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GOOGLE WORKSPACE SERVICE CHANGES

Why is this change happening?

• In February 2021, Google announced a new model for Google Workspace for 
Education (GWE) and an end to unlimited storage effective July 2022

• Due to a two-year extension and strategic negotiations, UCLA, along with 
several other UCs, has deferred the transition of its GWE service

• As a result, the implementation of these new storage policies for the UCLA 
campus is now scheduled for November 1, 2024
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GOOGLE WORKSPACE SERVICE CHANGES

What is UCLA’s current state?

• UCLA’s current storage significantly exceeds the new Google 
Workspace for Education model’s limits

• UCLA must reduce its Google Workspace storage by November 1, 
2024, to ensure uninterrupted service
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GOOGLE WORKSPACE SERVICE CHANGES

What is part of Google Workspace?

• GWE storage is comprised of any data in UCLA Personal Drives, 
Google Mail and Photos, and Shared Accounts for all affiliate groups 
using the UCLA campus environment

• Because Google treats individual storage in My Drives and Shared 
Drive collaborative spaces separately, these drives may be subject to 
different UCLA storage limits
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WHAT IS CHANGING FOR RETIREES
Summary of what to expect in the weeks and months ahead

What is Changing Description

Service Changes – Email Only
• Google Drive will be disabled for retirees in 5 weeks – on June 27, 2024

• Therefore, UCLA Google Workspace services for retirees will be limited to 
Google Mail only
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WHAT IS CHANGING FOR RETIREES
Summary of what to expect in the weeks and months ahead

What is Changing Description

Service Changes – Email Only
• Google Drive will be disabled for retirees in 5 weeks – on June 27, 2024

• Therefore, UCLA Google Workspace services for retirees will be limited to 
Google Mail only

Permanent Baseline Quota of 5GB • There will be a storage limit of 5GB for retiree UCLA Google Mail accounts 
effective June 27, 2024
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WHAT IS CHANGING FOR RETIREES
Summary of what to expect in the weeks and months ahead

What is Changing Description

Service Changes – Email Only
• Google Drive will be disabled for retirees in 5 weeks – on June 27, 2024

• Therefore, UCLA Google Workspace services for retirees will be limited to 
Google Mail only

Permanent Baseline Quota of 5GB • There will be a storage limit of 5GB for retiree UCLA Google Mail accounts 
effective June 27, 2024

Google Photos Disablement
• Google Photos is disabled immediately for current users with no data stored in 

the application

• Google Photos will be disabled on June 27, 2024, for all users
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WHAT IS CHANGING FOR RETIREES
Summary of what to expect in the weeks and months ahead

What is Changing Description

Service Changes – Email Only
• Google Drive will be disabled for retirees in 5 weeks – on June 27, 2024

• Therefore, UCLA Google Workspace services for retirees will be limited to 
Google Mail only

Permanent Baseline Quota of 5GB • There will be a storage limit of 5GB for retiree UCLA Google Mail accounts 
effective June 27, 2024

Google Photos Disablement
• Google Photos is disabled immediately for current users with no data stored in 

the application

• Google Photos will be disabled on June 27, 2024, for all users

Overage Service Interruptions
• Retirees whose UCLA Google Mail storage exceeds 5GB after June 27, 2024, 

WILL experience service interruptions, which will escalate in severity leading 
up to November 1, 2024 (the deadline for campus compliance)
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Oct 1

OVERAGE SERVICE INTERRUPTIONS FOR RETIREES

Inbound Email Subject Line Tag

Begin to receive additional reminders via 
all email subject lines that the user is 
over quota.

Enforce Daily Logouts

This would force over-quota users to log-
in to GWSA accounts daily across all 
services until under quota.

Account Deletion & Re-creation

Over-quota user’s account may be deleted 
and recreated. As a result, the user would 
lose their files and mail.

Time (Implementation Dates)

Aug 1 Sept 1

Es
ca

la
tio

n

UCLA Google Mail accounts with storage usage over 5GB after June 27, 2024, will experience service interruptions, which may include:
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WHAT TO DO
Summary of the actions retirees are encouraged to take now

What To Do Description

1. Check Your Current Storage
• Check your current Google Mail usage relative to your upcoming 5GB Permanent Baseline 

Quota; this will tell you how much storage you must remove

• Check your Google Drive usage and determine if there is data that you would like to transfer 

https://ucla.service-now.com/support?id=kb_article&sys_id=3a9b37171b1a75d09ca4a602b24bcb18
https://ucla.service-now.com/support?id=kb_article&sys_id=3a9b37171b1a75d09ca4a602b24bcb18#personaldrive
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WHAT TO DO
Summary of the actions retirees are encouraged to take now

What To Do Description

1. Check Your Current Storage
• Check your current Google Mail usage relative to your upcoming 5GB Permanent Baseline 

Quota; this will tell you how much storage you must remove

• Check your Google Drive usage and determine if there is data that you would like to transfer 

2. Find the Largest Emails and 
Files in Your Google Workspace 
Account

• Locate and remove or transfer your largest files and emails 

• Visit the ‘How do I find the largest sized emails in my Google Workspace for UCLA account’ 
knowledge base article

• Visit the ‘How do I find the largest files stored in my Google Drive?’ knowledge base article

https://ucla.service-now.com/support?id=kb_article&sys_id=3a9b37171b1a75d09ca4a602b24bcb18
https://ucla.service-now.com/support?id=kb_article&sys_id=3a9b37171b1a75d09ca4a602b24bcb18#personaldrive
https://ucla.service-now.com/support?id=kb_article&sys_id=KB0014197
https://ucla.service-now.com/support?id=kb_article&sys_id=KB0014197
https://ucla.service-now.com/support?id=kb_article&sys_id=KB0014196
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WHAT TO DO
Summary of the actions retirees are encouraged to take now

What To Do Description

1. Check Your Current Storage
• Check your current Google Mail usage relative to your upcoming 5GB Permanent Baseline 

Quota; this will tell you how much storage you must remove

• Check your Google Drive usage and determine if there is data that you would like to transfer 

2. Find the Largest Emails and 
Files in Your Google Workspace 
Account

• Locate and remove or transfer your largest files and emails 

• Visit the ‘How do I find the largest sized emails in my Google Workspace for UCLA account’ 
knowledge base article

• Visit the ‘How do I find the largest files stored in my Google Drive?’ knowledge base article

3. Remove or Transfer Your Data 
(Photos, Videos, etc.)

• If your Google Mail storage is over 5GB, you will need to remove or transfer your data prior 
to June 27

• You are encouraged to transfer any data you would like to keep from Google Drive within 
the next 5 weeks, before it is disabled on June 27

• Visit ‘Tips for Storage Hygiene’ and ‘How Do I Download and Delete Photos and Videos 
stored on Google Photos?’ for instructions

https://ucla.service-now.com/support?id=kb_article&sys_id=3a9b37171b1a75d09ca4a602b24bcb18
https://ucla.service-now.com/support?id=kb_article&sys_id=3a9b37171b1a75d09ca4a602b24bcb18#personaldrive
https://ucla.service-now.com/support?id=kb_article&sys_id=KB0014197
https://ucla.service-now.com/support?id=kb_article&sys_id=KB0014197
https://ucla.service-now.com/support?id=kb_article&sys_id=KB0014196
https://it.ucla.edu/google-workspace/tips-storage-hygiene
https://ucla.service-now.com/support?id=kb_article&sys_id=KB0014097
https://ucla.service-now.com/support?id=kb_article&sys_id=KB0014097
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WHAT TO DO
Summary of the actions retirees are encouraged to take now

What To Do Description

1. Check Your Current Storage
• Check your current Google Mail usage relative to your upcoming 5GB Permanent Baseline 

Quota; this will tell you how much storage you must remove

• Check your Google Drive usage and determine if there is data that you would like to transfer 

2. Find the Largest Emails and 
Files in Your Google Workspace 
Account

• Locate and remove or transfer your largest files and emails 

• Visit the ‘How do I find the largest sized emails in my Google Workspace for UCLA account’ 
knowledge base article

• Visit the ‘How do I find the largest files stored in my Google Drive?’ knowledge base article

3. Remove or Transfer Your Data 
(Photos, Videos, etc.)

• If your Google Mail storage is over 5GB, you will need to remove or transfer your data prior 
to June 27

• You are encouraged to transfer any data you would like to keep from Google Drive within 
the next 5 weeks, before it is disabled on June 27

• Visit ‘Tips for Storage Hygiene’ and ‘How Do I Download and Delete Photos and Videos 
stored on Google Photos?’ for instructions

4. Ask for Help: Schedule Time 
with an IT Professional

• Email help@it.ucla.edu to request personalized assistance; we are here to help you! 

https://ucla.service-now.com/support?id=kb_article&sys_id=3a9b37171b1a75d09ca4a602b24bcb18
https://ucla.service-now.com/support?id=kb_article&sys_id=3a9b37171b1a75d09ca4a602b24bcb18#personaldrive
https://ucla.service-now.com/support?id=kb_article&sys_id=KB0014197
https://ucla.service-now.com/support?id=kb_article&sys_id=KB0014197
https://ucla.service-now.com/support?id=kb_article&sys_id=KB0014196
https://it.ucla.edu/google-workspace/tips-storage-hygiene
https://ucla.service-now.com/support?id=kb_article&sys_id=KB0014097
https://ucla.service-now.com/support?id=kb_article&sys_id=KB0014097
mailto:help@it.ucla.edu
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WHAT IS CHANGING FOR EMERITI

What is Changing Description

One-Year Quota Extension for 
Personal Drives to June 2025

• One-year extension for Personal Drives will be automatically applied to the 
UCLA Google Workspace accounts for emeriti starting June 27, 2024, with 
quotas set at slightly above current usage

Summary of what to expect in the weeks and months ahead
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WHAT IS CHANGING FOR EMERITI

What is Changing Description

One-Year Quota Extension for 
Personal Drives to June 2025

• One-year extension for Personal Drives will be automatically applied to the 
UCLA Google Workspace accounts for emeriti starting June 27, 2024, with 
quotas set at slightly above current usage

Shared Drives Eligible for 
Extension (Registration Required)

• Shared Drives directly connected to university research and include research 
data are eligible for the one-year extension; however, registration is required 

• Register your research-related Shared Drive by completing the Shared Drive 
Registration form as soon as possible (a minimum of one week prior to the June 
27, 2024)

• Request forms received early will be prioritized

Summary of what to expect in the weeks and months ahead

https://ucla.service-now.com/support?id=sc_cat_item&sys_id=886ed43d1b78ced078b15537624bcbc2
https://ucla.service-now.com/support?id=sc_cat_item&sys_id=886ed43d1b78ced078b15537624bcbc2
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WHAT IS CHANGING FOR EMERITI

What is Changing Description

One-Year Quota Extension for 
Personal Drives to June 2025

• One-year extension for Personal Drives will be automatically applied to the 
UCLA Google Workspace accounts for emeriti starting June 27, 2024, with 
quotas set at slightly above current usage

Shared Drives Eligible for 
Extension (Registration Required)

• Shared Drives directly connected to university research and include research 
data are eligible for the one-year extension; however, registration is required 

• Register your research-related Shared Drive by completing the Shared Drive 
Registration form as soon as possible (a minimum of one week prior to the June 
27, 2024)

• Request forms received early will be prioritized

Google Photos Disablement
• Google Photos is disabled immediately for current users with no data stored in 

the application

• Google Photos will be disabled on June 27, 2024, for all users

Summary of what to expect in the weeks and months ahead

https://ucla.service-now.com/support?id=sc_cat_item&sys_id=886ed43d1b78ced078b15537624bcbc2
https://ucla.service-now.com/support?id=sc_cat_item&sys_id=886ed43d1b78ced078b15537624bcbc2
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QUOTA EXTENSION ELIGIBILITY

Shared Drives (Registration Required)

The Office of the Vice Chancellor for Research & Creative Activities has sponsored a temporary extension for eligible 
personal drives and qualifying Shared Drives

• Shared Drives with research-related data 
require registration to be eligible for the temporary 
extension, through June 2025. If you own or manage a 
Shared Drive, or if your lab uses a Shared Drive, please 
complete the Shared Drive Registration form as soon as 
possible.

• You are encouraged to submit the registration form a 
minimum of one week prior to the June 27, 2024, 
deadline to allow time for processing and to avoid risk of 
service interruptions. Request forms received early will 
be prioritized.

Personal Drives

• Extension through June 2025, for research-related 
personal drives will be automatically applied to the UCLA 
Google Workspace accounts for faculty, emeriti, academic 
deans, recall, academic appointee nonfaculty, postdocs, 
and medical residents starting June 27, 2024.

• Students with academic appointments on June 27, 2024, 
will be granted a temporary extension through Fall 
Quarter 2024. Students without academic appointment by 
June 27, 2024, will be able to submit a request for 
extension.

• Extension funding will terminate June 2025, then service 
interruptions will begin. Plan accordingly and begin to 
reduce storage now.

https://ucla.service-now.com/support?id=sc_cat_item&sys_id=886ed43d1b78ced078b15537624bcbc2
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WHAT TO DO 
Summary of the actions emeriti are encouraged to take now

What To Do Description

1. Check Your Current Storage
• Extension funding is anticipated to terminate in June 2025; therefore, it is important 

that emeriti begin to act now to reduce storage

• Check your current storage usage

https://ucla.service-now.com/support?id=kb_article&sys_id=3a9b37171b1a75d09ca4a602b24bcb18
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WHAT TO DO 
Summary of the actions emeriti are encouraged to take now

What To Do Description

1. Check Your Current Storage
• Extension funding is anticipated to terminate in June 2025; therefore, it is important 

that emeriti begin to act now to reduce storage

• Check your current storage usage

2. Find the Largest Emails and Files in 
Your Google Workspace Account

• Locate and remove or transfer your largest files and emails 

• Visit the ‘How do I find the largest sized emails in my Google Workspace for UCLA 
account’ knowledge base article

• Visit the ‘How do I find the largest files stored in my Google Drive?’ knowledge base 
article

https://ucla.service-now.com/support?id=kb_article&sys_id=3a9b37171b1a75d09ca4a602b24bcb18
https://ucla.service-now.com/support?id=kb_article&sys_id=KB0014197
https://ucla.service-now.com/support?id=kb_article&sys_id=KB0014197
https://ucla.service-now.com/support?id=kb_article&sys_id=KB0014196
https://ucla.service-now.com/support?id=kb_article&sys_id=KB0014196
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WHAT TO DO 
Summary of the actions emeriti are encouraged to take now

What To Do Description

1. Check Your Current Storage
• Extension funding is anticipated to terminate in June 2025; therefore, it is important 

that emeriti begin to act now to reduce storage

• Check your current storage usage

2. Find the Largest Emails and Files in 
Your Google Workspace Account

• Locate and remove or transfer your largest files and emails 

• Visit the ‘How do I find the largest sized emails in my Google Workspace for UCLA 
account’ knowledge base article

• Visit the ‘How do I find the largest files stored in my Google Drive?’ knowledge base 
article

3. Remove or Transfer Your Data 
(Photos, Videos, etc.)

• Remove or transfer your files and emails 

• Visit ‘Tips for Storage Hygiene’ and ‘How Do I Download and Delete Photos and Videos 
stored on Google Photos?’ for instructions

https://ucla.service-now.com/support?id=kb_article&sys_id=3a9b37171b1a75d09ca4a602b24bcb18
https://ucla.service-now.com/support?id=kb_article&sys_id=KB0014197
https://ucla.service-now.com/support?id=kb_article&sys_id=KB0014197
https://ucla.service-now.com/support?id=kb_article&sys_id=KB0014196
https://ucla.service-now.com/support?id=kb_article&sys_id=KB0014196
https://it.ucla.edu/google-workspace/tips-storage-hygiene
https://ucla.service-now.com/support?id=kb_article&sys_id=KB0014097
https://ucla.service-now.com/support?id=kb_article&sys_id=KB0014097
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WHAT TO DO 
Summary of the actions emeriti are encouraged to take now

What To Do Description

1. Check Your Current Storage
• Extension funding is anticipated to terminate in June 2025; therefore, it is important 

that emeriti begin to act now to reduce storage

• Check your current storage usage

2. Find the Largest Emails and Files in 
Your Google Workspace Account

• Locate and remove or transfer your largest files and emails 

• Visit the ‘How do I find the largest sized emails in my Google Workspace for UCLA 
account’ knowledge base article

• Visit the ‘How do I find the largest files stored in my Google Drive?’ knowledge base 
article

3. Remove or Transfer Your Data 
(Photos, Videos, etc.)

• Remove or transfer your files and emails 

• Visit ‘Tips for Storage Hygiene’ and ‘How Do I Download and Delete Photos and Videos 
stored on Google Photos?’ for instructions

4. Ask for Help: Schedule Time with an 
IT Professional

• Email help@it.ucla.edu to request personalized assistance; we are here to help you! 

https://ucla.service-now.com/support?id=kb_article&sys_id=3a9b37171b1a75d09ca4a602b24bcb18
https://ucla.service-now.com/support?id=kb_article&sys_id=KB0014197
https://ucla.service-now.com/support?id=kb_article&sys_id=KB0014197
https://ucla.service-now.com/support?id=kb_article&sys_id=KB0014196
https://ucla.service-now.com/support?id=kb_article&sys_id=KB0014196
https://it.ucla.edu/google-workspace/tips-storage-hygiene
https://ucla.service-now.com/support?id=kb_article&sys_id=KB0014097
https://ucla.service-now.com/support?id=kb_article&sys_id=KB0014097
mailto:help@it.ucla.edu
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SUBMITTED QUESTIONS

How do I delete Google Photos?

If you have photos and/or video saved in the Google Photos 
application, you want to transfer and/or delete them as soon as 
possible. This will:

• Reduce your storage usage as we approach the 
June 27, 2024 deadline

• Preserve any photos that you will intend to keep (as 
appropriate) before the Google Photos application is 
disabled on June 27, 2024

Visit ‘Tips for Storage Hygiene’ and ‘How Do I Download and 
Delete Photos and Videos stored on Google Photos?’ for 
instructions. 

https://it.ucla.edu/google-workspace/tips-storage-hygiene
https://ucla.service-now.com/support?id=kb_article&sys_id=KB0014097
https://ucla.service-now.com/support?id=kb_article&sys_id=KB0014097
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SUBMITTED QUESTIONS

How do I find my largest sized email in my 
Google Workspace for UCLA account?

To find the largest emails taking up storage in your Google 
Workspace for UCLA account, you can conduct a file size 
search in your inbox. 

Visit the ‘How do I find the largest sized emails in my 
Google Workspace for UCLA account’ knowledge base 
article for step-by-step instruction.

https://ucla.service-now.com/support?id=kb_article&sys_id=KB0014197
https://ucla.service-now.com/support?id=kb_article&sys_id=KB0014197
https://ucla.service-now.com/support?id=kb_article&sys_id=KB0014197
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SUBMITTED QUESTIONS

How do I find the largest files stored in my 
Google Drive?

To find the largest using storage in your Google Drive, you can 
sort the list of your files in descending order. 

Visit the ‘How do I find the largest files stored in my Google 
Drive?’ knowledge base article for step-by-step instruction.

https://ucla.service-now.com/support?id=kb_article&sys_id=KB0014196
https://ucla.service-now.com/support?id=kb_article&sys_id=KB0014196
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SUBMITTED QUESTIONS

What is the best way to migrate both Google Drive and 
UCLA Google Mail to other Gmail accounts?

You can use Google Takeout to transfer your Google 
Workspace at UCLA (@ucla.edu/@g.ucla.edu) Google Mail and 
Drive data to another Google Account that you own. For more 
information please see: ‘Copy content from your school account 
to another account.’

Also refer to the ‘Backing Up Your Google Workspace and 
Other Data knowledge base article’ for additional 
recommendations on transferring your Google Workspace data.

https://support.google.com/accounts/answer/6386856?visit_id=636843884454538126-3590617724&p=transfer_content_emailstep&hl=en&rd=1
https://support.google.com/accounts/answer/6386856?visit_id=636843884454538126-3590617724&p=transfer_content_emailstep&hl=en&rd=1
https://ucla.service-now.com/support?id=kb_article&sys_id=KB0010844
https://ucla.service-now.com/support?id=kb_article&sys_id=KB0010844
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SUBMITTED QUESTIONS

The research quota extension is automatic, but will 
emeriti have to make a formal request sooner or later?

• The funding for the one-year extension will terminate June 
2025. It is advised that Principal Investigators plan accordingly 
and begin to reduce storage.

• Until then, a formal request is not required for extension on 
personal drives.

• However, for any Shared Drives directly related to university 
research, extension can be requested by completing the Shared 
Drive Request form.

https://ucla.service-now.com/support?id=sc_cat_item&sys_id=886ed43d1b78ced078b15537624bcbc2
https://ucla.service-now.com/support?id=sc_cat_item&sys_id=886ed43d1b78ced078b15537624bcbc2
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SUBMITTED QUESTIONS

How can I remove a shared file?

Each shared drive has its own Trash.

• Members with Content manager access and above can move 
files to Trash.

• Files and folders in Trash are deleted forever after 30 days.

• Members with Manager access can permanently delete files 
before 30 days.

Refer to the ‘Managing Storage for Personal vs Shared Drives’ 
knowledge base article for additional details.

https://ucla.service-now.com/support?id=kb_article&sys_id=KB0013316
https://ucla.service-now.com/support?id=kb_article&sys_id=KB0013316
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SUPPORT

What resources are available to support me through this change?

Visit and bookmark the Google Workspace Service Adjustments website for updates: 
https://it.ucla.edu/google-workspace

Schedule time with an IT professional for personalized assistance: 
help@it.ucla.edu

Call for assistance:
(310) 267-HELP (4357)

https://it.ucla.edu/google-workspace
mailto:help@it.ucla.edu
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Q&A



Thank you for attending today’s Town Hall!
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