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Google Drive trash items will be automatically deleted aftel
Note: To browse a document's version history, you need permission to edit the document. N
1. On your computer, open a document, spreadsheet, or presentation. days Sta rt ! ng on OCto ber 1 3' 2020

2. At the top, click File » Version history » See version history. Tuesd ay, September 15, 2020

Compare earlier versions of a file

3. In the right panel, choose an earlier version. You can find who edited the file and the changes they made in the
color next to their name.

4. (Optional) To name a version, click More : > Name this version.

* You can add up to 40 named versions per drawing, document, or presentation.

What you can do

+ Restore data that was permanently deleted withil the past 25 days.
« Select a date range to restore data that was deleted within that range.

« Check a user’s Drive folder to confirm the data is restored.

+ Restore data to a shared drive, or restore a deleted shared drive. Learn more

+ You can add up to 15 named versions per spreadsheet.

5. (Optional) To see grouped versions in more detail:

+ In the right panel, choose a version, then click Expand detailed versions «~ .

To return to the current version, go to the top left and click Back &

See who changed a specific cell in Google Sheets v
’
What you can't do
Restore an earlier version v
* Restore data that was permanently deleted more than 25 days ago.
Copy an earlier version < « In Drive, restore deleted Google My Maps files or Fusion Tables.

« From the user's Trash, restore data.

« If a user met their Drive storage quota, restore their Drive data.

Unable to see a previous version of your file? - In Drive, have more than 1 ongoing restore. If you start a restore while another one is in progress, one of
The revisions for your file may occasionally be merged to save storage space. them is canceled.

Note: If you don't have permission to edit a file, you won't be able to see the version history.
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