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Overview 
Every day, Texas A&M-San Antonio faculty and staff use our network share drives.  The most common is the I: drive 

where we keep departmental files and our Q: drive where we keep documents for our own business use.  ITS is proud to 

announce a new method for restoring previous versions of files on those network share drives that we use every day.  

This new technology will put the power in your hands to restore previous versions of files that you have created should 

you ever need to.  It will also eliminate the need for ITS to process that restore request for you.   

Individuals wishing to restore a previous version of a file are able to view the versions that are available and select which 

one suits their needs.  This will be very beneficial when you have overwritten or inadvertently changed a file and need to 

go back to a previous version.  The number of previous Versions files are limited depending on available space.  If a file 

or folder needs to be recovered from a version older than what is shown, please contact the ITS Help Desk at 

helpdesk@tamusa.tamus.edu or (210) 784-HELP (4357). 

How to restore a previous version of a file on a network share drive: 
 

1. Navigate to the folder or file on the network drive that you wish to recover. 

  

2. Right click on the folder containing the item you wish to recover and select Properties from the menu that 

appears.  If the folder or file was deleted, you will have to go up one level in the file system to see the deleted 

folder or file. 

  

3. On the Properties window, click the Previous Versions tab. 

 
 
Previous Versions are limited depending on 
available space. If a file or folder needs to be 
recovered from a version older than what is shown, 
please contact the ITS Help Desk at 
helpdesk@tamusa.tamus.edu or (210) 784-HELP 
(4357). 
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4. Highlight the version date of the item that you want to recover. If there are no version dates listed, either the 

item was not on the network space long enough for a copy to be made, or ITS is experiencing technical 

difficulties. 

  

5. While there are several options for recovering an item, we recommend double clicking on the appropriate folder 

OR highlighting it and clicking Open. A Windows Explorer window will open with the contents of the previous 

version of the folder. 

 

6. Right-click on the item that you wish to recover and select the Copy menu item. 

  

7. Navigate to the location on your machine where you wish the item to reside and select the Paste menu item. 

  

8. Open a new Windows Explorer window by double-clicking the computer icon in order to ensure that you are not 

using the previous version window. 

  

9. Close all open windows when finished. 

 

 

Warning: The file or folder restore process has the capability to replace the current version, and the replacement cannot 

be undone.  If you want to keep the current version, you should perform a 'Save as' and rename the file so that it the 

original does not get over-written.  Additionally, if the Restore button isn't available, you can't restore a previous version 

of the file or folder to its original location. However, you might be able to open it or save it to a different location. 
 

 



How to Get Additional Help 
If you still have questions, please contact the ITS Helpdesk by sending an email to helpdesk@tamusa.edu or 

calling 210-784-4357 (HELP). 

Related Documents and Helpful Links 

Feedback 
We welcome your feedback about this document. Please email ITSFeedback@tamusa.edu or use Twitter 

@TAMUSA_ITS. 

Document History  
Version Date Revision history or Review (Author) 
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