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Google Workspace Migration Instructions 
Texas A&M Gmail Account:  <address>@aggienetwork.com 
Aggie Moms Gmail Account:  <address>@aggiemoms.org 

Transfer Emails and Google Drive Files 
(Walkthrough instructions with screenshots attached) 

1. Log into your Texas A&M Gmail account (aggienetwork.com) 
2. Go to this https://takeout.google.com/transfer. You should see your Texas A&M Gmail 

account profile picture in the top right. 
3. Enter the email address of your Aggie Moms (aggiemoms.org) Gmail account 
4. You will be sent a verification code to your Aggie Moms Gmail account. Check your inbox 

in a new browser or from another device and retrieve the verification code.  
1. Note: You can run into issues if you go to your Aggie Moms Gmail account in the 

same browser. Commonly, you will see an error stating: Transfer Your Content is 
only available to authorized Google Workspace for Nonprofit Accounts. Please 
contact your administrator, or sign in with another Google Account. To fix this, 
please sign out of your personal and Aggie Moms Gmail, and open a different 
browser (if you were using Google Chrome, using Firefox, or Safari/Edge) and 
that should resolve the issue. 

5. Go back to the Transfer your content screen and enter the verification code. 
6. Select the content you would like to transfer and click Start Transfer 

Transfer Contacts 

1. Navigate to contacts.google.com and ensure you are logged into your Texas A&M Gmail 
account 

2. Click Export from the menu on the left 
3. Choose Export as Google CSV and click Export 
4. Save the contacts.csv file in an accessible location of your preference 
5. Navigate back to contacts.google.com and ensure you are now logged into your Aggie 

Moms Gmail account 
6. Click Import from the menu on the left 
7. Click Select File 
8. Find the contacts.csv file and click Import 

Transfer Calendar Events 
1. Navigate to calendar.google.com and ensure you are logged into your Texas A&M Gmail 

Account 
2. At the top right, click the gear icon, then click Settings 

https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Ftakeout.google.com%2Ftransfer%3Fhl%3Den&data=05%7C01%7Crclarke%40bdo.com%7C1654c5d32af44563d78208db58746e46%7C6e57fc1a413e405091da7d2dc8543e3c%7C0%7C0%7C638201029362730349%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=7Q1mqXPvicGt2BChpfyXX6cAgNa3PwubdgihQR3%2BMhs%3D&reserved=0
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Faccounts.google.com%2Fsignin%2Fv2%2Fidentifier%3Fpassive%3D1209600%26continue%3Dhttps%253A%252F%252Fcontacts.google.com%252F%26followup%3Dhttps%253A%252F%252Fcontacts.google.com%252F%26flowName%3DGlifWebSignIn%26flowEntry%3DServiceLogin&data=05%7C01%7Crclarke%40bdo.com%7C1654c5d32af44563d78208db58746e46%7C6e57fc1a413e405091da7d2dc8543e3c%7C0%7C0%7C638201029362730349%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=Dc7WHH7nJBLa15tTI1ChqdxqmA92vIGSfq43FaCGfA0%3D&reserved=0
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Faccounts.google.com%2Fsignin%2Fv2%2Fidentifier%3Fpassive%3D1209600%26continue%3Dhttps%253A%252F%252Fcontacts.google.com%252F%26followup%3Dhttps%253A%252F%252Fcontacts.google.com%252F%26flowName%3DGlifWebSignIn%26flowEntry%3DServiceLogin&data=05%7C01%7Crclarke%40bdo.com%7C1654c5d32af44563d78208db58746e46%7C6e57fc1a413e405091da7d2dc8543e3c%7C0%7C0%7C638201029362730349%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=Dc7WHH7nJBLa15tTI1ChqdxqmA92vIGSfq43FaCGfA0%3D&reserved=0
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Faccounts.google.com%2Fsignin%2Fv2%2Fidentifier%3Fservice%3Dcl%26passive%3D1209600%26osid%3D1%26continue%3Dhttps%253A%252F%252Fcalendar.google.com%252Fcalendar%252Frender%26followup%3Dhttps%253A%252F%252Fcalendar.google.com%252Fcalendar%252Frender%26scc%3D1%26flowName%3DGlifWebSignIn%26flowEntry%3DServiceLogin&data=05%7C01%7Crclarke%40bdo.com%7C1654c5d32af44563d78208db58746e46%7C6e57fc1a413e405091da7d2dc8543e3c%7C0%7C0%7C638201029362730349%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=E2XKAeEGZXQ2xPsbHRgVLQxNnt9%2B%2FuojBHPfn6%2F5qH4%3D&reserved=0
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3. Click Import & Export, then save the .zip file 
4. Open the .zip file and choose the .ics file(s) you want to import. Move these files to an 

accessible location of your preference 
5. Navigate back to calendar.google.com and ensure you are logged into your Aggie Moms 

Gmail account 
6. At the top right, click the gear icon, then click Settings 
7. Click Import & Export 
8. Click Select file from your computer, then chose a desired .ics file 
9. Choose which calendar to add the imported events to 

o By default, events will be imported into your primary calendar 
10. Click Import 

Backup All Desired Data 
(Not required - option to download everything to your computer as a backup ) 

These steps will allow you to download every single piece of data from your Texas A&M Gmail 
account that you desire, including all the above data and more. This method can take up to a 
few days. Additionally, certain file formats will require a 3rd party to view the data later. 

1. Navigate to takeout.google.com and ensure you are logged in with your Texas A&M 
Gmail account 

2. Toggle/select all of the boxes that you would like to download. If all boxes are checked, 
all data associated with your account will be downloaded 

1. In certain cases, you can specify what format you want. Additionally, you can 
specify which data you want. For the Google Calendar section, it tells you it will 
export as an iCal and a JSON, while also giving you an option to choose which 
calendars you want to export 

3. Click Next Step at the bottom of the page 
4. For Delivery Method, select Send download link via email 
5. For frequency, select Export once 
6. For File type & size, select a file type that fits your system(a .zip is best for Windows PC) 

and the desired file size 
o A larger size will mean fewer files to download 

7. Click Create export 
8. After a while (potentially a few days), you will receive an email to your Texas A&M Gmail 

inbox with the files which you can download to your device 
9. You now have a full backup of all Google data from your Texas A&M Gmail account, and 

you can upload the data to your Aggie Moms Gmail account as desired 

NOTE: If you get an error when trying to transfer data, please try using an incognito window 
and/or another browser. 

If some files were shared with your Google Drive but not owned by it, there’s a chance they 
won’t transfer. In other words, files you don’t own that are in your drive won’t be 
copied.  https://support.google.com/accounts/answer/6386856 

https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Faccounts.google.com%2Fsignin%2Fv2%2Fidentifier%3Fservice%3Dcl%26passive%3D1209600%26osid%3D1%26continue%3Dhttps%253A%252F%252Fcalendar.google.com%252Fcalendar%252Frender%26followup%3Dhttps%253A%252F%252Fcalendar.google.com%252Fcalendar%252Frender%26scc%3D1%26flowName%3DGlifWebSignIn%26flowEntry%3DServiceLogin&data=05%7C01%7Crclarke%40bdo.com%7C1654c5d32af44563d78208db58746e46%7C6e57fc1a413e405091da7d2dc8543e3c%7C0%7C0%7C638201029362730349%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=E2XKAeEGZXQ2xPsbHRgVLQxNnt9%2B%2FuojBHPfn6%2F5qH4%3D&reserved=0
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Ftakeout.google.com%2F&data=05%7C01%7Crclarke%40bdo.com%7C1654c5d32af44563d78208db58746e46%7C6e57fc1a413e405091da7d2dc8543e3c%7C0%7C0%7C638201029362730349%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=nR3jSdOzFQdogG%2FpaM6S%2FeN60FGCRu7DI4NEfv25oyE%3D&reserved=0
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsupport.google.com%2Faccounts%2Fanswer%2F6386856&data=05%7C01%7Crclarke%40bdo.com%7C1654c5d32af44563d78208db58746e46%7C6e57fc1a413e405091da7d2dc8543e3c%7C0%7C0%7C638201029362730349%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=be3opmub0DO3G39h7PBTNL5oIzK4jawLokXgGWf8Tbo%3D&reserved=0
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 Transfer Google Workspace Emails and Drive files  
from AggieNetwork.com to AggieMoms.org 

 
 
Example shown is transfer of aggiemoms@aggienetwork.com to 
aggiemoms@aggiemoms.org. 
 
Go to https://takeout.google.com/transfer.  Enter the email address to transfer your 
data to in the aggiemoms.org domain and press “send code”. 
 

 
 

mailto:aggiemoms@aggienetwork.com
mailto:aggiemoms@aggiemoms.org
https://takeout.google.com/transfer
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You will need to check your aggiemoms.org email to find the confirmation code.  
See notes in yellow box below. 
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Click the “Get confirmation code” in the email. 
 

 
 
 
 
Copy the confirmation code to be input into the Transfer your content screen.  
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Enter the confirmation code and click the “Verify” button.
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Confirm both Drive and Gmail content are selected to be transferred, and then click 
the “Start Transfer” button.
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Confirm the email for your aggienetwork.com account, enter the password, and 
click “Next”.  
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Once signed in, you should receive the following message that the transfer is in 
progress. 
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You will receive an email that the transfer has started. 

 
 
 
Once the transfer is complete, you will receive an email that your transfer is done. 
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In order to make sure you receive all emails sent to your aggienetwork.com email 
address as you transition, you need to set up mail forwarding in your 
aggienetwork.com account.  Login to your aggienetwork.com email and click the 
settings icon.  
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In the Quick settings area, click “See all settings”.  
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Click on “Forwarding and POP/IMAP” 
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Click the “Add a forwarding address” button. 
 

 
 
 
Enter your new aggiemoms.org email address and click “Next”.  

 
 
Confirm the forwarding address and click “Proceed”.  
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You will receive and email in your aggienetwork.com inbox with a confirmation 
code to be entered on the forwarding set up screen.  Copy the confirmation code to 
enter. 
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Enter the confirmation code received in the email and click “Verify”.  
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Select the radio button to “Forward a copy of incoming mail to your aggiemoms.org 
email address, choose to “archive aggienetworks.com Mail’s copy”, and click “Save 
Changes”. 
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Click on the General tab to update your signature and add an autoreply notifying 
sender of our email address change. 
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Scroll down the page to find the “Signature” section.  Click on the email address in 
your signature. 
 

 
 
 
Click on “Change” to edit the email address.  
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Change the “Text to display” and the “Web Addresses” from aggienetwork.com to 
aggiemoms.org and click OK. 
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Scroll down the page to find the “Vacation responder” section.  Select “Vacation 
responder on”.  Enter a Subject and a Message to go to each sender, and then click 
“Save Changes”. 
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