Previous Versions
Disaster! You’ve accidentally deleted/overwritten/somehow destroyed a file you really needed. At least, it would be a disaster if not for Previous Versions: snapshots of all your files taken at 5pm each day, usually available for a week or two and easily accessible in just a few clicks.
1) Open the folder that your missing/broken file should be in.
a. If you have overwritten/changed a file: right-click on the file, click on Rename, then call this version of the file something new.
b. If you have deleted a file: go straight to step 2.
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Right-click in some empty space in this folder window. Click on Properties at the bottom of the context menu.

3) Click the Previous Versions tab at the top of the window that opens.

4) You’ll see a list, with the folder name and a date listed. Find the folder with a date you think will have a working version of your file – it could be last night, or last week – and double click it.
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A new window opens. This is a snapshot of that folder as it was at the date and time selected – it will show you in the address bar at the top:

6) Find the file you want, then right-click on it and choose Copy. Go back to the original folder window, then right-click in some empty space and choose Paste. Congratulations! Your file is now restored.

There will generally be one to two weeks of files available, but the server adjusts this dynamically based on how much space it has available. If Previous Versions doesn’t go back far enough, ask us – we’ll have backups going back further.
