
FINDING LOST
Files & Folders 1

2
Choose:
“All Files & Folders” 3

Type all or part of the name 
of the missing file, with or 
without wildcard *.*

Choose the drive you wish 
to search. C: is local drive 
on your computer. Or 
search the available server 
disks (Public / Staff.)

Click START / Search

RESULT



4 In this sample,  searching for TECH*.* on the Staff drive produced a long list of 
possible file and folder matches that include TECH in the name.
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