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Interrupted before saving a document through CLW?

If Microsoft Word is set to auto-save files, the file can be restored to the last auto-saved
version. In CLW, locate and highlight the document. Press Open.
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If there are any auto-saved versions, a Document Recovery pane should appear when
Word is opened.
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Document Recovery

Word has recovered the following files.
Save the ones you wish to keep.

@ Word Test Document.docx [... ‘EST

Version created from the last...
6/25/2019 4:18 PM

O o Lorem ipsum dolor sit amet. consectetur adipiscing elit. Vestibulum tincidunt. massa ut mattis,
e e facilisis. libero elit maximus mi, in tristique sapien diam quis turpis. Morbi accumsan ultricies
10 magna neg laorest. Donec ultricies ligula id nisl fringilla, at ornare ipsum sagittis. Duis hendrexit

sodales lacys in pharetra. Morbi ac augue non pibh maximus gravida. Cyrabitur nec tortor est.
Etiam semper consectetur orci eu congue. Sed non dapibus mi. eget ullamcorper risus.

Nulla mollis vslit ut urna aliqust. quis pellentssque lectus laorest. Vestibulum cursus yulputate
elementum. Cras ipsum nist, placerat fermentum arcu yolutpat. efficitur posuere lectus. Etiam
fermentum eyismod turpis. eget hendrenit diam hendrerit eu. Vivamus bibendum et ante et
fermentum. Dopec at dignissim quam. a gravida magna. Mauns mattis diam a sem feugiat
augctor. Donec sed dolor quam. Phassllus malesuada, ipsum a consectetur luctus, est lectus

placerat risus. eu aligust augue dui in ex.
@ Which file do | want to save?
Close
Pagelof1 144words [[¥ $3 Recovered 53] B - [ ] + 100%

See a Document Recovery pane? Complete the steps in Recovery Method #1.

No Document Recovery pane? Complete the steps in Recovery Method #2.
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Recovery Method #1

There are 4 steps to complete this task:
1. Open the edited file version.

. Close the original file.

2
3. Save the recovered file.
4. Close Word.

Step 1. Open the edited file version.

Hover over the edited file version in the Document Recovery pane and left-click the drop-
down arrow that appears. Select Open. A new document will open.
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Document Recovery

Word has recovered the following files.
Save the ones you wish to keep.

Word Test Document.docx [... frest
@ Version created from the fast... |
6/25/2019 4:18 PM ‘
Word Test [ Open Lorem ipsum dolor sit amet, consectetur adipiscing elit. Vestibulum tincidunt, massa ut mattis,
@ Version i€ B Save As facilisss. libero elit maximus mi, in tristique sapien diam quis turpis. Morbi accumsan ultricies
3520191 . magna neg laoreet. Doneg ultricies ligula id nisl fringilla. at ornase ipsum sagittis. Duis hendrerit
sodales lacus in pharetra. Morbi ac gugug non nibh maximus gravida. Curabitur nec toster, est.
Etiam semper conssctetur orci su congus. Sed non dapibus mi, eget ullamcorpsr risus.

Nulla mollis velit ut urna aliquet. quis pellentesque lectus laoreet. Vestibulum cursus yulputate
elementum. Cras ipsum nisi, placerat fermentum arcu volutpat. efficitur posuere lectus. Etiam
fermentum euismeod turpis. eget hendrerit diam hendrerit eu. Vivamus bibendum et ante et
fermentum. Donec at dignissim quam. a gravida magna. Mauris mattis diam a sem feugiat
augtor. Donec sed dolor quam. Phasellus malesuada. ipsum a consectetur luctus, est lectus

placerat tisus. eu aliquet augug dui in ex.
(?) Which file do | want to save?
Close
Page1of1 144words [[¥ 83 Recovered BEIE B - 1 + 100%

Page 3 of 10




CityLaw/ - ;
@ @ ng W Recover an Auto-Saved Word File

Step 2. Close the original file.

The original file will show the matter file# in the title. This file must be closed before
proceeding. Close the window by pressing the 'X' in the top-right corner. WARNING:
Ensure the correct file is closed in this step. DO NOT close the AutoRecovered file at this
point or the changes will be lost.
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Step 3. Save the recovered file.

In the auto-recovered file, press Save.

Word Test Document.docx - AutoRecovered Julie Stoltz 53]
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RECOVERED UNSAVED FILE This is a recovered file that is temporarily stored on your computer. Save ‘ X
Document Recovery
Word has recovered the following files.
Save the ones you wish to keep.
Word Test Document.docx.... T"EST
@ Version created from the last...
6/25/2019 4:18 PM
@ WS 2 Lorem ipsum dolor sit amet, consssictur adipiscing clit. Vestibulum tincidunt, massa ut mattis
Version created last time the.
facilisis. libero glit maximus mui, in trstique sapien diam quis turpis. Morbi agcumsan ultricies
3/5/2019 12:04 PM slis

magna neg laorest. Donec uliricies ligula id nis] fringilla. at orpare ipsum sagittis. Duis hendrerit
sodales lacus in pharetra. Morbi ac apgue non nibh maximus gravida Curabitur nec torgor est.
Etiam semper consectetur orci eu congue. Sed non dapibus mi, ggef ullamcorper risus.

Nulla mollis velit ut urna aliqust. quis pellentesque lectus laorest. Vestibulum cursus yulputate
elementum. Cras ipsum nisi, placerat fermentum arcu yolutpat. efficitur posuete lectus. Etiam
fermentum cuismod turpis. et hendrerit diam hendrerit cu. Vivamus bibendum et ante et

fer Donss at g quam,.. Mauris mattis diam a sem feugiat auctor. Donsg sed dolor
quam. Phasellus malesuada, ipsum a gonsectetur luctus, est lectus placerat tisus. eu aliquet augue
dui in ex.
Edit #1
Edit #2
Edit #3
(2) Which file do | want to save?
Close N
< y
Page1of1 14Twords [% ®1  Recovered m o B - 1 + 100%
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Step 4. Close Word.

Close Word by pressing the 'X' in the top-right corner. Return to CLW and select and open
the document. The file should now be updated to the new version.

[A19-0135] - Word Test Document - Saved to \\10.0.2.5\testbed Julie Stoltz
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Lorem ipsum dolor sit amet, conssctetur adipiscing slit. Vestibulum tincidunt, massa ut mattis,
facilisis. libero glit maximus mi, in tristique sapien diam quis turpis. Morbi accumsan ultricies
magna neg laoreet. Donec ultricies ligula id nisl fringilla. at omare ipsum sagittis. Duis hendrerit
sodales lacus in pharetra. Morbi ac augue non nibh maximus gravida. Curabitur nec tortor est.
Etiam semper conssctetur o1ci eu congue. Sed non dapibus mi, sget ullameorpsr risus.

Nulla mollis velit ut urna aligust. quis pellentesque lectus laoreet. Vestibulum cursus yulputate
elementum. Cras ipsum nisi, placeraf fermentum arcu volutpat. efficitur posuere lectus. Etiam
fermentum euismod tupis, sget hendrenit diam hendrent su, Vivamus bibendum et ante et
fermentum. Doneg at dignissim quam,. Mauris mattis diam a sem feugiat auctor- Doneg sed dolor
quam. Phasellus malesuada. 1psum a consectetur luctus. est lectus placerat risus. eu aliquet augue,

dui in ex.
Edit #1
Edit #2

Edit #3

Pagelof1 147words [ 83 BB B - 1 + 100%

Page 5 of 10



CityLaw/ _ .
@ @ ng W Recover an Auto-Saved Word File

Recovery Method #2

There are 4 steps to complete this task:
1. Navigate to the AutoRecover file location.

2. Open the AutoRecovery file with Word.

3. Press Restore.
4. Close Word.

Step 1. Navigate to the AutoRecover file location.

To find the AutoRecover file, open Word and select File.
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Select Save. Highlight the address shown in the AutoRecover file location field. Press
CTRL + C on the keyboard, or right-click and select Copy. Close Word.

Word Options ? X
General
Customize how documents are saved.
Display
Proofing Save documents
Save AutoSave OneDrive and SharePoint Online files by default on Word
Language Save files in this format: Word Document (*.docx) .
Ease of Access Save AutoRecover information every 10 *| minutes
Keep the last AutoRecovered version if | close without saving

Advanced

AutoRecover file location: [C:\Usevs\jstoltz\Appo\Roaming\Microsoﬁ\Word\ Browse...
Customize Ribbon

[ Don't show the Backstage when opening or saving files with keyboard shortcuts
CHisck Access Tooihar Show additional places for saving, even if sign-in may be required.
Add-ins [ Save to Computer by default
Trust Center Default local file location: 5C:'\Usevs\jstoltz\Documents\ Browse...

Default personal templates location: |C:\Users\jstoltz\Documents\Custom Office Templates

Offline editing options for document management server files

Saving checked out files to server drafts is no longer supported. Checked out files are now saved to the Office

Document Cache.

Learn more

Server drafts location: |C:\Users\jstoltz\Documents\SharePoint Drafts\

Preserve fidelity when sharing this document: @ Word Test Document.docx ~ |
[] Embed fonts in the file G
oK Cancel

Open File Explorer and in the address bar paste the AutoRecover file location address.

Press CTRL + V on the

keyboard, or right-click and select Paste. Press the Enter key.

n | < | File Explorer
Home Share View
U & Cut x I New item i4 Open Ba Select all
Wi Copy path i -T_] Easy access v Edit Select none
Pinto Quick Copy Paste _ Move Copy Delete Rename New Properties o
access [7] Paste shortcut ¢4 to v folder History [ Invert selection
Clipboard Organize New Open Select
2> v 4 I * C:\Users\jstoitz\AppData\Roaming\Microsoft\Word
2 v Frequent folders (8
s Quick access a ®)
Il Desktop * Desktop Downloads _ Documents
This PC This PC A=) This PC
& Downloads * R ‘ N =S »
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Step 2. Open the AutoRecovery file with Word.

Find the desired AutoRecovery file. If there is a folder with a modified version of the title
of the document, open the folder. Use the date/time of modification to choose the latest
edited version if there are options.

I M s | Word
Home Share View

* L;Lj L] & Cut

#* Quick access

I Desktop

& Downloads *

[Z) Documents

& Pictures *
LI Templates

w-. Copy path fj Easy access v Edit Select none
Pinto Quick Copy Paste _ Move Copy Delete Rename New Properties o
access t] Paste shortcut to~ to~ - folder - History 01 Invert selection
Clipboard Organize New Open Select
<« v 4 > ThisPC > Local Disk (C:) » Users » jstoltz > AppData > Roaming > Microsoft > Word >
~
A Name Date modified Type Size

STARTUP

Word%20Test%20Document30747878259... 6/27/2019 8:48 AM  File folder

=) ~WRA0002.wbk
[a] ~WRA0005.2sd

" B x Eﬁ 7 New item ~ i‘d r Open > Hselectan

6/26/2019 4:39 PM File folder

Word%20Test%20Document307478782595718808 (* 3055
Date created: 6/27/2019 8:48 AM 30KB
Size: 31.1 KB

Files: ...

Right-click and select Edit (if available) or Open with (select Word).

Home Share

CE

3 Quick access
Il Desktop
* Downloads
5] Documents
&= Pictures
LI Templates
P009
Template

TemplateTools
iz Cycom Data Systems

B3 This PC
P 3D Objects
[ Desktop
£ Documents
J, Downloads
b Music

&=/ Pictures

] = | Word%20Test%20Document307478782595718808

View

4 cut

w.| Copy path

Pinto Quick Copy Paste Move Copy Delete Rename New Properties
access [#] Paste shortcut tor to- - folder v
Clipboard Organize New Open
<« v p « Users » jstoltz » AppData » Roaming » Microsoft » Word » Word%20Test%20Document307]
G Name Date

» % % 5

|ﬂ Word%20Test%20Document((Autorecovered- 50329452880)).asd  6/27/
75 Word%20Test%620D o« Edit

{i

«

x iﬁ 7 New item ~ il @
LA

{i Easy access ~

6/27/
7-Zip >
CRC SHA >
Scan with Windows Defender...

Share

Open with...

B &

Give access to >

Restore previous versions

Send to >

Cut

Copy

Create shortcut
Delete

Rename

Properties
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Step 3. Press Restore.

The AutoRecovered file will open and compare itself to the original file. If there are
changes, a Restore option will be visible above the document. Press Restore. NOTE: If
Restore is not available, the original file and the auto-saved file do not differ.

- Saved Julie Stoltz
File Home Insert Design Layout References Mailings Review View Developer Help Cycom £ Tellme =] =
- et € .~ ===, == PFind -
L[] 2 | |calibriody) -[11 - A" A" Aa~ [Ap | E=-i=-5- Z=E 8l 9 | | aasbcenc| AaBbcede AaBbC( - @
1Y - G Replace

Paste ] . = ===, . T T ing 1 Dictate

. < B I U-~ab x, x A- 2 ﬁ - === 1= Q - 4 Normal No Spac... Heading = b Select * :

Font F Paragraph F} Styles (F] Editing Voice -

Clipboard r}
AUTORECOVERED VERSION A newer version is available. Compare Restore ‘

frest

Lorem ipsum dolor sit amet, consestetur adipiscing elit. Vestibulum tincidunt, massa ut mattis.
facilisis, libero elit maximus mi, in tristique sapien diam quis turpts. Morbi accumsan ultricies
magna ng¢ laorest. Doneg ultngies ligula id wisl fungilla. at omars ipsum sagittis. Dwis hendrerit
sodales lacus in pharetra. Morbi ac aygye non gibh maximus gravida. Curabitur nec tortor est.
Etiam semper consectetur orci e congue. Sed non dapibus mi, sgef ullamcorper risus.

Nulla mollis velit ut urna aliquet. quis pellentesque lectus laoreet. Vestibulum cursus yulputate
elementum. Cras ipsum nisi, placerat fermentum arcu volutpat. efficitur pospere lectus. Etiam
fermentum euismod turpis. eget hendrent diam hendrent en. Vivamus bibendum et ante et
fermentum. Donec at dignissim quam,. Mauris mattis diam a sem feugiat auctor. Donec sed dolor
quam. Phasellus malesuada. ipsum a consectetur lnctus. est lectus placerat tisus. e, aligust augus,

dui in ex.
Edit #1 — Document Recovery pane absent

Edit #2 — Check AutoRecovery file

Edit #3 - Recover

Pagelof1 156words [[X %3

Press OK to confirm.

Microsoft Word X

You are about to overwrite the last saved version with the selected version.

Cancel
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Step 4. Close Word.

Close Word by pressing the 'X' in the top-right corner. Return to CLW and select and open
the document. The file should now be updated to the new version.

[A19-0135] - Word Test Document - Saved to \\10.0.2.5\testbed Julie Stoltz
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frest

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Vestibulum tincidunt. massa ut mattis
facilisis, libero glit maximus my, in trstique sapisn diam quis, turpss. Morbi accumsan ultnicies
magna s lagrsst. Donsc ultriciss ligula id nisl fungilla, at ornars ipsum sagittis. Duis hendrent
sodales lacus in pharetra. Morbi ac augue non nibh maximus gravida. Curabitur nec tortor est.
Etiam semper consectetur orci eu congue. Sed non dapibus mi, eget ullamcorper risus.

Nulla mollis velit ut urna aliquet. quis pellentesque lectus laoreet. Vestibulum cursus yulputate
elementum. Cras ipsum nisi, placerat fermentum arcu yolutpat, efficitur posuere lectus. Etiam
fermentum guismod turpis. eget hendreris diam hendrerit eu. Vivamus bibendum et ante et
fermentum. Dopeg at dignissim quam.. Mauris mattis diam a sem feugiat auctor. Doneg sed dolor
quam. Phassllus malesuada. ipsum a consectetur luctus. est lectus placerat tisus. eu aliquet augus.

dui in ex.
Edit #1 — Document Recovery pane absent

Edit #2 — Check AutoRecovery file

Edit #3 - Recover
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