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Recovering Unsaved/Miss Saved Microsoft Office Documents in the Labs

In the W & M labs, “Unsaved”  Microsoft Office documents (or at least the last edits of a document) can usually be recovered from a “Timed Backup” if the unsaved document resulted from a manual log out or from a system crash; there is no recovery if the log out is a “Timed Log Out “(occurring with no activity for 20minutes). See next section for more about recovering a “Timed Backup”.  

“Miss Saved” documents might result from saving on the temp “C:” drive in the labs without knowing it, thinking that the save is on a more permanent disk area such as the “H:” drive storage. This can happen when opening, for example, an E-Mail attached Microsoft Word doc and simply doing a Save (and not “Save as” where the destination storage must be specified); the assumption is that the save occurs on the “H:” drive which is frequently  the standard disk area for saving in the labs. What  happens is that when the attached is opened, it is opened from temp storage on “C:”,  lost after log off; thus, clicking “Save”  simply puts it back in the temp area, no  permanent save. Recovery here is only possible if the E-Mail source is still available; then  the attached miss saved document is simply  reopened while displaying the E-Mail source message and permanently saved with the “Save as” command item. However, this will not recover any edits that were made with the 1st opening of the attached Word document where, again the save was only on “C:”
More about Recovering Timed Backups 

Microsoft Word, Excel, and Power Point will automatically save a file every 10 minutes to the C:\Recover folder. This time interval can be changed to, for example,  “1” minute by going to Tools->Options->Save tab and changing the “10” in the Minutes pull down to “1”.  Assume hereafter we are talking about Microsoft Word documents.
To recover  a “Timed Backup” you  must log into the same computer they were using. (again, however, if the log out is a “Timed  Log Out”  -- an automatic log out occurring after  20 minutes of no activity --  the “Timed Backup”  file is lost).  You may wish to recover the backup,  if you  logged out without saving the last version of the  document; this can occur if you clicked “End Now” in the “End Program” box (which opens shortly after the box prompting you to save -- because you didn’t when attempting to log out)..   To recover you log  back in  (again the same station) and reopen Microsoft Word, which should automatically list  the “Timed Backup” file; this occurs in the Document Recovery task pane which opens on the left side of the Microsoft Word window with the unsaved document  listed as "document name [Original]" or as "document name [Recovered]". You now simply  double-click this  name to open it into Microsoft Word . Then to permanently save its just Save As and so on  (e.g., on the “H:” drive). And again once more this will not work with a “Timed Log Out” since  the “Timed Backup” is then always lost.
If the log in session was lost via a system/hardware failure requiring a reboot,   Microsoft Word will not open with the “Timed Backup” listed in the left pane for you to open; then you must open it manually as follows:

1. Open the My Computer icon

2. Open the C: drive (local disk)

3. Open the Recovery folder on C:
4. Any auto saved documents will be listed here (see next section for more about this list). 

5. Right click the name of the document to be recovered. In  most cases this can be identified by either the name or the date/timed saved, the latter being the most recent; typically the name starts out as “AutoRecovery save of …” with the “…” being “Doucment1.asd”, “Normal1.asd”, or the name you used to save it yourself at least once where the extension now becomes “asd”.   Sometimes you may see a strange file name “~WRA” (an interim work file)  which   probably  will not open (again see next section for more about this list along with a sample  image of  “C:/Recovery”s contents)
6. Left click Open With
7. Click select program from a list
8. Double click  the Microsoft application used to create the file (again assume here  Microsoft Word)

9. Verify that the opened document is the one wanted 

10. Click File,  Save as, etc. and permanently save (e.g., on “H:”).
 More about the List of Timed Backups in “C:\Recovery”

As mentioned above, automatic timed save in “C:\Recovery” is  with a name that starts out as “AutoRecovery save of “;  what follows the “of” varies;  if the document had never been saved it is  usually saved as “AutoRecovery save of Document1.asd”  (or  “…2.asd”  if it was the second document timed saved, etc.); sometimes the “Document1” gives way to “Normal1” (we don’t know why); also sometimes the extension is “as$” is  instead of “asd” (and again don’t know why) .  If at least one save has been made, “Document1”/”Normal1” gives way to the saved name. If you check the “C:\Recovery” folder sometime before  the timed save occurs (again by default 10 minutes but can be changed),  you may see a “~WRA…” work file  as an interim save before the final save;  this “~WRA…” file alone will not usually permit recovery, only the completed timed save file   “AutoRecovery save of…” file. The following  screen image shows  a  sample file list  of the  “C:\Recovey” folder on a given lab station; these are the timed saves from different users;  they stay until IT removes them (usually with a new PACLab image) or a user removes them:
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How to Troubleshoot Damaged Documents

Microsoft Word 2002 tries to automatically recover a damaged document if it detects a problem with the file. You can also "force" Word to try to recover a document when you open it. To do this, follow these steps: 

1. On the File menu, click Open. 
2. In the File of type list, click All Files *.*. 
3. In the Open dialog box, select your document. 
4. Click the arrow on the Open button, and then click Open and Repair.
Word for Windows associates a wide variety of formatting with the last paragraph mark, especially section and style formatting. If you copy everything except the last paragraph mark to a new document, the damage may be left behind in the original document. In the new document, reapply the section or style formatting.
More about Losing an E-mail attached Microsoft File
Frequently  W & M students use E-Mail to transport a Microsoft file from their own computer to a lab PC,  when  their own computer can not map to the “H:” drive storage (and thus permit saving in  storage  common to both their computer and the lab computer, allowing immediate access in the labs). As has been mentioned  they access the  file in PACLab by transporting it  via E-Mail  as an attachment to a message they mail to themselves); when they access the transported file it initially always opens in a temp area on the “C:” hard drive of the PACLab workstation. If the students continues  working on this file at this point  (e.g., makes edits),  any work  is lost if they don’t save it in a more permanent area like the “H:” drive. This can easily happen if they  use the  “Save” item on the “File” menu to save, which does not show where the save goes. Thence when students log into PACLab,  they  get the following message warning them  of this problem and how to prevent it:
WEBMAIL ATTACHMENT WARNING!!

When working with any document that you have opened as an e-mail attachment, BEFORE MAKING CHANGES immediately save the file to your H: drive using File => Save As instead of File => Save.   If you Save instead of Save As, you risk losing any changes you make.

(You must close this window to continue your logon.)

A Word about the Alternate Word Process: WordPerfect
WordPerfect earns its name when it comes to salvaging a document via a timed backup; here it is perfect. Not only does it automatically reopen with the timed backup if  you log out without saving and log back in,  it also does it  if you reopen it after a system crash.. 
