
 

 
 

Next Steps in Transferring your Google Account Data 

Google offers two methods to save content from your SAIC.edu Google account:  
●​ TRANSFER: for moving content to another Google account. ​

Please note, Google is currently troubleshooting intermittent issues with the 
Transfer process.  Please use Takeout, or try to re-run the Transfer process 
again if you receive an error. Click here to go to instructions for Transfer. 

●​ TAKEOUT: for downloading content to your hard drive (use this if your personal 
email address is not through Google or you simply want to export your files). 
Click here to go to instructions for Takeout. 

 

TRANSFER Your Content to Another Google Account 
Move content directly into your personal Gmail account.  
 
Please note this only transfers Gmail and Drive content. To move Contacts or YouTube videos, 
use Google Takeout. Google is currently troubleshooting intermittent issues with the Transfer 
process. If you receive an error message, try to re-run the Transfer process again or use 
Takeout. 
 
Step 1) Log into your SAIC gmail account using your SAIC login. Be sure you are not logged 
into your personal Gmail account at the same time in the same browser, or you will receive an 
error message (see below). 
 

●​ Select “Transfer your content.” 

 

https://myaccount.google.com/


 

 
Step 2) Enter the email address of your destination Google Workspace (Gmail/Google Suite) 
account. Your Google Drive and Gmail data will be copied to this account. 

In your account information, it is essential to verify that your destination account has enough 
free space to accommodate the transfer of your SAIC Gmail/Google Drive (or one of them, if 
you are not transferring both). If you do not have the requisite space, it will be necessary to 
either create an empty account with the complementary 15GB of storage, or purchase more 
storage on your personal account. ​
 

Step 3) Click “Send Code.” A verification code will be sent to your personal account. This code 
will be active for a maximum of 24 hours. 



 

Step 4) Go to your personal email and copy the verification code; paste it to the verification 
field. 

 

Step 5) Select the data that you want to copy (out of Drive and Gmail). With Transfer you can 
transfer Google Drive content and emails; to transfer further content, such as contacts, please 
see the Google Takeout instructions. Click the “Start Transfer” button and complete the process.​
You will receive an email notification in your selected destination Google account once it is 
complete.This process can take up to a week. You will receive an email notification in your 
selected destination Google account once it is complete.  



 

If you receive the following message when attempting to transfer your files, you must log out of 
ALL Gmail accounts. Your SAIC email should be the only Google account logged in in your 
browser. The simplest way to do that is to log out, close all tabs, and then log into your 
SAIC.edu email account only. If it doesn’t work after that, please reach out to 
accounts@artic.edu. 
 

 

TAKEOUT: Export Content to Your Hard Drive 
Download all your content to your hard drive as file packages. 
 
Step 1) Log into your SAIC gmail account using your SAIC login. (Do not select “Transfer your 
content.” This is a different process;see instructions for Google Transfer above.) 

 
Step 2) Choose “Data & Privacy” in the left-hand navigation. 
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Step 3) Scroll down and click on “Download your Data.” You will be taken to Google Takeout. It 
will likely be near the bottom of the page. 

●​ Accept the default selection and click “Next Step.” Alternatively, select which Google 

properties you would like to port over (or uncheck which you do not wish to transfer). 

 
 
 



 

 
Step 4) Choose your preferred delivery method (this guide uses and recommends email 
download links), select “download once,” and accept the default file type and sizes in the next 
steps. 

●​ For example, if your total email size is about 20GB, you should still accept 2GB. This 
means you will receive 10 files of 2GB each. Many email systems cannot handle files 
sizes larger than 2GB. As such, stick with this default. 

●​ Click on “Create Export.” 

 



 

 
Step 5) After that final configuration, Google will tell you when the export process will start. This 
may take several days to complete. You will receive an email once the process is complete. 

 
Step 7) When the backup is complete you will receive a notification from Google. This process 
could take up to one week depending on the amount of content you are exporting.  
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