Finding Files (Win 98)

1. Fromthe START menu, choose “Find” and then “Files or Folders'.
2. Thefollowing didog box will appesar.
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3. Fromthe“Name and L ocation” tab, you may search for afileif you al or part of
itstitle.

a. Typethe name (or part of the name) of the file you are looking for in the
“Named” window.

b. If you cannot remember what you named the file, but you know some text
that was included, you can search for “Containing Text”.

c. Besureto changethe “L ook In” window to search the correct drive. If
you are not sure which drive the file was saved to, search “My Computer”.
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4. The“Date” tab will dlow you to seaerch for afile when you know the time frame
in which thefile was saved.

a.  Youmay dick inthe white cirde next to “Find dl files’ and then choose
what filesto search for. The choicesare: modified, created, or last
accessed.

b. Youmay aso sdect dates to search between. If you know you worked on
the file around Christmas, then you may want to search from Dec. 14
through Jan. 14.

c. Youmay aso search for files that were modified during the past severa
months or days.



5. Thefind tabis“Advanced’. Thistab will dlow you to search for filesfrom a
certain program.
a. Click next to the“Of Type’ window and scroll down the list until you find
the program in which the file was saved.
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1. Once the search has been conducted, alist of the files matching the search criteria
will appear in the lower window.

2. Therewill be adescription of the file dong with its current location and file Size.

3. If youwould like to open the file, smply double-click on theicon and the
aopropriate program will automaticaly open thefile.

4. Thenyou can save it with anew name or edit the document.



