
Directions for Copying Gmail and Drive to a personal Google 

Account with Google Takeout Transfer 

 

For the first step you need to have two different Google 

accounts, the source account that you are copying from 
and the destination account that you are copying to.  

The source account, the one you are copying from is your 

school account. The destination account, the one you are 

copying to, can be any kind of Google account, including a 

personal Gmail account.  

 

You will need access to both accounts to copy your files. 

You can log into the accounts on different devices, or on 

the same device. For example, if you are using a laptop 

you could click your account picture in the top right 

corner and choose to "Add another account". Or you 

could click on your profile button above that and click the 

"Manage people" gear where you can then add the 

second account as it one separate profile.  

To Transfer using your School Chromebook, you will need to log into a separate device with 

a personal account. (Even your phone is fine). 

 

 

1. In your school account you will need to go to the Google Takeout 

Transfer website: https://takeout.google.com/transfer 

 

2. On the Google Takeout Transfer site, go 

to the first section titled "Enter a 

destination account". 

 

3. Here you will type in the email 

address of the account you want to copy 

your school email and Drive files to. 

 

4. Click "Send Code" after you enter the 

email address. 

 

5. This sends an email message over to 

your personal account to make sure you 

really own that account and that it is ok 

to copy your email and files to that account. 
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6. Switch over to the personal Gmail for the account you want to copy to. 

 

7. You will find an email message titled 
"Verify your account". 

In that email message you will want 

to click on the button for "Get 
confirmation code". 

 

 

 

 

 

 

 

8. This will open a new tab which will give you 

the confirmation code you need. 

9. You will want to copy this code. 

 

 

 

 

 

 

 

 

 

 

10. With the code copied, you will now want 

to go back to the Google Takeout 

Transfer screen, back in your school 

account. 

11. Go down to the section titled "Verify 

your destination account". 

12. Paste the code you copied into the "Enter 
code" box. Click the "Verify" button. 
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13. Now that you have verified you own the 

destination account, you can begin the 

process of copying your email and Drive 
files over to it. 

14. By default, both your Drive files and your 

email will be copied, but you can choose to 

toggle off either of these if you do not 

want to copy one of them. (In this case, we 
will leave them both selected.) 

15. To begin the copy process, simply click the 

"Start Transfer" button. 

 

 

Your emails and Drive files will now begin copying over to your other account. Depending 

on how many files you have, it may take up to a week for everything to get copied. You 

can close out of this window now if you want; all of the copying is happening on Google's 

servers. 

 

 

When the copy process is done we will now find the 

emails and files in your other account. 

 

 

 

 

 

 

• In Gmail all of your messages will have 

been copied over to the Inbox of your 

other account.  

• Additionally, the copied messages will be 

marked with a label with your school 

email address and with a label of the date 

the emails were copied. 
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• In Drive all of the files that you 

owned or had edit rights to will have 

been copied over.  

• The files will be found inside of 

a folder named after your school 

account.  

• These copies are owned by your new 

account and are not shared with 

anyone else. 

 

 

 

Please note: The emails and Drive files are all just copies of the originals. The original emails 

and files are still in your school account, so you still have access while your MPS school 
account is active. 

 

For a video Outlining this process, visit: https://youtu.be/iBXet3by4SU  

Source: https://www.controlaltachieve.com/2020/05/google-takeout.html  
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