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If you can’t find a file on your computer or you accidentally modified or delet-
ed a file, you can try to restore it from previous versions. The file system backs 
up files several times a day, allowing users to view versions from the past two 
weeks. 

Restoring Files
You can either restore a previous version of a file that still exists or restore a file 
that was previously deleted. 

Option 1: Restoring a file that still exists to a previous version:

1. Locate the file in File Explorer.

2.  Right click on the file and click on Properties. 
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3.  In the dialogue box that appears, find the Previous Versions tab. Any 
available versions of the file will show up in the box under File versions. 
In this example, one previous version is shown with a modification date of 
9/19/2016 4:33 PM. 

4.  Before restoring the file, view it first: Highlight the version, then click Open 
at the bottom of the window. 

5.  To restore a previous version of a file, highlight the version and click 
Restore at the bottom of the window. This will overwrite the file that exists 
on the file system. (You can also drag the file from the Previous Versions 
window to an alternate location.)

6. Enjoy your newly restored file.
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Option 2: Restoring a file that has been deleted:

1.  Highlight the folder that used to contain the file, and right click. 

2.  Click on Properties and choose the Previous Versions tab in the dialogue 
box that appears. This will show the available versions of the folder.
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3.  To view the content of the folder, highlight the folder and click Open. In 
this example, the folder is displayed with the header (Today, September 
20, 2016, 38 minutes ago), indicating that this is a previous version of the 
folder.

4.  You can now copy the files from the folder into a new location by dragging 
the file out of the window.


