How to Find Files on a Windows Machines

To find a file or folder

1. Click Start, point to Find, and then click Files or Folders.
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2. Click Find Now.

Note: If you want the search to be case-sensitive, click the Options menu and make sure a
check mark appears next to Case Sensitive. Click to create the check mark; click again to clear
it.

Finding Documents based on Date

Click on the Date Tab.
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Advanced Features

Click on the Advanced Tab.
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To savetheresults of a search for filesor folders
1. After you finish searching, on the Options menu, click Save Results.
A check mark appears by Save Results.
2. Onthe File menu, click Save Sear ch.
An icon representing the search results or search criteria appears on your desktop.

Y ou can reinitiate the search or update the search results by clicking the search resultsicon, and
then clicking Find Now.

Notes

« Toget ashorter list of files or folders, use both the Date and Advanced tabs.
« If you specify All Fileson the Date tab, all the files on the hard disk are searched
according to the specifications on the Name & L ocation and Advanced tabs.



