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Google Storage

Google Storage allows you manage all of the information you have stored across
your Google Apps (Gmail, Google Drive, and Google Photos). By default and for
free, you have 15 GB of space for all of the information you have stored in Google
Apps (meaning your email in Gmail, documents in Google Drive, and pictures in
Google Photos) If you use more than 15GB of space in the future, Google will be
stopping or limiting your use of Gmail, Google Drive, and/or Google Photos. The
following tutorial details how to delete items that are taking up the most storage
space. If you would like to purchase additional space, see “Buy More Storage”.

Instructions

e Open your Internet Browser (for example: Google Chrome, Mozilla Firefox) and
go to https://one.google.com/storage. If you were already logged into Google in
your browser, you will see the following screen.
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https://support.google.com/googleone/answer/2375123?hl=en&ref_topic=7576170.
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e If you are not logged into your Google Account, you will be asked to login.
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Create account Next
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e Enter the Gmail email address or
phone number you use to login
to your Google account.

e Click “Next.”
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e Enter your password for your
Google account.

[ ] CI iCk “ N eXt_ ” Forgot password? m _



e You should now be on a page that summarizes how much of your storage you are
using.
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e To delete some of the items that are taking up the most space, scroll down and
click on “Free up account storage.”

Get your space back

See ways to free up space in Google Drive,
Gmail, and Google Photos.

— Free up account storage




e The page you are on will now show you different items that you can delete to free
up space.
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I\/Ianage your account storage

Free up space across Gmail, Google Photos,
and Google Drive when you review and remove
extra, discarded, and large items. Learn more

Discarded ltems
e Discarded Items are emails in your Gmail account, files in your Google Drive

account, or photos in your Google Photos account that you deleted and are
now sitting in your Trash folder. Emails that went to your spam folder in your
Gmail account are also listed here.

Deleted Emails
e Let's start by reviewing your “Deleted Emails.” Deleted emails are emails that

you moved to Trash in Gmail but that have not been removed from your Trash

folder.
e To review and delete “Deleted emails”, click on “Review and Free up” under

Deleted Emails. Discarded items
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e Once you have clicked “Review and Free up”, you will be taken to a page with all
of the emails that are in your Trash folder. Scroll down to review all of these
emails.

e Click on any emails that you would like to view.

e You can select the emails you want to permanently delete or delete all of the
emails that are in your trash folder.

X Deleted emails Delete All
M To free up account space, select items to permanently delete. Learn more
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To delete all of the

emails, click on the
Delete All button in
the top right corner.

To select specific emails to delete, click on
the checkbox next to the items you want to
delete. You can click multiple checkboxes.
When you are ready to delete and have
selected at least one file to delete, click on
the delete button (which looks like this

B ) in the top right corner of the screen.

e A box will pop up to confirm you want to delete the emails you selected.
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Delete 2 conversations?

This action permanently deletes selected email
conversations and their attachments.

0 | understand that once | delete the files, they cannot
be recovered from the Trash.

Cancel




Note: once you delete these emails, you
will not be able to get them back.

If you want to continue with deleting the

emails you selected: Delete 2 conversations?
o Check the box next to “I understand This action permanently deletes selected email
i conversations and their attachments.
that once | delete the files, they cannot
” — | understand that once | delete the files, they cannot
be recovered from the Trash. be recovered from the Trash.

e Click on “Permanently delete” if you

If you do not want to delete the files you

selected:
e Click on “Cancel” to return to the last Delete 2 conversations?
screen you were on to mOdlfy your This action permanently deletes selected email
. conversations and their attachments.
selections.

0 | understand that once | delete the files, they cannot
be recovered from the Trash.

)  Cancel

e |If you deleted all of the emails, you will be returned to the page where it says
“Manage your account storage.”
a. If you did not delete any emails or only deleted some of the emails, you
can return to “Manage your account storage” by clicking on the * ' in
the top right corner.

X Deleted emails Delete All
M To free up account space, select items to permanently delete. Learn more
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Spam Emails
e Next, follow the same steps to delete your Spam emails.
e Emails that went to your spam folder in your Gmail account are listed
here.
e Toreview and delete “Spam emails”, click on “Review and Free up”
under “Spam Emails.”

Discarded items
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e Once you have clicked “Review and Free up”, you will be taken to a page with all
of the emails that were marked as spam. Scroll down to review all of the emails
that are in your Spam folder of your Gmail account.

e Click on any emails that you would like to view.

e You can select the emails you want to permanently delete or delete all of the
emails that are in your spam folder.

a. To select specific emails to delete, click on the checkbox ( [J ) next to the
items you want to delete. When you are ready to delete and have
selected at least one file to delete, click on the delete button (which looks
like this [%] ) in the top right corner of the screen.

b. To delete all of the emails, click Delete All in the top right corner of the
screen.

e When you get to the box asking you to confirm deletion:

a. Check the box next to “l understand that once | delete the files, they
cannot be recovered from the Trash.”

b. Click on “Permanently delete” if you would like to continue with deleting
the files.

e To return to “Manage your account storage”, click on the * ‘in the top left
corner of the screen.




Deleted Files
e Next, follow the same steps to delete the “Deleted files.”
e Deleted files are the files in the Trash folder of your Google Drive

account.
e To review and delete “Deleted”, click on “Review and Free up” under
“Deleted files.”
Discarded items
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e Once you have clicked “Review and Free up”, you will be taken to a page with all
of the files that are in your Trash folder in Google Drive. Scroll down to review the
files that are in your Trash folder.

e Click on any files that you would like to view.

e You can select the files you want to permanently delete or delete all of the files
that are in your Trash folder.

a. To select specific files to delete, click on the checkbox ( [] ) next to the
files you want to delete. When you are ready to delete and have
selected at least one file to delete, click on the delete button (which looks
like this [%] ) in the top right corner of the screen.

b. To delete all of the files, click Delete Allin the top right corner of the
screen.

e When you get to the box asking you to confirm deletion:

a. Check the box next to “l understand that once | delete the files, they
cannot be recovered from the Trash.”

b. Click on “Permanently delete” if you would like to continue with deleting
the files.

e To return to “Manage your account storage”, click on the * ‘in the top left
corner of the screen.




Large Items
e Next, let’s free up space by deleting your “Large ltems”.

e Large Iltems are the files that are taking up the most space in Gmail,
Google Drive, or Google Photos.

Emails with Large Attachments
e To review and delete attachments that are taking up the most space in your
Google account, click on “Review and Free up”. Under “Emails with large

attachments.” Large items
You can free up to 2.2 GB
™ (43 &
Emails with large attachments Large files Large photos and videos

Review and free up 1.2 GB Review and free up 976.4 MB Review and free up 1,011.4 MB

e Once you have clicked “Review and Free up”, you will be taken to a page with all
of the emails with large attachments in your Gmail account. Scroll down to review
the emails.

e Click on any of the emails to view the attachments to that email.

e You can select the emails you want to permanently delete or delete all of the
emails with large attachments. Note: deleting the emails will permanently delete
both the emails and the attachments.

a. To select specific emails to delete, click on the checkbox ( []) next to the
files you want to delete. When you are ready to delete and have
selected at least one email to delete, click on the delete button (which
looks like this [¥] ) in the top right corner of the screen.

b. To delete all files, click on the checkbox next to All items ( O Attemse )
to select all of the files. Then, click on the delete button in the top right
corner of the screen.

e When you get to the box asking you to confirm deletion:

a. Check the box next to “I understand that once | delete the files, they
cannot be recovered from the Trash.”

b. Click on “Permanently delete” if you would like to continue with deleting
the emails.

e To return to “Manage your account storage”, click on the * ‘in the top left
corner of the screen.




Large Files
e To review and delete files that are taking up the most space in your Google
account, click on “Review and Free up” under “Large files.”

Large items
You can free up to 2.2 GB
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e Once you have clicked “Review and Free up”, you will be taken to a page with all
of the largest files in your Google Drive account. Scroll down to review the files.

e Click on any of the files to view the file.

e You can select the files you want to permanently delete or delete all of the large
files.

a. To select specific files to delete, click on the checkbox ([] ) next to the
files you want to delete. When you are ready to delete and have
selected at least one email to delete, click on the delete button (which
looks like this B ) in the top right corner of the screen.

b. To delete all files, click on the checkbox next to All items ( O aviemss )
to select all of the files. Then, click on the delete button in the top right
corner of the screen.

e When you get to the box asking you to confirm deletion:

a. Check the box next to “l understand that once | delete the files, they
cannot be recovered from the Trash.”

b. Click on “Permanently delete” if you would like to continue with deleting
the files.

e To return to “Manage your account storage”, click on the x in the top left
corner of the screen.




Large Photos and Videos
e To review and delete photos and videos that are taking up the most space in your
Google account, click on “Review and Free up” under “Large photos and videos.”

Large items
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e Once you have clicked “Review and Free up”, you will be taken to a page with all
of the largest photos and videos in your Google Photos account. Scroll down to
review the files.

e Click on any of the files to view the file.

e You can select the files you want to permanently delete or delete all of the large
files.

a. To select specific files to delete, click on the checkbox ([] ) next to the
files you want to delete. When you are ready to delete and have
selected at least one file to delete, click on the delete button (which looks
like this [ ) in the top right corner of the screen.

b. To delete all files, click on the checkbox nextto All items ( O atiemss )
to select all of the files. Then, click on the delete button in the top right
corner of the screen.

Move 5 items to Trash?

e \When you get to the box asklng you to Conflrm Z:;s;.action permanently deletes selected files after 60
de|etI0n . Deleting these items will remove them from your Google
. “ - account, synced devices, and shares within Google
a. Click on “Move to Trash” if you would Photos.

like to continue with deleting the files. Y

e To return to “Manage your account storage”, click on the x .in the top left corner
of the screen.



Other Items
e Other items are files in Google Photos that you cannot view through Google
Photos and are using storage space. If you do not have any other items,
your screen may look like the below.
Other items

Nothing to free up

&

Unsupported videos

Videos that Google Photos can't process or
play

e If you do have Other Items: to review and delete any of these items, click on
“‘Review and Free up” under “Unsupported videos.”

e Once you have clicked “Review and Free up”, you will be taken to a page with all
of the unsupported files that are saved in your Google Photos account. Scroll
down to review all of the files.

e You can select the files you want to permanently delete or delete all of the large
files.

a. To select specific files to delete, click on the checkbox ( [] ) next to the
files you want to delete. When you are ready to delete and have
selected at least one file to delete, click on the delete button (which looks
like this & ) in the top right corner of the screen.

b. To delete all files, click on the checkbox next to All items ( O aiems) )
to select all of the files. Then, click on the delete button in the top right
corner of the screen.

e When you get to the box asking you to confirm deletion:

a. Click on “Move to Trash” if you would like to continue with deleting the
files.

e To return to “Manage your account storage”, click on the * ‘in the top left
corner of the screen.

Congratulations! You have now used Google Storage
to free up some storage space!



