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Introduction
This document explains how to restore a document that has been deleted and subsequent steps that may be 
required.

Process

Access the Recycle Bin
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Locate the necessary document.
The Basic Search and Advance Search features are available within the Recycle Bin.

The recycle bin shows the documents that have been deleted.  Deleted documents are renamed once they are 
deleted with DEL and the date deleted put in the name of the document.
The path of where the document originated from is shown.
The number of days the item is to be kept in the recycle bin before being permanently deleted is in the Days to 
Keep column.

Restore
Right click on the document you wish to restore and select restore.

There is no prompt or confirm screen.

The document will be restored to the original location shown in the path in the recycle bin.
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The document is restored with the name from the recycle bin.

Rename
Right click on the document and select rename.

Considerations
Depending on the document and the situation, you may have to also right click and select a workflow—such as a 
Move and Rename option.  
Please call for assistance if you have any questions.
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