ot f 1 hour po be
the first lesson

« Payment should be made in the form of cash or a check made out to Trisha Dean

» Lessons must be cancelled 24 hours in advanced. or students will incur a 50% penalty fee

Teacher Expectations:

» Teacher will d have all

« Toachor wil create k & weekincrements, to help track ‘s progress
» Teacher will be hould i

Student Expectations:

= Student will arrive on tima

» Student will m; s

« Student wil ollow tracher’s guidance and lesson plans, including at home practice

Parant/Guardian Expactations:
. will decide i and for all parties
. diars will be : or should any up

By signing this and canditi

this contract. | have 3 w‘py of this information for fur-
Description

Teacher Signature: _

Text

Signature

Parent Signature:

Magnifier

6. Click "Done".
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