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To better manage your Google Workspace Storage, practice D. .A.R.
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Do Regular
Housekeeping to
keep within limit!
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What is D. .A.R. ?

oo

Do you need all your files? Delete
documents, emails & media which you no
longer need to use starting with the largest
size.

Refer page 3 to 8.

N Achive  JE  Review

Archive or compress files which you do not
use often so that they will not take up
excess storage space. Use attached Google
Takeout guide to export and backup your
data.

Refer page 10 to 11.

Once you have deleted files that you no
longer need, empty your Trash.

Good housekeeping will help maintain
availability of storage in Student iCON.
Refer page 9.

Review files in your Student iCON Google
Workspace frequently to ensure they are
kept are relevant & up-to-date for your
learning purposes.

Refer page 12.
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* Check your Google Apps storage quotas

* Sort file size from largest to smallest, delete larger files first.

Access the Google Storage tool here:

hitps://drive.google.com/drive/quota _
‘ % Drive Q, Searchin Drive = ® @« i 'QQEN}-D%’ o
Login using your Student iCON account. Storage Bedgs (D B
= I— New
Check your overall data storage usage Priority o M >
by reading the “Total used”. »[B] waoie T
¥ ol 774 9 MB Drive Gmail Photos @
Look at the s’roroge dis’r(ibu’rion among T T, 168.6 MB 606.2 MB 0 bytes
the 3 areas — Drive, Gmail and Photos to
identify which one has the highest data. (©  Recent
-ﬁ- Files using Drive storage o Storage used@ =
Starred
¥ Meet Report.zip &% 32.9MB
]E[ Trash
Look at the files listed under the “Files S LI e L A S
Q q o o orage
using Drive storage” and click on the ¢
774.9 MB used ¥  Google Meet Report(1-8 June).zip &% 26 MB

arrow to sort the file size from largest to
the smallest.

This will enable you to quickly identify
larger files to be deleted first.
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* Delete unused documents, emails & media starting with the largest size.

A To recover data storage space, start by ‘ Drive Q. searchin Drive €» Openwith > ) 83 i [_C,Q@v o
deleting unused files that are of the
i i 9+ Share |
!orges’r size first as they have the most Storage = C© Wi ® C
impact to your overall storage space. |- New e Getlink )
Right click on the file you would like to . ol >
bk 1" P"O"‘ty
delefe and select “Remove — [ show file location &
v [8]  myoDrive () 77 4 9 M (&  Add shortcut to Drive Photos @
2, shared with me Move to 0 bytes
@  Recent % Add to Starred
{r Files using Drive storage f_ Rename Storage used 23
Starred
IE — $  Meet Report.zip == @ View details 32.9 MB
£5) Manage versions
¥  Google Meet Report(3-16 . 32.3MB
¢ Storage [J Makeacopy
774.9 MB used ¥  Google Meet Report(1-8 Ju 4 Download 26 MB
Remove
@ MyDrive > § MeetReg o 0 >
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Review files and folders that you are
sharing with your peers and determine
whether they should be kept or
removed.

If there is no further groupwork or need
to continue sharing, remove these
shared files to reduce your overall data
uftilisation.

Review & remove shared files and folders

The following files count toward storage:

Google Drive

» Files in Google Drive, which includes PDFs, images, videos, and Meet recordings.

o « Files created or edited after May 2, 2022 in collaborative content creation apps like
Google Docs, Sheets, Slides, Drawings, Forms, Recorder, and Jamboard.

If a file is in more than one folder in Drive, it still counts only once toward your storage
quota.

Gmail

- Messages and attachments, including items in your Spam and Trash folders.

Google Photos
« Original quality photos and videos backed up to Google Photos.

+ High quality (now named Storage saver) and Express quality photos and videos backed
up to Google Photos after June 1, 2021. Any photos or videos you've backed up in High
quality or Express quality before June 1, 2021 will not count toward your Google
Account storage. Learn more about this change.

Content created with My Maps doesn’t count toward your organization's storage quota.
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e Review personal files stored in Student iCON.

A Please notfe that Student iCON storage

is for educational (feaching & learning) o
purposes. @B = Google Drive (. * My Drive
For personal files, remove them from e i
your Student iCON account if they
are not teaching and learning = AudioCD
resources. ‘ .
ceview ol ofh ont siored | 51 eBooks x « These files should be
eview all other content stored in .
your Student ICON Drives and &1 FUNNIES removed from Student iICON
remove or export emais or files if 731 Game Manuals s’roroge as ’rhey are not
they are not resources related to .
your leaming. == MP3 related to your learning.
This may include: o i
s m—  Files stored in Student iCON
FNoTos - are only meant for
Movies £ Personal

educational (teaching &
learning) purposes.
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.

If you have any Third-party apps that
y would like to remove, click on
“Third-party apps with account access”
under the “Data & privacy” tab.

Click on “Remove Access” for the app
that you intend to remove access from.

Click "OK"” to confim app access
removal.

Remove Third-party app access manually

Google Account Q

@ Home
.. . i .A ‘
2Z] Personal info Data from apps and services YOU use :-:II

Data & privacy

Your content and preferences related to the Google services you use and third-party apps with
access to your account

>0

Security

oy i
&% People & sharing Apps and services
B Payments & subscriptions P .
Content saved from Google services A summary of your services and data >
About M & B
o m Third-party apps with account access ~ No apps connected b
Google Account P o

< Apps with access to your account

?
Signing in with Google Remove access?

You use your Google Account to sign in to these sites and apps. They can view your name, email

address, and profile picture. Learn more Miro will no longer have access to your

Google Account. You'll need to grant access

if you want to use this app or service again.

Google Account sign-in prompts
Allow Google to offer a faster way to sign in with your Google Account on -
supported third-party sites

M wiro o REMOVE ACCESS

Has access to: @ Basic account info

See your primary Google Account email address

See your personal info, including any personal info
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A

Files are not immediately deleted but will
be stored in the Trash before they are
automatically and permanently
removed after 30 days.

To perform a manual removal, click on
“Empty Trash”

Your storage will only be reduced after
files have been removed from the Trash.

Please be informed there is no chance

of recovering files which have been
emptied or removed from the Trash or
deleted forever after 30 days.

*  Empty your Trash frequently

* Files will be deleted automatically after 30 days in Trash

L Drive
I— New

Priority
» 8] myoDrive

2 Shared with me

(©  Recent
f_‘f Starred
]E[ Trash

¢y Storage

709.7 MB used

File deleted forever

Q, Searchin Drive 3t ® @ i rC@\ﬂNﬁ
Trash for My Drive B ©®
Items in trash are deleted forever after 30 days o Empty trash
No items

Iltems moved to the trash will appear here
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* Archive or compress rarely used files.

. . . CES Documents 172 3:53 PM. File folder
A» Use compression tools like 7-Zip to _
. . . iICON Doc Open File folder
compress rarely accessed files into a single s T - e
o o o . on N New window e roider
file before uploading into Student iCON. Y i ,
Weekly Op Pin to Quick access File folder

& Add to VLC media player's Playlist
£ Add to MPC-HC Playlist

The benefits of doing so are: £ Play with MPC-HC

A. Reduced overall storage utilisation SR NEC TSNS Pyt
7-Zip > Add to archive...

B. ]E)lo’ro organisation by ordering your ) Scan with Apex One Compress and email...

nes = N I Add to "CES Documents.7z" Io
to
. . . . e acess Compress to "CES Documents.7z" and email
Uploading convenience of a single file Rlstore revious veiions
e, 3 Add to "CES Documents.zip®
el Compress to "CES Documents.zip” and email
Pin to Start
CRC SHA >
Send to 2
Cut
Copy
Create shortcut
+ Create folders to organise your files based Dtk
on your subjects or classes so that you may Porisine
locate them easily.

Properties

When uploading or downloading files,
consolidate compression of muliiple files in a
folder and store them in your local disk as a 10 SS@EZ
compressed folder. e




* Use the Google Takeout tool to export and backup your Student iCON data

to your personal Gmail or email account.

T abemetively, you ey e fhe Cesgle (.  Backup Student iCON data to your personal Gmail Account:
Takeout tool to export your data in
Student iICON to an archive file which you

Google Account Q

may download. @ Home Data & privacy
[ Personalinfo Key privacy options to help you choose the data saved in your account, the ads you
Please refer to the attached GOOgle see, info you share with others, and more

Takeout Guide for the detailed steps: (&) BREEsE

@] Security

Transfer your content

2, Peocple & sharing ) @ Transfer your email and Google Drive files to
j &5 another Google Account
P =

Payments & subscriptions

(@ About

Backup Student iCON data without personal Gmail Account:

Google Account Q

@ Home ¢

Data from apps and services you use LS
[ Personalinfo Your content and preferences related to the Google services you Q W.e
ird- =

@ Datas privacy use and third-party apps with access to your account — ®
& Ssecurity
2 People & sharing Apps and services Download or delete your data
B Peyments& subscriptions Content saved from Google Download your data 3

= services > Make a copy of your data to back it up
@® About A summary of your services and data

Delete a Google service s
Third-party apps with account Remove a service you no longer use
B access >

No apps connected
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Access the Google Storage tool here:
https://drive.google.com/drive/quota

Login using your Student iCON account.

Look at the list of files listed under the
“Files using Drive storage”

Sort the file size in descending order to
view the largest to the smallest files.

Review vyour files and Right-Click fo
remove those which you no longer
require for the purpose of your learning.

Review files in your Student iCON Google Workspace frequently to ensure

that its contents kept are relevant & up-to-date.

L Drive

Q, Searchin Drive

I- . Storage < Open with
u aw
&+ Share
Priority _
Total used ) etk
@8] myorive ol 774 9 M B +  Add to workspace
2 shared with me [ show file location
@© Recent {8  Add shortcut to Drive
o Files using Drive storage Move to
¢ Sstarred
- = % Add to Starred
IEI T 5 Meet Report.zip ==
/.. Rename
¥  Google Meet Report(9-16 June)|
& storage @ view details
774.9 MB used ¥  Google Meet Report(1-8 June).z {9 Manage versions
|_|:| Make a copy
Y, Download
M Remove G

& icens @
Backups ® E:
L
tos &
res
o Storage used@ =
32.9MB
32.3MB
26 MB

12 SSOE2

o



Google

c'k,eo;:! -
Sy

Student iCON Users

Google Takeout Guide to Back up Student iCON Data
vl.1 | 26 January 2023
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Overview

1. Part 1 - Backup Student iCON data to your personal Gmail Account

Option A: Transfer your content (applicable to Gmail and Drive apps)........ccccvvvviiiiiiiiiiiiniininennnn.. Page 4

Option B: Download your data (applicable to all Google apps).......ccvvuiiiiiiiiiiiiiiiiiiiiiiieiieeeannes Page 9

2. Part 2 - Backup Student iCON data without personal Gmail Account

Option A: Download your data (applicable to all Google ApPs)......ccovviiiiiiiiiiiiiiiieieeeeeaen. Page 14
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Note on use of different browser windows for transfer of content

For a more optimal experience when transferring your content with Google Takeout, you are recommended to use 2 different
browser windows for login to Student ICON account and personal Gmail account. Please refer to the following for more information

for the various web browsers.

Google Chrome web browser — 1 browser window for login to Student iCON account and 1 Incognito window for login to

personal Gmail account. Refer to this link on how to browse in Incognito mode.

Microsoft Edge web browser — 1 browser window for login to Student iCON account and 1 InPrivate window for login to personal

Gmail account. Refer to this link on how to browse in InPrivate mode.

Safari web browser — 1 browser window for login to Student ICON account and 1 Private window for login to personal Gmail

account. Refer to this link (for iPAD) and this link (for Mac) on how to browse in Private mode.

Firefox web browser — 1 browser window for login to Student iCON account and 1 Private window for login to personal Gmail

account. Refer to this link on how fo browse in Private mode.

3 SSOBE)
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Before logging in below, refer to
slide 4 for more information on the
use of the various web browsers.

1

Login to Student iCON:
http://myaccount.google.com

Under “Data & privacy”,
Click on “Start transfer” on the

“Transfer your Content” widget

Enter your destination account to
transfer your data.

- Click “SEND CODE"

Part 1 - Backup Student iCON data to your personal Gmail Account
Option A: Transfer your content (applicable to Gmail and Drive apps)

Google Account Q

@ Home Data & privacy

e i Key privacy options to help you choose the data saved in your account, the ads you
[23] Personalinfo

see, info you share with others, and more
o ® Data& privacy
@ security Transfer your content
2, People & sharing @ . Transfer your email and Google Drive files to
.@ another Google Account
B Payments & subscriptions
() About

¢« Transfer your content

Transfer your content @ ~
Copy and transfer your email and Google Drive files .
to another Google Account &

n ™M

1. Enter a destination account

Enter the Google Account that will receive your
transferred content. Leam more &

o <Type your destination email account here> [——]
. =s

Don't have a Google Account? Create account 3

4 SSOE?
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Part 1 - Backup Student iCON data to your personal Gmail Account
Option A: Transfer your content (applicable to Gmail and Drive apps)

Verify your account inbox x

Google <noreply-transfer+JxcnnjyAJMQ=@google.com>

tome »
4> Check your destination email ,
. 9 . Verify your account . ~
accou n:l- |nbOX. _YOU WI” receive A request was made to transfer content to your account .
an ema || -I-O Verlfy your accou nT. from <Your StudentiCON email account here>
Get a confirmation code below to verify this account. The E L ™M

" code will be valid for 24 hours. Learn more

- Click "Get confirmation code

Not expecting this email? Do nothing and no content will
be transferred.

Copy the confirmation code o

generated.

« Confirm your transfer

o
* Y0 e %
0 0 ®
= | BQ'
. ™M
B B

Your confirmation code is

() 38B617D5

Sign in with <Your Student iCON email account> and enter this confirmation code to start your
transfer. This code is valid for 24 hours. For more information, please visit the Google Accounts
Help Center &

CONTINUE

5 SSOE?
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Part 1 - Backup Student iCON data to your personal Gmail Account
Option A: Transfer your content (applicable to Gmail and Drive apps)

¢ Transfer your content

67 Return to Google Takeout.

- Enter the code under “Verify +~ 1. Code sent to <Your destination email account>
your destination account”

- Click “VERIFY” 2. Verify your destination account

Check your<Your destination email account>email

for a confirmation code and enter it here. It may take

a few minutes for the email to appear in your inbox. % % % % % *
Learn more &

—
Enter code

O | 38861709
m RESEND CODE

¢ SSOEJ
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Part 1 - Backup Student iCON data to your personal Gmail Account

Option A: Transfer your content (applicable to Gmail and Drive apps)
@

< Transfer your content

v~ 2. Account verified

7> Once destination account has
been successfully verified,
3. Select content to copy and M‘
- Click “START TRANSFER" transfer

Choose the content you'd like to copy and transfer to E
the other account. People you've shared files with
will still have access to the originals. Learn more 4

<Your Student iCON email> = a <Your destination email>

Product Details
L Drive My Drive files, Files you own .
M1 Gmail All mai O

Copy and transfer to Change

o START TRANSFER

<Your destination email>

7 SSQEJ
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Part 1 - Backup Student iCON data to your personal Gmail Account
Option A: Transfer your content (applicable to Gmail and Drive apps)

o < Transfer your content

[ )
NS o 9
@ )
B .

™M

You'llreceive an email once the m ®
export is complete.

B

v You're all set

Your copy and transfer to <Your destination email> s in progress. It may take up to a
week for the transfer to complete. You'll receive an email when it's finished.

VIEW HISTORY

BACK TO YOUR GOOGLE ACCOUNT

Google <noreply-account-migration@google.com>
tome -

Your content has arrived! . ~

The Google content transfer you started on Oct 15, 2021 is

done.

| {l¥] Spread the word
This message was sent to you because you recently used Google's Go |e
Transfer your content service. Privacy Policy | Terms of Service g

g SSOE?
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Part 1 - Backup Student iCON data to your personal Gmail Account
Option B: Download your data (applicable to all Google apps)

1> Login to Student iCON: Google Account Q
hitp://myaccount.google.com
@ Home = _ ﬂ
. Data from apps and services you use LS
" & "
2y Click "Data & Privacy” and scroll 3 Personalinfo _
dOWﬂ = Your content and preferences related to the Google services you Qw8
o G Data & privacy use and third-party apps with access to your account e ®
. 1] "
- Click “Download your data B sey
2 People & sharing Apps and services Download or delete your data
B Payments & subscriptions Content saved from Google o Download your data R
‘= services > Make a copy of your data to back it up
@ About A summary of your services and data
o Delete a Google service 5
Third-party apps with account Remove a service you no longer use

B access >
No apps connected
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Part 1 - Backup Student iCON data to your personal Gmail Account
Option B: Download your data (applicable to all Google apps)

o & Google Takeout

CREATE A NEW EXPORT

. 1 Select data to include 0 of 40 selected
3” Under “Select data to include”
. a0 o Products
- Click “Select all
- Scroll down & Click “Next (G fecosstonnctivy
Collection of account activity logs D

step”

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

Arts & Culture
Favorites and galleries you've created on Google Arts & Culture D

1 Select data to include 40 of 40 selected

B Multiple formats

e Tasks
Data for your open and completed tasks. More info

B JSON format

10 SSOE?
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Part 1 - Backup Student iCON data to your personal Gmail Account
Option B: Download your data (applicable to all Google apps)

4> Under “"Choose file type, ¢  Google Takeout
frequency & destination” .

2 Choose file type, frequency & destination

- Click “Create export”

6 exports

File type & size
.Zip

Zip files can be opened on almost any computer.

2GB ~

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

o Create export

11 SS;\,_
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Part 1 - Backup Student iCON data to your personal Gmail Account
Option B: Download your data (applicable to all Google apps)

o & Google Takeout

CREATE A NEW EXPORT

5 A ” S e‘l‘! v Select data to include 40 of 40 selected

YOU!” receive an emoil once -I-he ¥ Choose file type, frequency & destination
export is complete.

Export progress

Google is creating a copy of files from 40 products
@ 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

Your Google data is ready to download

Google Takeout <noreply@google.com=
tome ~

Google
Your account, your data.

We've finished creating a copy of the Google data you requested on November 8, 2021. You can
download your files until November 16, 2021

Your download will contain data from 41 products

Manage exports

Download your files

This message was sent to you because you recently used Google Takeout

Privacy Policy | Tems of Service Go gle

12 SSOE2
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Note to Students:

For more info on transferring your Student iCON data to personal Google account:
https://support.google.com/accounts/answer/6386856

For more info on how to download your Student iCON data:
https://support.google.com/accounts/answer/30241902hl=en

If you encounter any issues, kindly approach your teachers for help.
They will log a case with the SSOE 2 Service Desk on your behalf, if necessary.

13 SSOED
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Part 2 - Backup Student iCON data without personal Gmail Account
Option A: Download your data (applicable to all Google apps)

1> Login to Student iCON: Google Account Q
hitp://myaccount.google.com
@ Home = _ ﬂ
. . Data from apps and services you use LS
" "
2y Click "Data & Privacy” and scroll 3 Personalinfo _
dOWﬂ = Your content and preferences related to the Google services you Qw8
o G Data & privacy use and third-party apps with access to your account e ®
. 1] "
- Click “Download your data B sey
2 People & sharing Apps and services Download or delete your data
B Payments & subscriptions Content saved from Google o Download your data R
‘= services > Make a copy of your data to back it up
@ About A summary of your services and data
o Delete a Google service 5
Third-party apps with account Remove a service you no longer use

B access >
No apps connected
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Part 2 - Backup Student iCON data without personal Gmail Account
Option A: Download your data (applicable to all Google apps)

o & Google Takeout

CREATE A NEW EXPORT

. 1 Select data to include 0 of 40 selected
3” Under “Select data to include”
. a0 o Products
- Click “Select all
- Scroll down & Click “Next (G fecosstonnctivy
Collection of account activity logs D

step”

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

Arts & Culture
Favorites and galleries you've created on Google Arts & Culture D

1 Select data to include 40 of 40 selected

B Multiple formats

e Tasks
Data for your open and completed tasks. More info

B JSON format
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Part 2 - Backup Student iCON data without personal Gmail Account
Option A: Download your data (applicable to all Google apps)

4> Under “"Choose file type, ¢  Google Takeout
frequency & destination” .

2 Choose file type, frequency & destination

- Click “Create export”

6 exports

File type & size
.Zip

Zip files can be opened on almost any computer.

2GB ~

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

o Create export
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Part 2 - Backup Student iCON data without personal Gmail Account
Option A: Download your data (applicable to all Google apps)

o & Google Takeout

CREATE A NEW EXPORT

5 A ” S e‘l‘! v Select data to include 40 of 40 selected

YOU!” receive an emoil once -I-he ¥ Choose file type, frequency & destination
export is complete.

Export progress

Google is creating a copy of files from 40 products
@ 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

Your Google data is ready to download

Google Takeout <noreply@google.com=
tome ~

Google
Your account, your data.

We've finished creating a copy of the Google data you requested on November 8, 2021. You can
download your files until November 16, 2021

Your download will contain data from 41 products

Manage exports

Download your files

This message was sent to you because you recently used Google Takeout

Privacy Policy | Tems of Service

Google
17 SSO©EZ
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Note to Students:

For more info on how to download your Student iCON data:
https://support.google.com/accounts/answer/30241902hl=en

If you encounter any issues, kindly approach your teachers for help.
They will log a case with the SSOE 2 Service Desk on your behalf, if necessary.
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