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When a file has been deleted from the K: drive it can be recovered but only if the file has been 

created on a previous day to when it was deleted.   

1. On Windows 7 to recover a file navigate to the K: drive, if you are not sure where the file is 
located recovery can be done from the root of the drive, if you know that the file has been 
deleted from a folder then the recovery can be done from the folder.  

 
2. To recover from the root, either a file or a folder, open My Computer 

and right-click on the K: drive and select Properties from the drop-
down menu, proceed from point 3. 

 
2.1. To recover from within a folder, open the K: drive and right-click 

on the folder that the item has been deleted from select 
Properties from the drop-down menu, proceed from point 3. 

 

 Both options above will open the Properties box for your K: drive.   
 

3. Click on the Previous Versions tab and the window will 
populate with a list going back four weeks with an entry for 
each time a backup was taken of the K: drive 

 

 

 

 

 

 

4. Highlight the date of the Previous Version that you want to recover the file/folder from and 
select Open 

 
  This will open the backup of your K: drive as of that day.   

5. Locate the file/folder that you want to recover, you can at this stage if the deleted item is a 
file, open it and then resave it back to your k: drive or you can right click the file/folder and 
select Copy, then navigate back to your K: drive through My Computer and Paste the 
file/folder back into the drive. 

 


