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 CPS Data Management 

 Employees  : 
 ●  Microsoft Onedrive 

 ○  Default Size limit: 1TB  1 

 ○  Access Removed:  At separation 
 ○  It is recommended that employees move documents that w
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 Students  : 

 ●  Microsoft Onedrive 
 ○  Default Size limit: 1TB  4 

 ○  Access Removed:  At separation 
 ○  It is recommended that students move documents that will be needed after their separation to a  shared 

 Onedrive location.  Content can be manually transferred out. 
 ○  Deleted file recovery: 30-day basic recovery, 93 days restore 

 ●  Google Drive 
 ○  Default Size limit:: 100GB 
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 Windows Devices 
 ●  CPS owned Windows devices that do not connect to our network within 120 days may be deleted from 

 network resource records. This will prevent them from connecting and accessing local resources. 
 These devices will remain in our asset tracking system. 

 ●  Student 1To1 Devices are deleted for reimaging annually, July 15th 

 ●  Employee and shared devices need to be updated annually. 

 Student Restrictions: 
 ●  All student restrictions will be lifted annually, July 15th. 

 Notes: 

 ●  All dates are based on BusinessPlus last day worked date 
 ●  Employee accounts are disabled immediately following last day worked. 
 ●  Accounts in disabled status can only be accessed by Technology Services. 
 ●  Prior to leaving, users can use Google Takeout for items on your Google Drive. 

 Shared Google files should be moved to a Shared folder. 
 ●  Save files before your last day. 


