Previous Versions — Students X Drive

Previous Versions provides a Self Service for you to restore files and folder on the Students
X Drive in case the originals are lost, damaged, or deleted.
To use this feature, you need to use a Windows computer.

1. Navigate to the folder containing the file/folder you want to restore. Right click on the
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2. and select “Restore previous versions”.
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3. On the “Previous Versions” tab, select the previous version of folder/file you wish to
restore. Click “Open”.

| General | Security | Previous Versions | Customize

¥ Previous versions come from shadow copies, which
) J are saved automatically to your computer’s hard diske.

Folder versions:

Mame Date m od‘i}i ed

4 Today (2)
| 1. 99999994 27/03/2018 12:15

L. 99999994 27/03/2018 0600

4 Yesterday (2)

. 59995994 26/03/2018 13:15
. 59995994 26/03/2018 0e:00

d | act waal £14%
<]




4. Another window will pop-up showing the file and folder names and the date
modified. Highlight the file/folder you want to restore. Right click the file and select
“Copy”. Then, you can Paste (Ctrl-V) it back to the original folder or the location
you wish to put the copied file.
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If you cannot see the previous version of a file or folder, it may be because the file or folder
only existed earlier than any backup schedule. For example, if you create a file at 12:30
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and delete it at 13:00, no backup will be taken for that file at 13:15 because it does not exist.



