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Google Drive Procedures 
Description: Transfer your Google Drive files to another Google Account. Please note that your account 
will be disabled June 30th.   

1. Go to www.ytech.edu. 
2. Click on Media Center. 
3. Click on Google Apps. 
4. Sign into Google Apps with your school email address and the same password you use to log 

into the computer. 
5. You will see a box that says Transfer your 

content. Click on “Start Transfer”.  
6. Here you will enter a Destination 

Account, which will be a Google Account 
that will receive your transferred 
content. If you do not have a Personal 
Gmail account, you can create one by 
going to gmail.com.  

7. After entering your Destination Account, 
select “send code”.  

8. Go to your personal account to retrieve the code. Take that code and place it where it says 
“verify your destination account”. Once the account has been verified, you will be able to select 
what you want to copy and transfer.  
Note: we do not have Gmail accounts, so any mail will not be transferred as that is through 
Office 365.  

 

  

http://www.ytech.edu/
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OneDrive Procedures 
Description: How to transfer your documents out of your school OneDrive into a personal account. 
Please note that your account will be disabled June 30th.  

1. Log into OneDrive.com with your school email and password.  

 

 

2. Check the circle beside every file you want to download. 
3. Click on Download. 
4. Depending on the device and browser that you use, you will get a pop up at the bottom of the 

screen. If it does not prompt you to show in folder, right click, and click show in folder. Note: 
you may get a zip file rather than individual documents.  

5. If you are saving these documents onto a flash drive, you can open your flash drive and drag and 
drop the items onto your flash drive. 

6. If you are saving these documents onto another OneDrive account, you will have to log out of 
your current OneDrive account and log in with the personal OneDrive account, then you can 
drag and drop the items into the personal OneDrive account.  

7. If you are saving these documents onto a personal Google Drive account, you will have to log 
into your personal Google Drive account and drag and drop these items into your personal 
Google Drive account.  

 

For another way to move your OneDrive document to a personal OneDrive account, see this article 
provided by Microsoft.  

 

  

https://support.office.com/en-us/article/take-your-files-with-you-when-you-graduate-619df48d-bd14-42ce-aa10-5e01dcd90ad5?ui=en-US&rs=en-US&ad=US
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Office 365 Email 
Description: How to transfer your School Email to a Personal Email account. For any email you would like 
to transfer, you will have to forward that email to your personal email. Please note that your account 
will be disabled June 30th.  

1. Log into your School Email Account by going to outlook.com 
2. For any email that you would like to transfer, highlight that email. 
3. Click on the down arrow next to “reply all” located on the top right corner. Click on Forward.  

 

4. An email window will pop up. Type in your personal email in the box to the right of the word 
“To” and hit send.   

  

5. Repeat steps 2 through 4 until you have all important mail transferred.  

 

 

For another way to sync your Email, see this article, provided by Microsoft. 

 

 

  

https://support.office.com/en-us/article/take-your-files-with-you-when-you-graduate-619df48d-bd14-42ce-aa10-5e01dcd90ad5?ui=en-US&rs=en-US&ad=US
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Schoology Procedures 
Description: How to export your Portfolio from Schoology. Please note that your 
account will be disabled June 30th.  

1. Log into Schoology.ytech.edu using your network username and 
password.  

2. Click the down arrow next to your name in the top right corner. Then 
click on Your Profile.  

3. Click on Portfolio on the left column.  
4. Find the Portfolio you would like to export, and click on the three vertical 

dots.  
 

5. Click on Export to ZIP. You will get a notification 
that says “ZIP file is being generated and will be 
available for download shortly. Note: This can take 
a few minutes. If the downward arrow does not 
show solid dark gray within a few minutes, refresh 
your browser.  
 

6. Click on the dark gray downward arrow and depending on the browser you are 
using, it will show at the bottom of your screen in a zip folder. You can drag and drop to your 
Personal Google Drive, Personal OneDrive, or a flash drive.  
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