PRODUCTIVITY

File Recovery Feature in MS Excel

Have you just lost a complicated Excel report data? MS
Excel contains a File Recovery Feature that allows you to
conveniently retrieve lost data from an unsaved

worksheet.

Click here to know how to use the File Recovery Feature.

Prepared by Information Security and IT Governance Division of ICT.
Productivl.T.y showcases tips & tricks on various
office and branch applications.
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A. Activate the AutoRecover Option

1. Click the "Microsoft Office" button on the top left of the Excel worksheet.

Vs Bookl - Microsoft Excel [E=IER )
— - - ——
— N View © - = x
Recent Documents =
\ New | A Geimset- X - ﬂ [ﬁ
1 TS_2013CRF_RDO0108003_CustomerPortalAndro... = T Delete - | 3]
~ = | Istyles | ... Sort & Find &
& osen 2 ZUlS(aIendalTVON ‘ ‘:‘ ~ || EiFormat - || (2~ Filter~ Select~
3 Copy of ICT Directory @ Jupiter = | Cells Editing |
I I o 4 CPG_iServe Utilization 02 28 2013 el -
- 5 ICMG_iServe Utilization 02 28 2012 = =
= 6 ICMG_ALL Report_Per_Month i [jS H i L
ﬁ SaveAs >
1 CPC_ALL_Report_Per_Month =
4 8 CPCG_ALL Report_Per_Month e
@ Print > | 9 T5_2012CRF_ASD1106003_ PMS Fix of IAD Findi... </
. TS_DR _Testing_03082013 = 1
.
;’2 Prepare > | 75 2013CRF_RD0108003_CustomerPortalAndro... =
FR12_Backup Checklist .01 el
@ Send  »  DRSMS Testing Checklist =
CMG_ALL_Report_Per_Month ]
S/ Publish > | IMCG ierve Utilization 02 28 2012 =
rachell e
E Close Test Data Count =
L] Excel Options | [ X Ext Excel | T [
e T

2. Click the "Excel Options" button at the bottom of the window.
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3. Click on the "Save" command in the left pane.

4. Check the "Save AutoRecover Information Every [ | Minutes." in the dialog window for "Save Workbooks".

Select/encode the number of minutes you want the auto recover to work, then click the "OK" button.
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Save checked-out files to:
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Seryer drafts location: | C:\Users\rmrivera\Documents\SharePoint Drafts\

Preserve visual appearance of the workbook

Choose what colors will be seen in previous versions of Excel: Colors...
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worksheet.

B. Use Document Recovery Feature
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2. Rightclick on one of the file versions. A list will display three commands: Open, Save As and Delete.
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1. When MS Excel or the computer automatically shuts down, the Document Recovery task pane shall appear automatically on the

left side of the window when you re-launch the Excel program. The pane may display more than one versions of your Excel
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3. Click on the "Open" or "Save As" for the version you wish to revise or save.
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4. The file will be opened in another worksheet.
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