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O First: take a breath — it's probably still there

A document that 'vanished' is almost always findable. Word and Excel keep recent
files, autosave copies, and recovery files. Before you despair, work through this guide
— most 'lost’ work turns up in minutes.

Let's find your missing document together

Few computer moments are more upsetting than a document that seems to have
disappeared. The good news: modern Word and Excel are built to protect you from
exactly this, with several safety nets. Let's use them.

I'm Bill, from Bill's Home Tech in Portage County. 'Where did my letter go?" is one of the most
common — and most fixable — calls | get. We'll cover where files go by default, how to find a
file you just closed, and how to recover work you never saved.

Go gently and don't start frantically clicking. The surest way to truly lose work is to panic and
overwrite it. We'll be calm and methodical, and your document will very likely come back.
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The whole guide, on one page

If a document goes missing, these are the first places to look, in order.

0 Open the program and look at the Recent list — it remembers the last files you had open.
0 Click a recent file and it reopens right where it was saved.

0 If you closed without saving, use the Recover Unsaved Documents option at the bottom
of that Recent list.

0 If the computer crashed, reopen Word or Excel — it often shows a Document Recovery
panel on the left.

0 Search your whole computer by the file name, or by a word you know is inside it.

0 Check the folder it was saved in — often Documents, or OneDrive if you use it.

(0 Don't make a new one yet

Resist the urge to retype everything. Nine times in ten the original is hiding in one of
the spots above. Exhaust those first.
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Where Word and Excel save by default

Half of 'lost' files were simply saved somewhere the person didn't expect. Let's
clear up where things land.

On most computers, Word and Excel save into your Documents folder unless you choose
otherwise. If you use a Microsoft 365 subscription, they may instead save into OneDrive,
which is an online folder that syncs to your computer — same files, just stored online as well.

When you save, the window shows the folder name across the top. Getting in the habit of
glancing at that — 'am | saving to Documents or OneDrive?' — prevents most future
vanishings. It's the single most useful habit in this whole guide.

I Desktop is not afiling cabinet
Saving everything to the Desktop feels handy until the Desktop is a sea of icons.
Documents (or OneDrive) is the proper home, and it's where the programs look first.
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Your best friend: the Recent list

Before searching anywhere, use the list the program keeps of everything you've
opened lately.

Open Word or Excel and look at the opening screen, or click File. You'll see Recent — a list of
the documents you worked on most recently, newest at the top. Your missing file is very often
right there; one click reopens it.

Hover over an item and it shows the full folder path, which also tells you where that file lives
— handy for next time. You can pin a file you use often so it stays at the top of the list.

O Right-click for 'open file location’
Right-click a recent file and choose 'Open file location' (or ‘Copy path’) to jump straight
to the folder it's saved in. That's how you learn where things actually went.
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What AutoSave is — and isn't

There's a switch called AutoSave at the top-left of Word and Excel. Understanding
it prevents a lot of confusion.

When your file is stored in OneDrive and AutoSave is on, the program saves every change for
you, continuously — there's no Save button to remember. That's wonderful for never losing
work, but it also means edits are kept the moment you make them.

When your file is on your own computer (not OneDrive), AutoSave is off, and you save the
old-fashioned way — by pressing Save. In that case a separate feature called AutoRecover
quietly keeps backup copies every few minutes as a safety net.

I AutoSave can overwrite — use Save a Copy

Because AutoSave keeps every change, if you open a document to experiment, use
File > Save a Copy first so you don't accidentally save over the original. A small habit
that saves heartache.
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Getting back work you never saved

Closed a document and clicked '‘Don't Save' by mistake? There's a good chance it's
recoverable.

0 Open the same program (Word for a document, Excel for a sheet).

0 Click File, then Open, then look at the very bottom of the Recent list.

0 Click 'Recover Unsaved Documents' (Word) or '‘Recover Unsaved Workbooks' (Excel).

0 A folder of autosaved drafts appears — look for yours by time and name.

0 Open it, then immediately Save it properly to a folder you'll remember.

These unsaved copies are kept for a limited time, so act sooner rather than later. Once you
find yours, save it right away so it's no longer just a temporary draft.

0 | can walk you to it on the phone

This recovery menu is a little buried. If you'd rather not hunt for it alone, call me at
(330) 200-8042 and I'll walk you straight to it, step by step.
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After a crash or power loss

If the computer froze, crashed, or lost power mid-document, the program has a
special recovery step for you.

Reopen Word or Excel after a crash and you'll often see a Document Recovery panel down
the left side, listing versions the program rescued automatically. Open the most recent one,
check it over, and save it properly. That panel is the program handing your work back to you.

If no panel appears, use the Recover Unsaved Documents step from the previous page — the
autosaved draft is likely still there. Between the two, most crash-time work is salvageable.

(0 Open the newest, but check it

Recovered versions are timestamped. Open the newest, but read it over — it may be
from a minute or two before the crash, so you might re-add a last sentence or two.
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Searching when you don't know where it went

If the Recent list fails you, your computer's own search will dig the file out by name
— or even by its contents.

On Windows, click the Start button and type part of the file's name, or a distinctive word you
know is inside it. On a Mac, click the magnifying glass at the top-right (Spotlight) and do the
same. The computer searches everywhere, not just one folder.

Don't remember the name? Search for a phrase you're sure is in the document — 'Dear
Susan' or ‘propane bill' — and the computer can often find the file by what's written inside it.
It's a remarkably good trick.

[0 Search by a word inside, not just the title
People forget file names but remember what they wrote. Searching for a unique phrase
from inside the document is often the fastest way to find it.

Tech Made Simple — Service Made Personal Page 9 of 29

For general information only — not professional advice. Use at your own risk. For electrical,
gas, water, or ladder work, please call a licensed professional. — Bill's Home Tech



THE RECYCLE BIN BillsHomeTech.com - (330) 200-8042

If it was deleted: the Recycle Bin

Deleted a file by accident? It's probably not gone — it's waiting in the trash.

On Windows, open the Recycle Bin on the desktop; on a Mac, open the Trash in the dock.
Deleted files sit there until you empty it. Find yours, right-click, and choose Restore (or Put
Back) to send it home to its original folder.

If you use OneDrive, it has its own recycle bin online too, reachable by signing in at the
OneDrive website — another place a deleted file may be recoverable even after the

computer's bin is emptied.

I Empty the bin only when you're sure
There's no rush to empty the Recycle Bin. Leaving it a while is a free safety net — a
deleted file you suddenly need is one 'Restore’ click away until you empty it.
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Two kinds of readers, two sets of needs

Where to look first depends on how your files are saved. Find yourself below and
you'll know where to start.

If you use a subscription with OneDrive

Your files likely save online automatically, with AutoSave on. Losing work is rare, but things
can seem 'missing' when you're not sure whether they're on the computer or online.

+ Check the Recent list first — it spans computer and OneDrive.

+ Sign in at the OneDrive website to see everything from any device.

+ OneDrive keeps its own recycle bin and even older versions of a file.
« Watch the AutoSave switch so you don't overwrite an original.

If you save to your own computer

No OneDrive; you press Save and files land in Documents (or wherever you chose).
AutoRecover keeps quiet backups for crashes.

L]

Check the Recent list, then the Documents folder.

Use Recover Unsaved Documents for work you closed without saving.

After a crash, look for the Document Recovery panel.

Search the whole computer by name or by a word inside the file.

[0 Not sure which kind you are?

If you don't know whether your files save to the computer or online, that alone causes a
lot of 'missing’ documents. I'll sort it out with you so you always know where things go.
Call (330) 200-8042.
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How to stop it happening again
Finding a lost file is a relief. Never losing one is better. A few small habits do it.

0 Glance at the folder name every time you save — know where it's going.

0 Save early and often with the keyboard shortcut (Control+S, or Command+S on a Mac).
0 Give files clear, dated names you'll recognize later.

0 Keep documents in Documents or OneDrive, not scattered on the Desktop.

0 Turn on AutoSave if your files live in OneDrive.

The habit that helps most is simply pressing Save after each paragraph or two. It takes half a
second and turns 'l lost an hour of work' into 'l lost a sentence.’

0 Make Control+S a reflex

Tap Control+S (Command+S on a Mac) whenever you pause to think. Do it enough
and it becomes automatic — the cheapest insurance in computing.
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Names and folders that keep things findable

A tidy naming habit means you'll rarely have to search at all. Here's a simple
system.

Name files for your future self: 'Letter to the bank — Oct 2026’ beats 'Documentl.’ Include
who it's for or what it's about, and a date. When you glance at a folder months later, clear
names tell you instantly what's what.

Group related files into folders inside Documents — 'Letters," ‘Medical,' 'Taxes 2026." A little
structure now saves a lot of hunting later, and it makes backing up simpler too.

O I'll help you set up a tidy system
If your files feel like a jumble, organizing them into clear, dated folders is a calming little
project I'm glad to do with you on a visit. Call (330) 200-8042.
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Is OneDrive helping or confusing you?

OneDrive is a great safety net, but when people don't realize it's on, it becomes the
number-one source of ‘where did it go.’

OneDirive stores your files online and syncs them to your computer, so they're backed up and
reachable anywhere. The confusion comes when a file is in OneDrive but you're looking in the
plain Documents folder, or the other way around.

If OneDrive baffles you, the fix is simply knowing it's there and checking both places — or
deciding to save consistently to one. There's no need to turn it off; you just want to understand
where your files are landing.

[0 One home for your files beats two
Pick a lane — either save to OneDrive or to the computer's Documents folder,
consistently. Knowing the one place your files go ends the mystery.
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The 'l edited the attachment and lost it' trap

A sneaky way work vanishes: opening a file straight from an email, editing it, and
saving into a temporary spot you can't find later.

When you open an attachment directly, it often lands in a hidden temporary folder. If you edit
and save there, the file is easy to lose. The fix is simple: save the attachment to your
Documents folder first, then open it from there to work on it.

If you think you've already done this and lost the edits, use the Recover Unsaved Documents
step — the draft may still be retrievable. Then adopt the save-first habit going forward.

I Save the attachment before you edit it
The rule: download the attachment to Documents first, then open your copy. Editing
straight from the email is how good work slips into a folder nobody can find.
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The full rescue checklist

Keep this page handy. Work down it in order the next time something goes missing.

O

0

g

Open the program and scan the Recent list.

Look for a Document Recovery panel (after a crash).

Try Recover Unsaved Documents at the bottom of File > Open.
Search the computer by file name.

Search by a distinctive word from inside the file.

Check the Documents and OneDrive folders.

Check the Recycle Bin or Trash, and OneDrive's online bin.

O If the list runs out, call me

On the rare occasion the usual spots come up empty, there are deeper recovery tricks

| can try. Before you give up or retype, call me at (330) 200-8042 — it's often
rescuable.
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Common mistakes that lose work

Most lost documents trace back to a handful of habits. Break these and you'll rarely
lose anything.

« Never pressing Save and trusting it'll be fine — fine until it isn't.

+ Not knowing where files save, so they scatter unpredictably.

« Editing email attachments in place instead of saving a copy first.

+ Clicking 'Don't Save' in a hurry when closing.

« Emptying the Recycle Bin reflexively, erasing the safety net.

[0 Slow hands keep files safe

Almost every lost document comes from a rushed click. Slowing down for half a second
— to read the save window or the closing prompt — prevents nearly all of it.
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It's almost never truly gone

If you're reading this in a panic, let me reassure you plainly: the odds are strongly in
your favor.

Modern Word and Excel try hard to protect your work, with recent lists, autosaves, recovery
panels, and multiple trash bins. Between all of those, the great majority of 'lost' documents are
recovered, often within minutes.

So take a breath, work calmly through the checklist, and don't retype anything until you've
looked everywhere. More often than not, there's a happy ending to this particular computer
scare.

(0 And if you're stuck, I'm a call away
Losing work is stressful, and a patient voice helps. Call or text me at (330) 200-8042
and we'll hunt it down together, calmly.
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Questions to ask yourself first

A few quick questions often reveal where the file went.

Q: Did I actually save it, or just type it?
If you never saved, head straight for Recover Unsaved Documents — that's where
never-saved work hides.

Q: Where do my files usually save — computer or OneDrive?
Check that folder first. Not sure? Check both; the Recent list spans them.

Q: Did the computer crash or lose power?
If so, reopen the program and look for the Document Recovery panel on the left.

Q: Could I have deleted it?
Check the Recycle Bin or Trash, and OneDrive's online bin if you use it.

[J The answer points to the place
Each honest answer sends you to a specific spot. You rarely have to search
everywhere at once — just the right place first.
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A few more worth answering

These come up once the immediate scramble is over.

Q: Should I turn AutoSave on?
If your files live in OneDrive, yes — it means you'll essentially never lose work. Just use Save
a Copy before experimenting so you don't overwrite an original.

Q: How long are unsaved drafts kept?
A limited time — days, not forever. So recover and properly save a found draft right away
rather than leaving it.

Q: Can I get back an older version of a file | saved over?
Often yes, if it's in OneDrive, which keeps a version history. On the computer alone it's harder,
which is why backups matter.

Q: Why do my files keep ending up on the Desktop?
Because the Desktop was chosen (or defaulted) as the save spot. Point saves to Documents
instead and the clutter stops.

[0 Want to never worry about this again?
| can set up tidy folders, sensible saving, and a backup so lost files become a thing of
your past. Call (330) 200-8042.
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Common Questions

The questions | hear most about missing and lost documents.

Q: Where does Word save my files by default?
Usually your Documents folder, or OneDrive if you use a subscription with it switched on. The
save window shows the folder name across the top — glance at it each time.

Q: I closed without saving — is it gone?
Probably not. Open the program, go to File > Open, and click 'Recover Unsaved Documents'
at the bottom. Never-saved work is often waiting there.

Q: The computer crashed — how do | get my work back?
Reopen Word or Excel and look for the Document Recovery panel on the left, which lists
rescued versions. Open the newest and save it properly.

Q: How do | find a file when | forget its name?
Search your computer for a distinctive word or phrase from inside the document — Windows
Start or Mac Spotlight can find files by their contents, not just their titles.

0 Still can't find it?
Finding lost documents is one of my favorite little rescues. Call or text me at (330)
200-8042 and we'll track it down together.
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The bottom line

Let's gather the whole rescue into a sentence or two.

When a document goes missing, stay calm and check the Recent list, then Recover Unsaved
Documents, then the recovery panel, then search by name or by a word inside it, then the
trash bins. One of those almost always has it.

To keep it from happening again, know where your files save, press Save often, name files
clearly, and keep a backup. Do that and ‘where did my document go' becomes a question you
rarely have to ask.

[J Calm plus the checklist equals found
The combination that works nearly every time: don't panic, don't retype, and work the
checklist in order. Your document is usually closer than it feels.
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You don't have to do this alone

You just have to remember that a friendly, patient person is one call away.

| hope this guide made finding a lost document and protecting your work feel a little less
daunting and a lot more doable. Keep it in a drawer with your other home papers, come back
to a page whenever you need it, and don't worry about memorizing anything.

When you'd rather have a hand, that's exactly what | do. | come to your home, work at your
pace, and never make you feel rushed or silly for asking. A first visit is a flat $99, and for the
parts that don't need me on-site — installing Office, sorting out a sign-in, setting up a
document — | can often help right on your screen for $49. Every visit comes with a 30-day,
come-back-free guarantee.

O Bill's Home Tech —real help, close to home

Call or text me at (330) 200-8042, or visit BillsHomeTech.com. Serving Atwater and all
of Portage County. 30+ years of patient, plain-English tech help — and if you're ever
not 100% happy with a visit, I'll make it right or refund it. That's a promise. — Bill
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Where to Look First

In order, when a document goes missing

Look here

Recent list

Recover Unsaved

Recovery panel

Computer search

Recycle Bin

In the program
Bottom of Open
After a crash
Start /

Spotlight

Desktop / Dock

One of these almost always has your file -- check in order

Files you opened

Never-saved work

Rescued versions

By name or words

Deleted files
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Rescue in Four Steps

The calm order to try

o |[ o |[ @ |[ ©
Open the program Try recovery Search it out Save it properly
Check the Recover Unsaved, By name, or a To a folder
Recent list ] or crash panel -] word inside - you'll remember
\. J J \\ J \ y

Don't retype until you've worked all four steps.
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AutoSave vs. AutoRecover

Two different safety nets

What it does

AutoSave Files in Saves every
OneDrive change
AutoRecover Files on your PC Backs up often
Recent list Always Remembers opens
Recycle Bin After deleting Holds for
recovery

Between them, most 'lost' work is recoverable.
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What Happened to It?

Match the mishap to the fix

What went wrong?

Closed without Computer Can't find
saving? crashed? where it saved?
4 N\ N\ [ N\
File > Open > Reopen -- use Search by a word
Recover Unsaved the Document from inside the
Documents Recovery panel document
\ J J J

Deleted it? Check the Recycle Bin or Trash before anything else.

llustration - a schematic, not to scale. Your setup may differ
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BILL'S HOME TECH

Home & Small Business Tech Solutions

Need a Real Person?

You do not have to remember all of it.
You just have to remember you can call.
Friendly, in-home tech help -- | come to you.

If you are not 100% happy with a visit, | will
make it right -- or refund it. No awkwardness,
no fine print. That is how | would want to be treated.

(330) 200-8042 - BillsHomeTech.com

Bill@BillsHomeTech.com - Mon-Sat 9:00 AM — 7:30 PM
— Bill

Bill can screen-share and fix many things remotely — a flat $49, free for Support Plan members.

© 2026 Bill's Home Tech, LLC - 30+ years of tech experience - Serving Portage County since 2025 - Fully Insured
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A Note From BIll

A quick note from Bill.
| write these guides to make home tech a little less frustrating, and | do my best to keep every step
accurate and up to date. Still, every home, device, and setup is a bit different, so | can't promise a guide
will match yours exactly or fix your particular problem. These guides are for general information only —
they're not professional, legal, or financial advice, and they don't replace your device's own manual or
the manufacturer's instructions. Please go slow, use your own good judgment, and use everything here
at your own risk. If a step involves electrical wiring, a gas appliance, a water heater, plumbing, or
climbing a ladder — or if anything just doesn't feel safe — please stop and call a licensed professional
(or give me a call at 330-200-8042). Bill's Home Tech and Bill Davis can't be responsible for any
damage, data loss, or injury that comes from using these guides. Thanks for reading, and stay safe out
there.

.'i'-'-;

l"

Book a visit —
billshometech.com/book

Use of these guides is subject to our Terms of Use (billshometech.com/terms-of-use).

(330) 200-8042 - BillsHomeTech.com
Bill@BillsHomeTech.com - Mon-Sat 9:00 AM — 7:30 PM

For general information only — not professional advice. Use at your own risk. For electrical,
gas, water, or ladder work, please call a licensed professional. — Bill's Home Tech
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